
• Recommend use of EPA-registered household disinfectant Ei 

Follow the Instructions on the label to ensure safe and effective use of the product. 

Many products recommend: 

O Keeping surface wet for a period of time (see product label). 

O Precautions such as wearing gloves and making sure you have good ventilation during use of the 

product. 

Disinfect 
a‘;1  
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CDC Centers for Disease 
Control and Prevention 

Cleaning and Disinfecting Your Facility 
Everyday Steps, Steps When Someone is Sick, and Considerations for Employers 

How to clean and disinfect 

Clean 
• Wear disposable gloves to clean and disinfect. 

• Clean surfaces using soap and water, then use disinfectant. 

• Cleaning with soap and water reduces number of germs, dirt and impurities on the surface. 

Disinfecting kills germs on surfaces. 

• Practice routine cleaning of frequently touched surfaces. 

O More frequent cleaning and disinfection may be required based on level of use. 

o Surfaces and objects in public places, such as shopping carts and point of sale keypads should be 

cleaned and disinfected before each use. 

• High touch surfaces include: 

O Tables, doorknobs, light switches, countertops, handles, desks, phones, keyboards, toilets, faucets, 

sinks, etc. 

• Diluted household bleach solutions may also be used if appropriate for the surface. 

O Check the label to see if your bleach is intended for disinfection, and ensure the product is not 

past its expiration date. Some bleaches, such as those designed for safe use on colored clothing 

or for whitening may not be suitable for disinfection. 

O Unexpired household bleach will be effective against coronaviruses when properly diluted. 

Follow manufacturers instructions for application and proper ventilation. Never mix household 

bleach with ammonia or any other cleanser. 

Leave solution on the surface for at least 1 minute. 

To make a bleach solution, mix: 

O 5 tablespoons (1/3rd cup) bleach per gallon of water 

OR 

O 4 teaspoons bleach per quart of water 

• Bleach solutions will be effective for disinfection up to 24 hours. 

• Alcohol solutions with at least 70% alcohol may also be used. 
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6:6 Soft surfaces 
For soft surfaces such as carpeted floor, rugs, and drapes 

• Clean the surface using soap and water or with cleaners appropriate for use on these surfaces. 

• Launder items (if possible) according to the manufacturer's instructions.Use the warmest 

appropriate water setting and dry items completely. 

OR 

• Disinfect with an EPA-registered household disinfectant. These disinfectants a• meet EPA's criteria 
for use against COVID-19. 

Electronics 
For electronics, such as tablets, touch screens, keyboards, remote controls, and ATM machines 

• Consider putting a wipeable cover on electronics. 

• Follow manufacturer's instruction for cleaning and dinfecting. 
ci If no guidance, use alcohol-based wipes or sprays containing at least 70% alcohol. Dry surface 

thoroughly. 

Laundry 
For clothing, towels, linens and other items 

• Launder items according to the manufacturer's instructions. Use the warmest appropriate water 

setting and dry items completely. 

• Wear disposable gloves when handling dirty laundry from a person who is sick. 

• Dirty laundry from a person who is sick can be washed with other people's items. 

• Do not shake dirty laundry. 

• Clean and disinfect clothes hampers according to guidance above for surfaces. 

• Remove gloves, and wash hands right away. 

Cleaning and disinfecting your building or facility if someone is 
sick 

• Close off areas used by the person who is sick. 

O Companies do not necessarily need to close operations, if they can close off affected areas. 

• Open outside doors and windows to increase air circulation in the area. 

• Wait 24 hours before you clean or disinfect. If 24 hours is not feasible, wait as long as possible. 

• Clean and disinfect all areas used by the person who is sick, such as offices, bathrooms, common 
areas, shared electronic equipment like tablets, touch screens, keyboards, remote controls, and 

ATM machines. 

• Once area has been appropriately disinfected, it can be opened for use. 

O Workers without close contact with the person who is sick can return to work immediately after 

disinfection. 
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• If more than 7 days since the person who is sick visited or used the facility, additional cleaning and 
disinfection is not necessary. 

0 Continue routing cleaning and disinfection. This includes everyday practices that businesses 
and communities normally use to maintain a healthy environment. 

Cleaning and disinfecting outdoor areas 
Outdoor areas, like playgrounds in schools and parks generally require normal routine cleaning, 
but do not require disinfection. 

o Do not spray disinfectant on outdoor playgrounds- it is not an efficient use of supplies and is not 
proven to reduce risk of COVID-19 to the public. 

