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Plan for COVID-19 Exposure Prevention, Preparedness, and Response 

Developed by the Parsippany-Troy Hills Township School District - May 25, 2020 

**** 

Every school, building, and school district is different, and what is feasible and appropriate for one 

school or district may not be feasible for another. To help Administrators and Supervisors defend 

against the coronavirus (COVID-19), the PTHSD has developed the enclosed plan for our 

Administrators and Supervisors as we work towards a re-opening of schools. 

Neither the BOE nor the PTHSD intend for this plan to be a definitive statement of COVID 

-19 “best practices.” Rather the PTHSD is drawing from currently-published information to try and 
provide a safe place  for  its  employees  and  students;  especially  during  the  unprecedented 
circumstances which the COVID-19 outbreak has created. This document is not intended to, nor 
should it be interpreted as providing legal, medical or other professional advice. Nothing in this 
plan should be construed as setting forth, or an acceptance of any particular legal obligation on 
behalf of the BOE/PTHSD. This document will continue to be updated as new and/or more accurate 
information is published by the organizations charged with responding to this crisis. The PTHSD 
will continue to monitor our work/school environment and react accordingly with the information 
known at the time.

**** 

The Parsippany Troy Hills Township School District (PTHSD) takes the health and safety of our 

employees very seriously. With the spread of the coronavirus or “COVID-19,” a respiratory 

disease caused by the SARS-CoV-2 virus, the PTHSD must remain vigilant in mitigating the 

impact of the outbreak on our schools. In order to be safe and maintain our essential operations, 

we have developed this COVID-19 Exposure Prevention, Preparedness, and Response Plan to be 

implemented, to the extent feasible and appropriate, throughout the PTHSD which includes 

schools, buildings, and recreational areas belonging to the PTHSD. Our district has identified a 

team of School District officials (which include the Superintendent, Chief of Staff/Public Relations 

Officer, Business Administrator, Assistant Superintendent of Human Resources, 



Assistant Superintendent of Curriculum and Instruction, Supervisor of Nursing and Guidance, 

and the Supervisor of Buildings and Grounds) to monitor the related guidance that the U.S. Center 

for Disease Control and Prevention (“CDC”), Occupational Safety and Health Administration 

(“OSHA”) and other federal/state organizations continue to make available. 

According to the Federal Emergency Management Agency (“FEMA”): “In these uncertain times, 

organizations across the nation are grappling with when and how to resume operations while 

protecting the well-being and safety of their employees and communities. Many organizations will 

be returning to a new normal and are asking: When is it safe to bring people back? Do we need to 

modify how we operate? How do we keep our employees, customers and community safe? How 

do we maintain a safe and sanitary environment?” (https://www.fema.gov/news-

release/2020/04/30/planning-considerations-organizations-reconstituting-operations-during-

covid) 

To underscore the importance of the above referenced questions and concerns, the PTHSD will be 

using a “time-phased” approach to prepare our district to be reoccupied. It is important to  note 

that our custodial and maintenance staff have undergone training by our Maintenance Supervisor 

and Operations Manager detailing the proper way to clean and disinfect our schools and buildings 

and keeping advised of any products and services recommended by the CDC to help combat the 

virus most effectively in a school community. 

Furthermore, reinstituting operations during these uncertain times will require leveraging 

adaptable, nontraditional and flexible work arrangements, with local needs in order to restore the 

PTHSD to full functionality. 

With that being said, this Plan is based on information available from the CDC and OSHA at the 

time of its development, and is subject to change based on further information provided by the 

CDC, OSHA, FEMA and other Federal, State, and Public Health Officials. The PTHSD will also 

amend this Plan based on the District’s operational needs. 

https://www.fema.gov/news-release/2020/04/30/planning-considerations-organizations-reconstituting-operations-during-covid
https://www.fema.gov/news-release/2020/04/30/planning-considerations-organizations-reconstituting-operations-during-covid
https://www.fema.gov/news-release/2020/04/30/planning-considerations-organizations-reconstituting-operations-during-covid
https://www.fema.gov/news-release/2020/04/30/planning-considerations-organizations-reconstituting-operations-during-covid


I. RESPONSIBILITIES OF ADMINISTRATORS AND SUPERVISORS

Note:  Effective immediately and until further notice, all employees working in district buildings, are required to wear 
a face covering (masks with exhalation valves and “Gator” masks are not acceptable) when social distancing may not 
be possible.  Employees working alone in their offices and staff who are alone in a room, do not need to wear face 
coverings, but anytime someone is within 6 feet of another person, the face covering must be worn and must fully 
cover both one’s nose and mouth.  The use of a face covering can potentially slow the spread of the virus and help 
people who may have the virus and do not know it from transmitting it to others.  Please remember to wash your hands 
often, practice food respiratory hygiene, clean your work area often and monitor your health regularly. 

All Administrators and Supervisors must have a working knowledge of this Plan and be ready to 
answer questions from employees and set a good example for all by following this Plan at all times. 
This involves practicing good personal hygiene and workplace safety practices to prevent the 
spread of the virus. Administrators and Supervisors must encourage the same conduct from all 
employees. 

