
  

 

COVID-19 Re-Opening Preparedness Plan for City of Proctor  

City of Proctor is committed to providing a safe and healthy workplace for all our workers and visitors. To ensure 
we have a safe and healthy workplace, the City of Proctor has developed the following COVID-19 Re-Opening 
Preparedness Plan in response to the COVID-19 pandemic. All city staff is responsible for implementing this plan. 
Our goal is to have employees return to work and re-open the Proctor Area Community Center (PACC) for use to 
the public while mitigating the potential for transmission of COVID-19 in our workplaces and communities.   

The COVID-19 Re-Opening Preparedness Plan is administered by the city council and city administrator, who 
maintains the overall authority and responsibility for the plan. However, management and workers are equally 
responsible for supporting, implementing, complying to, and providing recommendations to further improve all 
aspects of this plan. This plan addresses all activities administered and supported by the City of Proctor including 
but not limited to office/administration activities, public utilities, street maintenance and operations, public 
safety, fire, police, parks and recreation, rental facilities and program using city facilities, community education 
and food shelf.  

Our workers are our most important assets. The City of Proctor is serious about safety and health and protecting 
our workers. Worker involvement is essential in developing and implementing a successful COVID-19 
Preparedness Plan. We have involved our workers in this process by regularly discussing COVID concerns and 
procedures and communicating plan changes.  

City of Proctor’s COVID-19 Re-Opening Preparedness Plan follows the industry guidance developed by the state 
of Minnesota, available at the Stay Safe Minnesota website (https://staysafe.mn.gov) with updates effective 
March 15, 2021, which is based upon Centers for Disease Control and Prevention (CDC) and Minnesota 
Department of Health (MDH) guidelines for COVID-19, Minnesota Occupational Safety and Health Administration 
(MNOSHA) statutes, rules and standards, and Minnesota’s relevant and current executive orders. It 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, including face coverings. 

• workplace building and ventilation protocol. 

• workplace cleaning and disinfection protocol. 

• drop-off, pick-up and delivery practices and protocol. 

• additional resources. 

The City of Proctor has reviewed and incorporated the industry guidance applicable to our business provided by 
the state of Minnesota. Other conditions and circumstances included in the industry guidance and addressed in 
the plan that are specific to our business include: 

• additional protections and protocols for customers, clients, guests and visitors. 

• additional protections and protocols for face coverings and personal protective equipment (PPE). 

• additional protections and protocol for access and assignment. 

• additional protections and protocol for sanitation and hygiene. 

• additional protections and protocols for handwashing. 

• additional protections and protocol for distancing and barriers. 

• additional protections and protocols for managing occupancy. 

• additional protocols to limit face-to-face interaction. 

https://staysafe.mn.gov/


 
 

2 

 

• additional protections for receiving or exchanging payment, services, and deliveries. 

Ensure sick workers stay home and prompt identification and isolation of 
sick persons.  

Workers have been informed of and encouraged to self-monitor for signs and symptoms of COVID-19. 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.  

A cough, shortness of breath or difficult breathing, fatigue, fever or chills, muscle or body aches, new loss of taste 
or smell, sore throat, congestion or runny nose, nausea or vomiting, and diarrhea are symptoms of COVID-19, and 
employees are encouraged to continually self-monitor for the development of these symptoms.  Any employee 
who is experiencing symptoms of COVID-19 must communicate this to their supervisor and stay home. If 
symptoms develop the during the day, the employee will be sent home immediately.  

Supervisors will conduct contract tracing to determine if any additional employees should be quarantined due to 
contact with the known or suspect case. The department point person(s) is a good resource to help ensure that 
the correct quarantine and contract tracking protocols are used. The employee in question should be contacted 
directly so that it can be determined if they had close contact with anyone during their work. Any close contacts 
that occurred within 48 hours of the employee's symptoms starting, or their positive COVID-19 test being 
collected, would also be subject to quarantine. NOTE: Close contact is defined as being within 6 feet of someone 
for 15 minutes or more (cumulative) over the course of 24 hours. It may also include touching, kissing or hugging 
someone else, caring for someone with COVID-a9, or sharing eating or drinking utensils. 