O High touch surfaces made of plastic or metal, such as grab bars and railings should be cleaned 
routinely. 

O Cleaning and disinfection of wooden surfaces (play structures, benches, tables) or groUndcovers 
(mulch, sand) is not recommended. 

• Sidewalks and roads should not be disinfected. 
o Spread of COVID-19 from these surfaces is very low and disinfection is not effective. 

When cleaning 
• Regular cleaning staff can clean and disinfect community spaces. 

O Ensure they are trained on appropriate use of cleaning and disinfection chemicals. 

• Wear disposable gloves and gowns for all tasks in the cleaning process, including handling trash. 
O Additional personal protective equipment (PPE) might be required based on the 

cleaning/disinfectant products being used and whether there is a risk of splash. 

O Gloves and gowns should be removed carefully to avoid contamination of the wearer and the 
surrounding area. 

• Wash your hands often with soap and water for 20 seconds. 
O Always wash immediately after removing gloves and after contact with a person who is sick. 

O Hand sanitizer: If soap and water are not available and hands are not visibly dirty, an alcohol-
based hand sanitizer that contains at least 60% alcohol may be used. However, if hands are 
visibly dirty, always wash hands with soap and water. 

• Additional key times to wash hands include: 
O After blowing one's nose, coughing, or sneezing. 

O After using the restroom. 

O Before eating or preparing food. 

O After contact with animals or pets. 

O Before and after providing routine care for another person who needs assistance (e.g., a child). 

Additional considerations for employers 
• Educate workers performing cleaning, laundry, and trash pick-up to recognize the symptoms of COVID-

19. 

• Provide instructions on what to do if they develop symptoms within 14 days after their last possible 
exposure to the virus. 

• Develop policies for worker protection and provide training to all cleaning staff on site prior to 
providing cleaning tasks. 

0 Training should include when to use PPE, what PPE is necessary, how to properly don (put on), 
use, and doff (take off) PPE, and how to properly dispose of PPE. 
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Ensure workers are trained on the hazards of the cleaning chemicals used in the workplace in 

accordance with OSHA's Hazard Communication standard (29 CFR 1910.1200 Z ). 

• Comply with OSHA's standards on Bloodborne Pathogens (29 CFR 1910.1030 	), including proper 
disposal of regulated waste, and PPE (29 CFR 1910.132 	). 

Alternative disinfection methods 
• The efficacy of alternative disinfection methods, such as ultrasonic waves, high intensity UV radiation, 

and LED blue light against COVID-19 virus is not known. 

0 EPA does not routinely review the safety or efficacy of pesticidal devices, such as UV lights, LED 

lights, or ultrasonic devices. Therefore, EPA cannot confirm whether, or under what 

circumstances, such products might be effective against the spread of COVID-19. 

• CDC does not recommend the use of sanitizing tunnels. There is no evidence that they are effective in 

reducing the spread of COVID-19. Chemicals used in sanitizing tunnels could cause skin, eye, or 
respiratory irritation or damage. 

• CDC only recommends use of the surface disinfectants identified on List N 7( against the virus that 

causes COVID-19. 

1: For facilities that house people overnight 
• Follow CDC's guidance for colleges and universities. Work with state and local health officials to 

determine the best way to isolate people who are sick and if temporary housing is needed. 

• For guidance on cleaning and disinfecting the bedroom/bathroom for someone who is sick, review 

CDC's guidance on disinfecting your home if someone is sick. 

More details: Detailed Disinfection Guidance for Community Facilities 
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Scope, Purpose and Assumptions 

Scope and Purpose 

This plan has been developed exclusively for and is applicable to the Town of Poestenkill in accordance 
with the amended New York State Labor Law section 27-c and amended by the passing of legislation 
58617B/A10832 signed by the Governor of New York State on September 7, 2020. This legislation 
requires public employers to adopt a plan for operations in the event of a declared public health 
emergency involving a communicable disease. The plan includes identifying the titles and positions of 
essential personnel, Identifying and defining a process for storing and distributing appropriate personal 
protective equipment (PPE), establishing occupancy standards and staggered scheduling to minimize 
contact among employees, facilitating remote work for non-essential positions and creating a system for 
contact tracing. This plan will be activated in response to a declared public health emergency in the State 
of New York which may impact town operations. The intended purpose of the plan is to mitigate the 
spread of communicable disease, to maintain the safety of town employees and contractors, and to 
ensure the continuity of town operations. 