Administrators and Supervisors should provide all of their staff with information on counseling 
support services which are available to faculty and staff via our Employee Assistance Program- 
Rutgers University Behavioral Health Care (“RUBHC”) free of cost. RUBHC provides 
PTHSD employees who are experiencing trouble managing the anxiety of the current health 
pandemic and any related issues stemming from the quarantine situation with Telehealth/
phone sessions. RUBHC has counselors who will work with PTHSD employees to learn/
implement various coping strategies for managing stress or other issues that affect their personal 
or professional  life. 

Employees are encouraged to contact our EAP at (732) 235-5930, to speak with a counselor or to 
arrange an appointment. If an employee decides to call, we ask that they please identify themselves 
to RUBHC as a PTHSD employee although their identity will remain confidential pursuant to 
RUBHC’s rules/procedures. 



II. RESPONSIBILITIES OF EMPLOYEES

Note:  Effective immediately and until further notice, all employees working in district buildings, are required to wear 
a face covering (masks with exhalation valves and “Gator” masks are not acceptable) when social distancing may not 
be possible.  Employees working alone in their offices and staff who are alone in a room, do not need to wear face 
coverings, but anytime someone is within 6 feet of another person, the face covering must be worn and must fully 
cover both one’s nose and mouth.  The use of a face covering can potentially slow the spread of the virus and help 
people who may have the virus and do not know it from transmitting it to others.  Please remember to wash your hands 
often, practice food respiratory hygiene, clean your work area often and monitor your health regularly. 

The PTHSD is asking every one of our employees to help with prevention efforts while at work. 
In order to minimize the spread of COVID-19 in our schools and buildings, everyone must play 
their part. All employees must follow the housekeeping, personal hygiene, social distancing 
practices and other measures set forth in this Plan. In the event that an employee experiences signs 
or symptoms of COVID-19, it is imperative to the well-being of your co-workers and your 
students, to notify your Administrator or Supervisor. If employees have a specific question about 
this Plan or COVID-19, please ask your Administrator or Supervisor. If they cannot answer the 
question, please contact Dr. Robert S. Sutter or Mrs. Joni Benos. 

OSHA and the CDC have provided the following control and preventative guidance for all 
workers, regardless of exposure risk: 

● Frequently wash your hands with soap and water for at least 20 seconds. When soap and
running water are unavailable use an alcohol-based hand rub with at least 60% alcohol which
have been installed throughout the district’s schools and buildings.
● Avoid touching your eyes, nose, or mouth to the extent possible.

● Follow appropriate respiratory etiquette, which includes covering coughs and sneezes into
the crook of your elbow or sleeve.

● Avoid close contact with people who are sick.

● Practice Social Distancing (i.e. keep six feet between yourself and others).

Familiarize yourself with the symptoms of COVID-19, which include the following:

● Coughing; Fever; Loss of taste or smell; abdominal pain;

● Shortness of breath, difficulty breathing; and

● Chills, body aches, sore throat, headache, diarrhea, nausea/vomiting, and runny nose.



If you develop a fever or symptoms of respiratory illness, such as cough or shortness of 

breath, DO NOT GO TO WORK and call your healthcare provider right away. We are asking 

you to notify your Administrator/Supervisor as soon as possible so that PTHSD may respond 

accordingly to mitigate risks to those with whom you may have come in contact.. Likewise, if 

you come into close contact with someone showing these symptoms, call your healthcare 

provider right away and notify your Administrator/Supervisor. 

● Leave (selected) interior doors open to improve ventilation and reduce hand contact with 
multiple surfaces. Refer to Safety Plan and consult Building Administrator(s), and with SRO 
before leaving interior doors open.

● To the extent feasible, open windows to improve ventilation.



III. SCHOOL AND BUILDING PROTECTIVE MEASURES

The PTHSD has instituted the following protective measures in all schools and buildings. 

A. General Safety Policies and Rules

● Any employee/visitor/contractor demonstrating symptoms of COVID-19 will be required

to leave the school/building and return home.

● To the fullest extent possible, staff meetings will be by either virtual or telephone format.

Attendance will be collected verbally and the Administrator/Supervisor will sign-in each attendee. 

Attendance will not be tracked through passed-around sign-in sheets or mobile devices. In the 

event that an in-person staff meeting is necessitated, it shall be held in a space that is large enough 

to accommodate social distancing for the group. Multiple sessions may have to be scheduled 

to allow for appropriate social distancing guidelines to be observed. 

● Employees must avoid physical contact with others and shall direct others (i.e. co-workers,

visitors, etc.) to increase personal space to at least six (6) feet, where possible. In the event that a

staff member must visit an internal office, you must wait outside the office until you are permitted

inside to ensure that social distancing guidelines can be maintained while inside  the office. To the

extent possible, staff are requested to contact the individuals to whom they need to speak in

advance to discuss the issue via phone/email or to make an appointment to avoid congregating

outside of offices. Building administrators will either develop a schedule for staff to collect mail

from their mailboxes, or the building administrator will assign one  individual to deliver mail to

staff.

● All in-person meetings will be limited as set forth above. To the extent possible, meetings

will be conducted by telephone.

● Employees will be encouraged to stagger breaks and lunches, if practicable, to reduce the

size of any group at any one time to less than ten (10) people. Group meetings must adhere to the 

state requirements for size at the time the meeting is held. 