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

Social distancing is being implemented in the workplace through the following engineering and administrative 
controls: 

1. Effective May 3, 2021 all employees will return to work. Reasonable accommodations will be made for at-
risk employees or employees with one or more members of their household who have underlying medical 
conditions and are not yet eligible for vaccination.  

2. Assigning work vehicles to a single individual and having only one person in a vehicle at a time, where 
possible. 

3. Maintaining at least six feet of separation between individuals at all times, where possible. 
4. When it is not possible to maintain six feet of separation between employees, as may be the case when 

two employees have the need to ride in the same vehicle, both will wear a face mask that covers the nose 
and mouth. 

5. Employees are encouraged to bring and wear their own cloth face masks to work. Upon request, work 
sites will be provided with extra cloth face masks. 

6. Signage and/or physical barriers may be provided to keep visitors at a six-foot distance from employees 
when visitors can enter worksites. Supervisors and managers are responsible to ensure that these barriers 
are in place as needed within their work areas. 

7. Each division is responsible to provide its own personal protective equipment (PPE) appropriate for its 
work activities. Management may assist in determining and obtaining appropriate/required PPE for their 
work areas.  
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8. Employees are prohibited from gathering in groups and confined areas where six feet of separation cannot 
be maintained. If a critical work task requires employees to be in proximity, they must be masked, and 
then distance from one another as soon as possible after the task is complete. 

9. Employees must avoid using items belonging to, or commonly used by others, including phones, computer 
equipment, desks, cubicles, workstations, offices, or other personal work tools and equipment. Where 
this is not practical, such as commonly used computers for timecard submission, or lunchroom items such 
as microwaves, the touch-surfaces must be disinfected between users.  

Handwashing 

Handwashing measures must be always followed at all workplaces. Employees 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 restroom. Hand-sanitizer  (greater than 60% alcohol) 
is available in the workplace and can be used for hand hygiene in place of soap and water, if hands are not visibly 
soiled. 

 

Face Covering 

The following individuals are exempt from face covering requirements: 

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. 

Children who are five years old and under. Those who are under two-years old should never wear a face covering 
due to the risk of suffocation. Those who are at least two (2) are encouraged to wear a face covering if they can 
do so in compliance with CDC guidance on How to Wear Cloth Face Coverings, available at 
https://www.cdc.gov/coronavirus/2019-ncov/prevent-gettingsick/how-to-wear-cloth-face-coverings.html (i.e., 
without frequently touching or removing the covering).  
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Face coverings are mandatory except for individuals who are exempt all those in City of Proctor facilities 
are required to wear a face covering. Circumstances where mandatory face coverings may be 
temporarily removed:  

a. When participating in organized sports in an indoor business or indoor public space while the level of 
exertion makes it difficult to wear a face covering.  

b. When exercising in an indoor business or public indoor space while the level of exertion makes it 
difficult to wear a face covering, provided that social distancing is always maintained.  

c. 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.  

d. 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.  

e. 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.  

f. 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.  

g. 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. 

 

Housekeeping 

Regular housekeeping practices will be followed, including routine cleaning, and disinfecting of work 
surfaces, equipment, tools and machinery, and areas in the work environment, including restrooms, 
break rooms, and meeting rooms. Frequent cleaning and disinfecting of common touch surfaces within 
common areas in City buildings shall be the primary responsibility of custodial staff. Disinfection of 
personal workstations, including keyboards, phones, etc., must be done by the employees that work in 
that space. Each worksite differs in its layout and custodial staff availability, so management at each site 
may determine each site's preferred disinfection protocol. A variety of products may be used to disinfect 
surfaces at worksites, including Alpha HP, Oxivir, 10% bleach solution, 70+% isopropyl alcohol, hydrogen 
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peroxide, soap and water, Cavicide, Clorox (or generic) disinfecting wipes, or any other product that is 
either on the EPA COVID-19 disinfection list, or that is EPA or FDA approved and claims to kill the COVID-
19 virus. Disinfection following the presence of a known or suspect case of COVID-19 can be done as 
soon as the case is identified. A designated person, often custodial staff, should mist-disinfect the areas 
of concern, including the inside of potentially contaminated vehicles. Supervisors should arrange for this 
as soon as the case is identified. Staff who conduct disinfection should be sure to wear appropriate PPE. 

