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MBUSD has our employees’ health and safety as a top priority during this world-wide pandemic. The following protocols 
and practices are to ensure optimal health and safety and have been developed in accordance with California 
Occupational Safety and Health Administration (OSHA), Los Angeles County Department of Public Health (LACDPH), and 
Centers on Disease Control (CDC) guidance. According to this guidance, worker risk of occupational exposure to COVID-
19 is low for employees as long as we put basic infection prevention measures in place and they are strictly enforced. 
 
Reporting to work (the office, or site) will be limited to those whose essential job duties cannot be performed remotely. 
If employees believe they must report to work, they must get approval from their supervisor before reporting. 
For employees working remotely, you must be available and “on-call” during the entirety of your shift. You must be ready 
to report to work when called. 
 

 Expectations: All employees are expected to: 
o Wear a face covering that covers your nose and mouth when entering any buildings, while in common 

areas, and when interacting with others. Some departments may also be required to wear face shields 
(your supervisor will notify you if you fall into this category.) 

o Maintain a distance of six (6) feet apart from others. 
o Do not bring family members or visitors to campus/work with you.  
o Record all contact with others every work day when physically reporting to work: 

 If you must come into contact (under six [6] feet away for more than 15 consecutive minutes), 
be sure to record the name of the person along with the amount of time of contact on the 
MBUSD Contact Tracing form. The link to this form can be found on the www.mbusd.org 
website under “staff”  “contact tracing”. 

 If you have not had contact with anyone within six (6) feet for more than 15 consecutive 
minutes, then record “no contact”. 

o Stay at home if you are sick and report any of the circumstances below (see section “Approval to Report 
to Work”);  

 Inform Human Resources if you have sick a family member at home with COVID-19;  
o While at work, frequently wash your hands with soap and water for at least 20 seconds or use hand 

sanitizer with at least 60% alcohol if soap and water are not available – especially after using “high 
touch” areas such as door handles; 

o After using the restroom and washing your hands for at least 20 seconds, it is recommended that you 
use the paper towel to open the door as you leave; 

o Cover your mouth with a tissue when you cough or sneeze or use the inside of your elbow; and 
 Throw used tissues in the trash and immediately wash hands with soap and water for at least 20 

seconds or use hand sanitizer with at least 60% alcohol. 
o Staff breakrooms will be closed for breaks – it is recommended that you take your break at your work 

area, in your car, outside, or somewhere where you can maintain social distancing; 
o Avoid touching your eyes, nose, and mouth with unwashed hands. 

To: MBUSD Staff 

From: Suzanne Webb, Ed.D., Assistant Superintendent of Human Resources, swebb@mbusd.org 

Date: 8/16/2020 

Re: Safely Reporting to Work, COVID-19 Safe Practices 

Enclosures 

https://docs.google.com/forms/d/e/1FAIpQLSfRlu4_iomogz_blJvj1m21EfDjHnENo5loKuIAJ2dntkIdkQ/viewform
http://www.mbusd.org/
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 Approval to report to work after being sick: 
Per the LA County Department of Health, sick employees must get approval from their supervisor before 
reporting on site and must follow the conditions listed: 

o Confirmed COVID-19 or has symptoms –  
 Anyone with COVID-19 symptoms must get tested. Contact your health care professional or you 

can located a testing center by calling 211. 
 Employee must self-isolate for ten (10) days. 
 The last 24 hours of the isolation must be without a fever or the use of fever-reducing medicine. 

o Contact with a COVID-19 positive case but has no symptoms 
 Employee must quarantine for 14 days from the date of contact with COVID-19 positive case. 
 Contact means being within six (6) feet for more than 15 minutes or contact with bodily fluids 

(cough, sneeze, sharing drink or utensils). 
o Employees who are sick in relation to COVID-19 should contact Human Resources for assistance in 

regards to Families First Coronavirus Response Act (FFCRA) leave and other leaves available. See the 
human resources page for more information. 

 
 Special Circumstances –  If you are concerned about returning to work due to underlying health conditions that 

make you vulnerable to exposure of COVID-19 or any other concerns about physically reporting back to work, 
please contact the human resources department for assistance. 

 
All MBUSD employees are expected to follow the protocol above in accordance with CSEA-MBUSD CBA Article 21 
“Safety”; MBUTA -MBUSD CBA Article 5 “Safety and Working Conditions”; and District Board Policies around Safety. 
 
 
Acknowledgements  - After reading this memorandum, please fill out your information here to acknowledge 
understanding, compliance, and commitment to your own safety as well as the safety of your colleagues.  
 
Further information can be found at: 

• Self-care for educators: https://content.acsa.org/coronavirus-in-ca-schools/school-staff-self-care-during-covid-19 
• COVID symptoms and what to do: http://publichealth.lacounty.gov/media/coronavirus/docs/about/FAQ.pdf  
• Use of face coverings: http://www.ph.lacounty.gov/media/Coronavirus/docs/protection/GuidanceClothFaceCoverings.pdf  
• How to use PPE: https://www.cdc.gov/coronavirus/2019-ncov/hcp/using-ppe.html 
• Handwashing: https://www.youtube.com/watch?v=IisgnbMfKvI and https://www.cdc.gov/handwashing/videos.html  and 

http://publichealth.lacounty.gov/media/coronavirus/docs/protection/GuidanceHandwashing-English.pdf  

 

https://www.mbusd.org/apps/pages/index.jsp?uREC_ID=138458&type=d&pREC_ID=1862158
https://www.mbusd.org/apps/pages/hr
https://forms.gle/qwD9AUihdN31zjCE6
https://content.acsa.org/coronavirus-in-ca-schools/school-staff-self-care-during-covid-19
http://publichealth.lacounty.gov/media/coronavirus/docs/about/FAQ.pdf
http://www.ph.lacounty.gov/media/Coronavirus/docs/protection/GuidanceClothFaceCoverings.pdf
https://www.cdc.gov/coronavirus/2019-ncov/hcp/using-ppe.html
https://www.youtube.com/watch?v=IisgnbMfKvI
https://www.cdc.gov/handwashing/videos.html
http://publichealth.lacounty.gov/media/coronavirus/docs/protection/GuidanceHandwashing-English.pdf