● The PTHSD understands that due to the nature of our work, access to running water to

wash hands is essential. However, in situations where employees cannot access running water, 

the PTHSD will provide, if available, alcohol-based hand sanitizers. 

● Employees should limit the use of co-workers’ equipment. To the extent that equipment

must be shared, the PTHSD will disinfectant to clean equipment before and after use. However, 

much of the District’s electronic and other equipment may require specialized techniques for 

cleaning. If you are unsure of how to properly clean a piece of equipment, please contact 

maintenance and/or TSS for cleaning guidance. 



● Custodial/maintenance staff will be divided into two (2) groups where and when possible

so that cleaning and projects can continue in the event that one of the divided teams is required to 

quarantine. 

● Custodial/maintenance staff will also work in dedicated shifts. If there is a legitimate reason

for an employee to change shifts, the Director of Buildings and Grounds will have sole discretion 

in making that alteration. 

● Employees are encouraged to minimize ride-sharing to the extent possible (specifically

maintenance and custodial staff). While in vehicles (specifically district owned vehicles), adequate 

ventilation should be observed and appropriate cleaning (of district owned vehicles only)  

undertaken after use. Employees should not congregate in parking lots before or after work to the 

greatest extent possible. 

● If practicable, maintenance employees will use/drive the same district owned truck or piece

of equipment during their shift which shall be cleaned upon completion of their shift.

● In lieu of using a common source of drinking water, such as a water fountain or water cooler,

The District will shutter individual drinking fountains for the time being. Employees are

encouraged to use their own individual water bottles. Students who do not bring in their own

water bottles will be provided a paper cup and asked to go to the nurse’s office (or designated

area for water).

● Disinfectant will be placed by Copy machines to be used after each use.

● Remove objects in common areas, like coffee pots, coffee creamers, sugars, containers, etc.

which present a common surface for transmission.

● No food should be brought in to share

● Building administrators will determine a protocol for the use of common areas, including

restrooms, which is meant to maintain social distancing.

● Posters will be placed throughout schools/buildings encouraging social distancing and hand

hygiene.

https://www.cdc.gov/coronavirus/2019-ncov/communication/print-resources.html?Sort=Date%3 

A%3Adesc 

https://www.cdc.gov/coronavirus/2019-ncov/communication/print-resources.html?Sort=Date%3A%3Adesc
https://www.cdc.gov/coronavirus/2019-ncov/communication/print-resources.html?Sort=Date%3A%3Adesc


B. Maintenance and Custodial Staff working in School Buildings

● Upon arrival to a classroom or work area, maintenance staff should conduct a brief 
“precautious” wipe down of highly touched areas with District-provided disinfectant, and again 
immediately before departure. A schedule of daily class/work room cleanings will be published 

by the Supervisor/Director of Maintenance.

● Staff may receive a request from individuals throughout the day to wipe down a  particular 
highly-touched area during the day. This information should be reported to your supervisor so 

that the district can track facility and supply usage and work toward efficiencies in scheduling 

classes and work schedules.

C. School/Building Visitors

● The number of visitors to the School/Building, including the front office, will be limited 

to those individuals who must be on-site to provide services/products. Appointments will be 

required and individuals without an appointment will not be permitted in the school except in 

cases of emergency.

● All visitors must be screened before entering the building as set forth below. If the visitor

answers “yes” to any of the following questions or refuses to answer the questions, he/she will not 

be permitted to access the school/building: 

▪ Are you currently experiencing, or recently experienced, any acute respiratory illness 
symptoms such as fever, cough, or shortness of breath?

▪ Have you been in close contact with any persons who have been confirmed positive for 
COVID-19 in the past two weeks?

▪ Have you been in close contact with any persons who have traveled outside of the State 
and who are exhibiting acute respiratory illness symptoms in the past two weeks?

▪ Have you traveled outside of the State during the past two weeks.

● Deliveries will be permitted however shall be coordinated by the building administrator’s 
office and shall support the district’s minimal personal contact model.  Delivery  personnel should 
remain in their vehicles if at all possible. Any company/individual delivering supplies to district 
buildings shall provide assurances that their cleaning protocols comply with best-known State/

federal directives.



D. Personal Protective Equipment and Work Practice Controls

● The District will provide gloves to maintenance and custodial employees, while supplies

are available, at the beginning of their shift. Employees shall not share gloves. The gloves shall be

disposed of in the proper receptacles prior to leaving for the day/evening.

The District will provide facial coverings for all district employees. Employees are welcome to 

use their own facial coverings provided that they have been washed/sanitized at the end of every 

shift. 

NOTE: The CDC is currently not recommending that healthy people wear N95 respirators to 

prevent the spread of COVID-19.  If you are an employee who requires specific 

accommodations to perform your essential job functions, please contact the Department of 

Human Resources or the Director of Buildings and Grounds immediately. 



IV. BUILDING/SCHOOL CLEANING AND DISINFECTING

The PTHSD has instituted regular housekeeping practices, which include cleaning and disinfecting 

frequently used rooms and equipment, and other elements of the district work environment, where 

possible. Employees should regularly do the same in their personal work areas. 