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 heating, ventilation, and 
air conditioning (HVAC) systems. The City of Proctor has completed inspections and maintenance of all 
city hall building systems.  All systems have passed, and reports are available for inspection. The 
maximum amount of fresh air is being brought into the workplace through the air handling units, air 
recirculation is being limited to the circulation called for the system, and ventilation systems are being 
properly used and maintained.  

Open to the Public for Services, Drop-off, Pick-up, and Delivery  

Effective May 17, 2021 City Hall exterior door, city hall lobby door, PACC entrance and the police 
department interior main entrance will be open to the public from 8:00 a.m. to 4:30 PM Monday through 
Friday and at times for public meetings and events.  All other entrances and exits will remain locked.  

Proctor Area Food Shelf can resume service inside the building. However, only one customer at a time 
will be allowed in the building. The others are to wait outside or in vehicles for their turn.  

Public Meetings: Citizens will be encouraged to attend public meetings via remotely through YouTube 
Trac 7.  Members of the public wishing to attend meetings in person must reserve and register their wish 
to attend in person by calling 218-624-3641 or emailing cityhall@proctormn.gov two days prior to the 
meeting.  Meeting attendance is limited to 15 members, with first priority given to those who wish to 
speak to the council about an item on the agenda, of the public (not including city council members and 
required city staff) to comply with social distancing requirement.  

PACC: Activities and event will comply with all Stay Safe Guidance. 

Rentals:  Rentals to the public will not be allowed until further notice.  

All visitors are required to go through a health-screening process to verify they are free of COVID-19 
symptoms before they will be allowed to enter any City facility. All visitors to any City facility will be 
asked to use hand sanitizer immediately upon entering the facility. Management at each facility will be 
responsible to ensure that hand sanitizer is available to all who enter their facility. All visitors are 
required to always wear a face mask while in any City facility. Masks will be available if needed. These 
requirements will be posted at all public entrances.  

mailto:cityhall@proctormn.gov
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Other Resources  

General 
Centers for Disease Control and Prevention (CDC):  Coronavirus (COVID-19) – 
www.cdc.gov/coronavirus/2019-nCoV 
Minnesota Department of Health (MDH):  Coronavirus – www.health.state.mn.us/diseases/coronavirus 
State of Minnesota:  COVID-19 response – https://mn.gov/covid19 

Businesses 

CDC:  Resources for businesses and employers – www.cdc.gov/coronavirus/2019-
ncov/community/organizations/businesses-employers.html 
CDC:  General business frequently asked questions – www.cdc.gov/coronavirus/2019-
ncov/community/general-business-faq.html 
CDC:  Building/business ventilation – www.cdc.gov/coronavirus/2019-ncov/community/guidance-
business-response.html 
MDH:  Businesses and employers:  COVID-19 – 
www.health.state.mn.us/diseases/coronavirus/businesses.html 
MDH:  Health screening checklist – 
www.health.state.mn.us/diseases/coronavirus/facilityhlthscreen.pdf  
MDH:  Materials for businesses and employers – 
www.health.state.mn.us/diseases/coronavirus/materials 
Minnesota Department of Employment and Economic Development (DEED):  COVID-19 information 
and resources – https://mn.gov/deed/newscenter/covid/ 
Minnesota Department of Labor and Industry (DLI):  Updates related to COVID-19 – 
www.dli.mn.gov/updates 
Federal OSHA – www.osha.gov 

Handwashing  
MDH:  Handwashing video translated into multiple languages – 
www.youtube.com/watch?v=LdQuPGVcceg  

 

 

 

 

 