The health and safety of town employees and contractors is crucial to maintaining town essential 
operations. All town employees and contractors are encouraged to use Center for Disease Control 
(CDC) Guidance for Keeping Workplaces Schools Homes and Commercial Establishments Safe.  The 
fundamentals of reducing the spread of infection include: 

• Using hand sanitizer and washing hands with soap and warm water frequently, including: 
o After using the restroom 
o After returning from a public outing 
o After touching/disposing of garbage 
o After using public computers, touching public tables, and countertops, etc. 

• Practice social distancing when possible 
• Wear face coverings over the nose and mouth when social distancing cannot be maintained 
• If you are feeling III or have a fever, notify your supervisor immediately, go home or do not 

come to work 
• If you start to experience coughing or sneezing, step away from people and food, cough or 

sneeze into the crook of your arm or a tissue, the latter of which should be disposed of 
immediately 

• Clean and disinfect workstations at the beginning, middle, and end of each shift 
• Other guidance which may be published by the CDC, the State Department of Health, or County 

health officials. 

Assumptions 

Response to and experience with the circumstances of the current CoronavIrus pandemic has 
informed the development of this plan with an expectation that the principles and practices adopted 
during the current pandemic are applicable to other public health emergencies. The plan is based on 
Information, best practices, and guidance available as of the date of publication. 
The following assumptions have been made in the development of this plan: 

• The health and safety of town employees and contractors, and their families, is of utmost 
importance 
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• The circumstances of a public health emergency may directly impact town operations. 
• Response by the town to the Impacts of a public health emergency will take time to ensure 

appropriate safety measures are put into place and adjustments in town operations are made 
to maximize safety 

• The public and our constituency expects a level of essential town operations to continue 
• Resource support from other jurisdictions may be limited based upon the level of impact the 

public health emergency has upon them 
• Supply chains, particularly those for personal protective equipment (PPE) and cleaning supplies, may be 

heavily impacted, resulting in considerable delays In procurement 
• The operations of other entitles, including the private sector (vendors, contractors, etc.), non-profit 

organizations, and other governmental agencies and servicestnay also be Impacted due to the public 
health emergency, causing delays or other disruptions in their services 

• Emergency measures and operational changes may need to be adjusted based upon the specific 
circumstances and impacts of the public health emergency, as well as guidance and direction from 
public health officials and the govemor 

• Per S8617B/A10832, 'essential employee' is defined as a public employee or contractor that Is required 
to be physically present at a work site to perform their job 

• Per S8617B/A10832, 'non-essential employee' is defined as a public employee or contractor that is not 
required to be physically present at a work site to perform their job 

Responsibilities and Processes for Plan Management 

The Supervisor of the Town of Poestenkill, or their successor, In consultation with the Town Board, 
holds the authority to execute and direct the implementation of this plan. Implementation, monitoring 
of operations, and adjustments to plan implementation may be supported by additional personnel, at 
the discretion of the Supervisor. The Supervisor of the Town of Poestenkill, or their successor will stay 
informed about the public health emergency, will maintain awareness of current guidance from public 
health officials and the Governor's office, and direct the implementation of changes to the emergency 
plan and Town operations as necessary. 

Upon implementation of this plan, all employees and contractors of the Town of Poestenkill shall be 
notified of the details and operational requirements of the plan by email, phone or the Town's 
automated call system (to be implemented). General information about the public health emergency 
and the implementation of the plan will be communicated to Town residents using the Town's 
automated call system and through postings on the Town of Poestenkill website. All Town employees 
and contractors, vendors, Town residents and other interested parties will be notified of pertinent 
operational changes by email, phone or through the automated call system and posted on the Town's 
website.. Other interested parties, such as vendors, will be notified by phone and/or email as necessary. 
The Deputy Town Clerk will maintain communications with the public and constituents as needed 
throughout the implementation of this plan. 