● Schools/Buildings and highly trafficked areas will be cleaned at a minimum of twice per

day. Employees performing cleaning will be issued proper personal protective equipment (“PPE”), 

such as nitrile, latex, or vinyl gloves and masks, as recommended by the CDC. 

● Trash collection shall be performed only by an employee using nitrile, latex, or vinyl

gloves. Trash receptacles shall be changed during the day to ensure that the classroom/work/rest 

rooms remain sanitary. 

● All bathrooms will be cleaned and sanitized a least twice per day. The district will ensure 
that hand sanitizer dispensers are always filled. Frequently touched items (i.e. , door pulls and 

toilet seats) will be disinfected frequently by district staff.

● District owned vehicles and equipment will be cleaned at least once daily and shall be

cleaned before a change in operator or rider. 

● In the event that an employee tests positive for COVID-19, that employee’s work area, and

the school locations to which the employee traveled the day prior will be cleaned again and no 

other employee shall be permitted to access that class/work/rest room for 24-hours. 

● The District will provide disinfecting/cleaning materials that are consistent with the CDC’s

and State’s recommendations on supplies that are effective in killing/mitigating COVID-19. The

District maintains Safety Data Sheets of all disinfectants used in schools and buildings and shall

make those sheets available for any individual requesting them.

● The PTHSD will continue to monitor the CDC’s guidance on cleaning and disinfecting.

(https://www.cdc.gov/coronavirus/2019-ncov/community/cleaning-disinfecting-decision-tool.ht 

ml)

https://www.cdc.gov/coronavirus/2019-ncov/community/cleaning-disinfecting-decision-tool.html
https://www.cdc.gov/coronavirus/2019-ncov/community/cleaning-disinfecting-decision-tool.html
https://www.cdc.gov/coronavirus/2019-ncov/community/cleaning-disinfecting-decision-tool.html


V. DISTRICT EXPOSURE SITUATIONS

● Employee Exhibits COVID-19 Symptoms (but has not been tested)

If an employee exhibits COVID-19 symptoms, the employee must remain at home until:

1. He or she is symptom free for 24 hours (1 full day) without the use of fever-reducing 
or other symptom-altering medicines (e.g., cough suppressants) AND;

2. Other symptoms have improved (when cough or shortness of breath have improved) 
AND;

3. At least 14 days have passed since symptoms first appeared.

4. Has an alternate diagnosis with a doctor's note.

The PTHSD will require an employee who reports to work with symptoms to return home 
until the above referenced criteria are satisfied. 

● Employee Tests Positive for COVID-19

An employee who tests positive for COVID-19 will be directed, or who have been directed by 

their health care professional, to self-isolate away from work. Employees who test positive - 
and are symptom free - may return to work fourteen (14) days after his or her test, provided 
that the employee remains symptom free. If symptoms develop, refer to the above 
paragraph for return protocol.  In the event that an employee tests positive for COVID-19 
and has been hospitalized as a result of the illness, he/she may return to work when 

cleared by their medical care providers in accordance with district policy and procedures.

● Employee Has Close Contact with an Individual Who Has Tested Positive for COVID-19

Employees who have come into close contact (i.e., within six feet for a prolonged period of 

time of 10 minutes or more) with an individual who has tested positive for COVID-19 (co-

worker, spouse, other immediate family member, etc.) will be required to self-quarantine away 

from work for 14 days from the last date of close contact with that individual. The employee 

should also contact their health care provider for medical guidance. If an  employee learns that 

he or she has come into close contact with a confirmed-positive individual outside of the 

workplace, he/she must alert an administrator or supervisor of the close contact and self-

quarantine for 14 days from the last date of close contact with that individual, and also contact 

their health care provider for medical guidance. Below are the criteria for “contact vs. 

close contact.” If the PTHSD learns that an employee has tested positive, the PTHSD will 

inform those co-workers or students who may have had “close contact” with the confirmed-

positive employee in the prior 48 hours that an individual with whom they’ve 

worked has tested positive or became symptomatic. If applicable, the PTHSD will 

notify any contractors, vendors/suppliers or visitors who may have had close 

contact with the confirmed-positive employee. 



Frequently asked questions (Q/A) 

Question: What is Quarantine? 

Answer:     Quarantine separates and restricts the movement of people who were exposed to a 

contagious disease to see if they become sick. Quarantined people may or may not become 

sick. Quarantined people may stay at home, so they don’t spread disease to healthy people. If 

you are quarantined and you become ill, you can seek medical treatment from a healthcare 

provider. Quarantine is voluntary, but in a public health emergency, officials have the authority 

to quarantine people who have been exposed to an infectious disease 

Question: What is self-isolation? 

Answer: This is a public health strategy where individuals who are sick and exposed to a 

confirmed COVID-19 case are separated from well persons. They should not go to 

work/school or other public places. For possible COVID-19 exposures, self-monitoring is 14 

days. People who are asked to self-isolate should stay in a separate bedroom and, if possible, 

use a separate bathroom and have minimal contact with other persons and pets in the home. 

Isolation is voluntary, but in a public health emergency, officials have the authority to isolate 

people who are sick. 

Question: What is self-monitoring (also known as self-observation)? 

Answer: Self-monitoring is when an individual is not sick/has no symptoms but may have 

been exposed to a close contact. Persons who are self-monitoring should monitor themselves 

for symptoms. 