Respiratory etiquette:  Cover your cough or sneeze 
CDC:  www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/prevention.html  

http://www.cdc.gov/coronavirus/2019-nCoV
http://www.health.state.mn.us/diseases/coronavirus
https://mn.gov/covid19/
http://www.cdc.gov/coronavirus/2019-ncov/community/organizations/businesses-employers.html
http://www.cdc.gov/coronavirus/2019-ncov/community/organizations/businesses-employers.html
http://www.cdc.gov/coronavirus/2019-ncov/community/general-business-faq.html
http://www.cdc.gov/coronavirus/2019-ncov/community/general-business-faq.html
http://www.cdc.gov/coronavirus/2019-ncov/community/guidance-business-response.html
http://www.cdc.gov/coronavirus/2019-ncov/community/guidance-business-response.html
http://www.health.state.mn.us/diseases/coronavirus/businesses.html
http://www.health.state.mn.us/diseases/coronavirus/facilityhlthscreen.pdf
http://www.health.state.mn.us/diseases/coronavirus/materials
https://mn.gov/deed/newscenter/covid/
http://www.dli.mn.gov/updates
http://www.osha.gov/
http://www.youtube.com/watch?v=LdQuPGVcceg
http://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/prevention.html
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CDC:  www.cdc.gov/healthywater/hygiene/etiquette/coughing_sneezing.html 
MDH:  www.health.state.mn.us/diseases/coronavirus/prevention.html  

Social distancing 
CDC:  www.cdc.gov/coronavirus/2019-ncov/community/guidance-business-response.html MDH:  
www.health.state.mn.us/diseases/coronavirus/businesses.html  

Housekeeping 

CDC:  www.cdc.gov/coronavirus/2019-ncov/community/disinfecting-building-facility.html  
CDC:  www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/disinfecting-your-home.html 
CDC:  www.cdc.gov/coronavirus/2019-ncov/community/organizations/cleaning-disinfection.html 
Environmental Protection Agency (EPA):  www.epa.gov/pesticide-registration/list-n-disinfectants-use-
against-sars-cov-2  

Employees exhibiting signs and symptoms of COVID-19 

CDC:  www.cdc.gov/coronavirus/2019-ncov/if-you-are-sick/steps-when-sick.html  
MDH:  www.health.state.mn.us/diseases/coronavirus/basics.html   
MDH:  www.health.state.mn.us/diseases/coronavirus/facilityhlthscreen.pdf  
MDH:  www.health.state.mn.us/diseases/coronavirus/returntowork.pdf  
State of Minnesota:  https://mn.gov/covid19/for-minnesotans/if-sick/get-tested/index.jsp    

Training 

CDC:  www.cdc.gov/coronavirus/2019-ncov/community/guidance-small-business.html  
Federal OSHA:  www.osha.gov/Publications/OSHA3990.pdf  
MDH:  www.health.state.mn.us/diseases/coronavirus/about.pdf 

http://www.cdc.gov/healthywater/hygiene/etiquette/coughing_sneezing.html
http://www.health.state.mn.us/diseases/coronavirus/prevention.html
http://www.cdc.gov/coronavirus/2019-ncov/community/guidance-business-response.html
http://www.health.state.mn.us/diseases/coronavirus/businesses.html
http://www.cdc.gov/coronavirus/2019-ncov/community/disinfecting-building-facility.html
http://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/disinfecting-your-home.html
http://www.cdc.gov/coronavirus/2019-ncov/community/organizations/cleaning-disinfection.html
http://www.epa.gov/pesticide-registration/list-n-disinfectants-use-against-sars-cov-2
http://www.epa.gov/pesticide-registration/list-n-disinfectants-use-against-sars-cov-2
http://www.cdc.gov/coronavirus/2019-ncov/if-you-are-sick/steps-when-sick.html
http://www.health.state.mn.us/diseases/coronavirus/basics.html
http://www.health.state.mn.us/diseases/coronavirus/facilityhlthscreen.pdf
http://www.health.state.mn.us/diseases/coronavirus/returntowork.pdf
https://mn.gov/covid19/for-minnesotans/if-sick/get-tested/index.jsp
http://www.cdc.gov/coronavirus/2019-ncov/community/guidance-small-business.html
http://www.osha.gov/Publications/OSHA3990.pdf
http://www.health.state.mn.us/diseases/coronavirus/about.pdf

