
From: Danielle Olson
To: Town Users(All Users)
Subject: Important Notice for Calling Out Sick & Return to Work
Date: Monday, March 23, 2020 11:27:38 AM
Importance: High

IMPORTANT NOTICE
As you are aware, the important email notice below was sent and posted to all employees previously.   This notice includes:

1.       Required notification to HR if an employee contracts or has been exposed to COVID-19.
2.       Required notification to HR if an employee travels for personal reasons to a high or medium CDC designated country.
3.       Cancellation of any work related travel to conferences.
4.       Directing employees to stay home if not well and allowing supervisors to send an employee home if they come to work under certain conditions.

 
FURTHER:
If an employee calls out sick and is unable to work due to illness, prior to their return, they must not exhibit any COVID-19 symptoms, which are:

·         Cough;
·         Fever (no fever for 24 hours without fever reducing medication);
·         difficulty breathing

 
We have developed a checklist for supervisors to use for the
above matters. 
Access the checklist here:
https://www.townofpalmbeach.com/DocumentCenter/View/12371/Supervisor-
Checklist

 
Supervisors will refer to this checklist if an employee
Ø  Appears sick at work;
Ø  Calls out sick; or
Ø  Takes personal leave (vacation or other)

 
Your Department Directors have been briefed on the steps that
need to be taken outlined on the checklist, especially in the
area of sending an employee home from work due to illness. 
 

Do not hesitate to contact me or Kennie Wells in
Human Resources if you have any questions
regarding these matters.

 
 

Danielle Olson, M.A., SPHR, SHRM-SCP
Director of Human Resources
 
Town of Palm Beach
Human Resources Department
360 S. County Road
Palm Beach, FL  33480
Phone: 561-838-5450
Direct: 561-227-6322
Fax: 561-838-5451
www.townofpalmbeach.com

 

From: Danielle Olson 
Sent: Wednesday, March 11, 2020 11:27 AM
To: Town Users(All Users) <AllTownUsers@townofpalmbeach.com>
Subject: Important Employee Notice
Importance: High
 
IF YOU SUPERVISE EMPLOYEES WHO DO NOT REGULARLY USE THE TOWN'S EMAIL SYSTEM,
PLEASE POST THE CONTENTS OF THIS EMAIL IN A CENTRAL LOCATION.
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Danielle Olson, M.A., SPHR, SHRM-SCP
Director of Human Resources
 
Town of Palm Beach
Human Resources Department
360 S. County Road
Palm Beach, FL  33480
Phone: 561-838-5450
Direct: 561-227-6322
Fax: 561-838-5451
www.townofpalmbeach.com
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