Question: Contacts vs. close contacts. What is a “close contact?” 

Answer: A close contact is defined as being within approximately 6 feet (2 meters) of a 

COVID-19 case for a prolonged period of time (approximately 10 minutes or longer); close 

contact can occur while caring for, living with, visiting, working with or sharing a health 

care waiting area or room with a COVID-19 case OR having direct contact with infectious 

secretions of a COVID-19 case (for example, being coughed on). 

Question: I am a close contact of a COVID-19 case. I was told to self-quarantine for 14 

days. It is day 10 and I have no symptoms, can I go to work? 

Answer: No. Symptoms may appear anywhere between 2-14 days. You should continue 

to isolate yourself and do not go to work/school or public places/gatherings, even if you test 
negative.



Question: I am a close contact of a confirmed COVID-19 case, but I am not sick and have no 

symptoms. Can I go to work? Can I get tested? 

Answer: Close contacts of confirmed COVID-19 cases who do not have symptoms of fever, 

cough or difficulty breathing, should stay home and self-monitor for symptoms for 14 days. If 

symptoms appear, you must stay home and be fever-free for at least 1 day (24 hours) without

the use of fever-reducing medicine AND symptoms improve AND at least 10 days have 

passed since symptoms first started. Wash hands frequently and do not go to work/school or 

public gatherings while self-isolating. Consider getting a COVID-19 diagnostic test (nasal 

swab or saliva) to see if you are currently infected. More than 200 locations across the state 

offer COVID-19 diagnostic testing. 

Question: I have an underlying medical condition, what should I do? 

Answer: If an employee has an underlying medical condition, the employee should contact 

the Human Resources Department. The employee will be asked for medical documentation, 

and could qualify for accommodations under Section 504. 



VI. RECORD KEEPINGS

In cooperation with the Parsippany Department of Health and local Health inspectors, and in 

furtherance of the goal of eradicating COVID-19 from our schools, the District will collect and 

maintain information on employees who test, or who have tested positive in the past and choose 

to report that information, for the purposes of contact-tracing and ascertaining whether the 

exposure was work-related. This information is crucial to our public health officials and district 

personnel in tracking COVID-19 numbers, guiding future decisions and the decision-making 

process, and maintaining the safety and welfare of our employees and students. 

The PTHSD assessment will review the employee’s work environment, the type of work 

performed, the risk of person-to-person transmission given the work environment, and other 

factors such as community spread. 

The information will be maintained in a separate health file and shall not be shared with anyone 

other than those who have a need to know or to whom the District has been directed to disclose 

such information. The information shall not be included in any employee’s personnel file 

unless attendant to any leave paperwork which may need to be completed. 



VII. CONFIDENTIALITY/PRIVACY

The District is legally required to report workplace occurrences of communicable diseases. 

https://www.nj.gov/health/cd/documents/topics/outbreaks/guidelines_for_outbreaks_in_scho 

ol_sttings.pdf 

However, as set forth above, the confidentiality of an employee’s medical information will be 

maintained as indicated above and will be kept to the minimum necessary to comply with 

reporting requirements and limit the potential for transmission to others. In the event 

that an employee has tested positive, those individuals who have been identified as being 

in close proximity to the individual in the fourteen days prior to the positive test will be 

advised only that an unnamed employee has been diagnosed with COVID-19 in order for 

others to take necessary measures to protect their own health. 

VIII. Questions

Given the fast-developing nature of the COVID-19 outbreak, the PTHSD will need  to modify 

this Plan from time-to-time. If you have any questions concerning this Plan, please contact Dr. 

Robert S. Sutter, Assistant Superintendent of Human Resources. 

IX. DISCUSSION ITEMS WITH STAFF

Honest and open communication is critical during this time. We want to ensure that we meet 

our mission of providing education to our students but at the same time, provide a safe 

environment for staff and students. Schools play a vital role in maintaining community 

engagement and coordinating state and local resources. Each employee bears responsibility 

for furthering this mission. Administrators and supervisors must ensure that they are 

providing an environment where staff feel comfortable in bringing their concerns forward so 

that they can be addressed efficiently and consistently across the district. We are asking that 

all administrators have discussions with their staff that include, but are not necessarily 

limited to, the following topics. 

Please ensure that your staff know “the Plan.” Listen to any input staff members may have as 

they are the individuals in most direct contact with students. It is a critical part of our mission 

at this time to respond to staff concerns so that everyone is as safe as we can make them 

given the primacy of our mission of educating students. 

https://www.nj.gov/health/cd/documents/topics/outbreaks/guidelines_for_outbreaks_in_school_sttings.pdf
https://www.nj.gov/health/cd/documents/topics/outbreaks/guidelines_for_outbreaks_in_school_sttings.pdf


X. CURRENT COVID-19 RESOURCES AND INFORMATION

● Coronavirus.gov

● White House: Opening Up America Again

● CDC: Coronavirus (COVID-19)

● FEMA: COVID-19 Response

● https://www.osha.gov/Publications/OSHA3990.pdf

● https://www.dol.gov/agencies/whd/pandemic/ffcra-questions

● https://www.dol.gov/agencies/whd/pandemic/ffcra-employee-paid-leave

● https://www.ed.gov/coronavirus

● https://www.cdc.gov/coronavirus/2019-ncov/community/schools-childcare/index.html

● (https://www.eeoc.gov/wysk/what-you-should-know-about-covid-19-and-ada-rehabilitati

on-act-and-other-eeo-laws

● https://www.opm.gov/policy-data-oversight/covid-19/

● https://www.cdc.gov/coronavirus/2019-ncov/communication/print-resources.html?Sort=

Date%3A%3Adesc

http://www.coronavirus.gov/
https://www.whitehouse.gov/openingamerica/
https://www.cdc.gov/coronavirus/2019-ncov/index.html?CDC_AA_refVal=https%3A%2F%2Fwww.cdc.gov%2Fcoronavirus%2Findex.html
https://www.fema.gov/coronavirus
https://www.osha.gov/Publications/OSHA3990.pdf
https://www.dol.gov/agencies/whd/pandemic/ffcra-questions
https://www.dol.gov/agencies/whd/pandemic/ffcra-employee-paid-leave
https://www.ed.gov/coronavirus
https://www.cdc.gov/coronavirus/2019-ncov/community/schools-childcare/index.html
https://www.eeoc.gov/wysk/what-you-should-know-about-covid-19-and-ada-rehabilitation-act-and-other-eeo-laws
https://www.eeoc.gov/wysk/what-you-should-know-about-covid-19-and-ada-rehabilitation-act-and-other-eeo-laws
https://www.eeoc.gov/wysk/what-you-should-know-about-covid-19-and-ada-rehabilitation-act-and-other-eeo-laws
https://www.opm.gov/policy-data-oversight/covid-19/
https://www.cdc.gov/coronavirus/2019-ncov/communication/print-resources.html?Sort=Date%3A%3Adesc
https://www.cdc.gov/coronavirus/2019-ncov/communication/print-resources.html?Sort=Date%3A%3Adesc
https://www.cdc.gov/coronavirus/2019-ncov/communication/print-resources.html?Sort=Date%3A%3Adesc


Parsippany-Troy Hills Township School School District  Human Resources Department 

292 Parsippany Road  AN AFFIRMATIVE ACTION / 

Parsippany, NJ 07054 EQUAL OPPORTUNITY EMPLOYER 

Telephone: (973) 263-7200 Website: www.pthsd.k12.nj.us 

FAMILIES FIRST CORONAVIRUS RESPONSE ACT (FFCRA) 
4/2/2020 – 12/31/2020 

THIS FORM SHOULD ONLY BE FILLED OUT IF YOU ARE UNABLE TO WORK DUE TO CORONAVIRUS (COVID 19) 

As you are aware, under your collective bargaining agreement (or contract for non-affiliated employees), you are 

guaranteed sick days. With the passage of the Families First Coronavirus Response Act (FFCRA) if an employee 

(or a family member or person you are caring for) contracts the Coronavirus (COVID-19) the employee can, before 

using contractual sick days, elect to use “FFCRA days.” The FFCRA Emergency Paid  Sick  Leave pays up to 80 

hours at 100% of the employee's regular sick leave pay, with a daily maximum of $511/day and 

$5,110 total for reasons 1, 2, or 3 below. In the event you require leave under reasons 4, 5, or 6 you are entitled  to 

2/3 of your pay up to a daily maximum of $200/day and a total maximum of ten (10) days. 

PLEASE NOTE: Total FMLA time off remains at 12 weeks. 

https://www.dol.gov/sites/dolgov/files/WHD/posters/FFCRA_Poster_WH1422_Non-Federal.pdf 

REASON FOR THE EMERGENCY PAID SICK LEAVE: 
1) I am subject to a federal, state, or local quarantine or isolation order related to COVID-19

2) I have been advised by a health care provider to self-quarantine due to concerns related to COVID-19

3) I am experiencing symptoms of COVID-19 and seeking a medical diagnosis

4) I am caring for an individual who is subject to either number 1 or 2 above.

5) I am caring for my child whose school or place of care has been closed, or my childcare provider is
unavailable due to COVID-19 reasons.

6) I am experiencing another substantially similar condition specified by the Secretary of Health and Human

Services

INSTRUCTIONS TO REQUEST EMERGENCY PAID SICK LEAVE UNDER (FFCRA): 
- You must complete the leave of absence form below.

- Read the entire form.

- Complete and return this form with your supervisor’s signature and submit to human resources.

o Email to: jmgladis@pthsd.net, llubertowicz@pthsd.net

- Send requested documentation in with the form, if possible.

- You will receive an email back once your leave request has been approved or denied.

o Human Resources may need to ask for additional information to determine FFCRA eligibility

- Notify Human Resources prior to your return to work, as medical clearance may be requested.

ADDITIONAL INFORMATION: 

1. If your COVID-19 related absence extends longer than the “estimated end date” designated on this from, 
please email Lisa Lubertowicz llubertowicz@pthsd.net to provide a revised end date.

2. If you expect to be out longer than 4 weeks due to a medical reason, i.e., not due to loss of child care 
provider or school closure, you must complete the FMLA Leave Application form available on the 
benefits website and provide the required documentation under FMLA.

3. Deadline for required FMLA form is 15 days from the date Human Resources receives signed leave of 
absence request form.

http://www.pthsd.k12.nj.us/
https://www.dol.gov/sites/dolgov/files/WHD/posters/FFCRA_Poster_WH1422_Non
http://www.dol.gov/sites/dolgov/files/WHD/posters/FFCRA_Poster_WH1422_Non-Federal.pdf
https://www.cdc.gov/coronavirus/2019-ncov/need-extra-precautions/people-at-higher-risk.html?CDC_AA_refVal=https%3A%2F%2Fwww.cdc.gov%2Fcoronavirus%2F2019-ncov%2Fspecific-groups%2Fpeople-at-higher-risk.html
https://covid19.nj.gov/faqs/coronavirus-information
https://www.cdc.gov/coronavirus/2019-ncov/need-extra-precautions/people-at-higher-risk.html
https://www.cdc.gov/coronavirus/2019-ncov/need-extra-precautions/people-at-higher-risk.html
https://www.cdc.gov/coronavirus/2019-ncov/need-extra-precautions/people-at-higher-risk.html
https://www.cdc.gov/coronavirus/2019-ncov/need-extra-precautions/people-at-higher-risk.html
https://www.cdc.gov/coronavirus/2019-ncov/need-extra-precautions/people-at-higher-risk.html
mailto:jmgladis@pthsd.net
mailto:llubertowicz@pthsd.net
mailto:llubertowicz@pthsd.net
https://www.spps.org/Page/3936
https://www.pthsd.k12.nj.us/departments/human_resources/leave_of_absence


FAMILIES FIRST CORONAVIRUS RESPONSE ACT LEAVE REQUEST FORM 
(You must complete this form if asking for benefits under the FFCRA, 4/1/20 to 12/31/20) 

Employee Name: Employee ID #: 

Position: Work Location: Union Group: Supervisor: 

Phone # Email Address:  

  Emergency Paid Sick Leave will be automatically used first unless written otherwise. 

Select the order of how you would like Accrued Sick and Emergency Sick Leave paid. 

Emergency sick per FFCRA Accrued sick leave

Type of Leave Requested   Continuous 

Employee’s own Medical Leave (Please check 1 box) 

Subject to Quarantine by Federal/State/Local Quarantine order. FFCRA #1 

 Attach a copy of the Quarantine Notice or recommendation to self-quarantine.

Advised to Self – Quarantine by a healthcare provider FFCRA #2 

 Attach a copy of the Quarantine Notice or recommendation to self-quarantine.

 Is experiencing COVID19 symptoms and is seeking a medical diagnosis FFCRA #3 

 Attach a copy of Doctor’s visit summary/appointment notice/date.

I am experiencing another substantially similar condition specified by the U.S. Department of Health and Human 

Services. FFCRA #6 

 Attach anything that would show the diagnosis, including past visit summaries from online medical charts.

Quarantined (14 days) - Working from Home with prior approval from HR - no change in pay or use of sick day(s). 

 Attach documentation reflecting reason for quarantine.

Family Medical leave/Household Member being tested for COVID-19

Family Medical to care for _____________________________ who is subject to quarantine, or advised to self-quarantine due 

to concerns related to COVID-19 (state relationship of person to you.) FFCRA #4 

 Attach a copy of Quarantine Notice or recommendation to self-quarantine.

Childcare 

Childcare Leave to care for employee’s own child (under the age of 18) whose school or place of care is closed (or child care 

provider is unavailable) due to COVID-19 related reasons. FFCRA #5 

Attach a copy of the child care closing notice and a statement that no other suitable person is available to care for the child. 

I certify that all information on this form is correct and that the leave requested is for the purpose(s) indicated above under the FFCRA, I further agree that this 

request is subject to HR approval. Any change in this leave must be communicated in writing to HR. 

I certify that no other suitable person is available to care for the child. 

Employee Signature: ___________________________________________________ Date: _____________________________________________________ 

Supervisor Signature: __________________________________________________ Date: _____________________________________________________ 

Please email this form to the HR Department at (Email): jmgladis@pthsd.net  and  llubertowicsz@pthsd.net 

Revised – 12-2-20

Length of Leave Requested 

  New Request     This is an update/a change to an existing request 

Requested Start Date: 

Leave Dates: 
End Date: Date Return to Work  Total days requested: 

mailto:jmgladis@pthsd.net
mailto:llubertowicsz@pthsd.net


PARSIPPANY-TROY HILLS TOWNSHIP SCHOOL DISTRICT 

COVID-19 

EXPOSURE PREVENTION, PREPAREDNESS, RESPONSE AND SAFETY PLAN 

APPENDIX C – SIGN FOR SCHOOL/BUILDING VISITORS 

SCHOOL VISITORS ENTERING BUILDING 

PLEASE POST IMPORTANT 

All visitors must be screened before entering the building as set 

forth below. If the visitor answers “yes” to any of the following 

questions or refuses to answer the questions, he/she will not be 

permitted to access the school/building: 

▪ Are you currently experiencing, or recently experienced,

any acute respiratory illness symptoms such as fever, cough,

or shortness of breath?

▪ Have you been in close contact with any persons who have

been confirmed positive for COVID-19 in the past two

weeks?

▪ Have you been in close contact with any persons who have

traveled outside of the State and who are exhibiting acute

respiratory illness symptoms in the past two weeks?

▪ Have you traveled outside of the State for the past two

weeks.

19 



PARSIPPANY- TROY HILLS TOWNSHIP SCHOOL DISTRICT 

Return to Work Certification Form 

For Staff Members with Suspected or Confirmed COVID-19 Related 

Illnesses 

In accordance with state and local laws and regulations, the district will notify local health 

officials, staff, and families immediately of any case of COVID-19 while maintaining 

confidentiality in accordance with the Americans with Disabilities Act (ADA). Staff members 

who have had close contact with a person diagnosed with COVID-19 are advised to stay 

home and self-monitor for symptoms, and follow the current guidance as communicated by the 

Centers for Disease Control and Prevention (CDC) guidance if symptoms develop. 

This form is to be completed by a certified health care provider and is intended for return to 

work purposes after a medical leave of absence due to a COVID-19 related illness or 

quarantine experience. An employee who has taken such a medical leave must present this 

form to Human Resources prior to returning to work. 

If an employee is provided with an alternative diagnosis and they are cleared to return to work 
by their physician prior to the recommended 14 day quarantine period, a clearly 
stated alternative diagnosis must be identified by the treating physician on the Return to Work 
Form.

For Health Care Professionals: All healthcare providers must adhere to the current CDC 

guidelines regarding an employee’s safe return to work, keeping in mind that the patient works 

in a large public-school district. Below is a link to the CDC webpage for Discontinuation of 

Isolation 

https://www.cdc.gov/coronavirus/2019-ncov/hcp/disposition-in-home-patients.html 

This patient has three return-to-work options: 

 Full Release. The patient has no work restrictions. They can return to their prior position

because you, the health care provider, certify that they can perform the essential functions
of their job as per CDC guidelines.

 Modified Duty. The patient has some work restrictions. Work restrictions must be

specifically notated in the specified area on this form. Each modified duty work restriction

request will be reviewed carefully to determine if the employee can perform the essential

functions of the job as per CDC guidelines and return to work.

 Not Released. The patient is not released to work in any capacity as per CDC guidelines
and due to COVID-19 related limitations.

https://www.cdc.gov/coronavirus/2019-ncov/hcp/disposition-in-home-patients.html


GINA Provision 

The Genetic Information Nondiscrimination Act of 2008 (GINA) prohibits employers and other 

entities covered by GINA Title II from requesting or requiring genetic information of an individual 

or family member of the individual, except as specifically allowed by this law. To comply with 

this law, we are asking that you not provide any genetic information when responding to this 

request for medical information. "Genetic Information" as defined by GINA includes an 

individual's family medical history, the results of an individual's or family member's genetic tests, 

the fact that an individual or an individual's family member sought or received genetic services, 

and genetic information of a fetus carried by an individual or an individual's family member or an 

embryo lawfully held by an individual or family member receiving assistive reproductive 

services. 

Submission of the Return to Work certification (see next page) must be submitted to: 

Jeanne Gladis 

Manager of Human Resources 

Parsippany-Troy Hills Township School District 

292 Parsippany Road 

Parsippany, NJ 07054 

Email: jmgladis@pthsd.net 

Telephone (973) 263- 7200 (Ext. 7218) 

mailto:jmgladis@pthsd.net


□ Full, unrestricted duty effective / / 

□ Modified duty effective / / and next evaluation date / / 

□ Not released for any type of duty.  Next evaluation date will be / / 

Link to the CDC webpage for Discontinuation of Isolation: https://www.cdc.gov/coronavirus/2019- 

ncov/hcp/disposition-in-home-patients.html 

Return to Work Practices and Work Restrictions (as per current guidelines established by the Centers for 
Disease Control and Prevention (CDC): 

I hereby certify that the facts in this document are true and correct. 

Health Care Provider (Name of Practice): 

Name (print): 

Signature: 

Phone Number: 

Date: 

Return to Work CERTIFICATION 

for Staff Members 

with Suspected or Confirmed COVID-19 Diagnosis 

(to be completed by the staff member’s physician) 

Employee/Patient Name (Last, First, & Middle): ____________________________________________

Date of Exam:     

Employee’s Release of Duty Status: 

Employee's alternative Diagnosis: (Mandatory in order to return before recommended quaratntine period is up)

https://www.cdc.gov/coronavirus/2019-ncov/hcp/disposition-in-home-patients.html
https://www.cdc.gov/coronavirus/2019-ncov/hcp/disposition-in-home-patients.html


Appendix D 

Parsippany-Troy Hills Township Schools 

Supplies EPA Approved 

WIPES 

Lysol Disinfecting Wipes 
❖ Lemon & Lime Blossom
❖ Ocean Fresh
❖ Lemon

❖ Crisp Linen

Spartan NABC Hard Surface Disinfecting Wipes 
Clorox Disinfecting Wipes 

Disinfecting Spray 

❖ Lysol Disinfectant Spray
❖ Clorox Disinfecting Spray

Hand Sanitizer 

❖ SUPPLYAID – 80% Ethyl Alcohol - Supplies EPA Approved
❖ Jet Liquid – 80 % Ethyl Alcohol
❖ Purell Advanced Gel – 70% Ethyl Alcohol