Upon resolution of the public health emergency, the Supervisor of the Town of Poestenkill, or their 
successor, In consultation with the Town Board, will direct the resumption of normal operations or 
operations with modifications as necessary. 
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Essential Town Functions 
When confronting events that disrupt normal operations, the Town of Poestenkill is committed to 

ensuring that essential functions will be continued even under the most challenging circumstances. 
Essential functions are those functions that enable the Town to: 

1. Maintain the safety of employees, contractors, and Town residents 
2. Provide vital services and services required by law 
3. Sustain quality operations 
4. Uphold the core values of the Town of Poestenskill 

The Town of Poestenkill has identified essential priority functions that are required by law or are 
necessary to provide vital services. During activation of this plan, other activities may be shifted to 
remote operation or may be temporarily suspended to enable the Town to concentrate on providing the 
essential functions and build the capabilities necessary to restore operations. Appropriate 
communications with employees, contractors, our constituents, and other stakeholders will be an 
ongoing priority. 

Essential functions of the Town of Poestenkill are listed In Table 1 below and are prioritized on a scale 
of 1 through 4, with 1 indicating highest priority and 4 being deemed as essential but of lower priority. 
During a public health emergency, the Town Supervisor, in consultation with the Town Board will identify 
those functions (Table 1) and associated Town positions and Boards (Table 2) that will continue to 
operate. In some circumstances only the highest priority functions will be maintained while other lower 
priority functions will be temporarily suspended until the public health emergency situation allows for 
resumption of activities. 

Essential Town Positions 

Highest priority essential functions identified above will be maintained in a public health emergency 
through remote or on-site work by employees and Town officials. Table 2 below identifies the essential 
positions and Boards that are responsible for each essential function listed in Table 1. Some personnel 
responsible for providing essential functions for the Town may be required to conduct their work on-site 
or while others may do their Job remotely. Essential Town positions and Boards and their mode of work 
during a public health emergency are listed In Table 2 below. 
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TABLE 1: Essential Town Functions and Priority Assignment 

Essential Functions 

Management of Town 
functions 

Description 

Overall management and decisions for the Town 
Priority 

1 

Elections Ensure that all special, primary and general elections 
are held 

1 

Taxes Assess, levy, collect and enforce tax payments 1 
Licenses and permits Issuing of licenses and permits for the Town 2 
Town records and vital 
statistics 

Maintaining vital statistics and Town records 2 

Highway maintenance Maintain roads and highways in the Town 1 
Justice Court' Hear and rule on civil and criminal cases under the 

jurisdiction of the Town Court 
1 

Water District Management Maintain a safe and reliable water supply for residents 
of the Town's water district 

1 

Planning Board Functions Regulate subdivisions, review site plans, and assist in 
developing and administering zoning 

3 

Zoning Board of Appeals 
Functions 

Appointment of a building inspector/zoning 
enforcement officer, appeals and grant relief in 
proper instances 

3 

Information Technology Maintain the Town website and other technical services 1 
Town Youth Programs2  Provide supervised recreational activities for the youth 

of the Town of Poestenskill 
4 

Animal/dog control Provide animal control services 3 
Code enforcement Implement NYS building and fire codes; maintain NY 

property maintenance codes as well as the Town of 
Poestenkill code. 

2 

Town History Maintain historic preservation of Town archives and 
resources 

4 

"New York State Office of Court Administration holds dominion over Justice Courts and, as such, may 
issue orders which suspend or alter the hours of operation or means by which Justice Courts operate; 
which may not fully align with this plan or other measures taken by the Town Board or Town 
Supervisor. As such, the Town Board, Town Supervisor, and Town Clerk will coordinate as necessary 
with Justice Court personnel to ensure safe and effective continuity of town Justice Court. 
'Operation of youth programs and summer camp will defer to New York State guidance in instances of 
a public health emergency. 
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TABLE 2: Essential Town Positions and Boards, essential functions, mode of work and priority. 

Essential Position/Boards 

• Town Supervisor 

Essential Function 

Town management 

Mode of 

work 

Remote 

Priority 

1 
Secretary to the 
Supervisor 

Support Town management Remote 2 

Town Clerk Elections, taxes, licenses and permits, Town 
records and vital statistics 

On-site, 
staggered 

1 

Deputy Town Clerk Communication On-site, 
staggered 

1 

Town Board Town management Remote 
Information Technology 
Officer 

Maintain the Town website and other 
technical services 

On-site, 
staggered 

Highway Department Highway maintenance On-site 1 	I 
Water Manager Maintain a safe and reliable water supply for 

residents of the Town's water district 
On-site/Field 1 

Town Court Justices Hears and rules on civil and criminal cases 
under the jurisdiction of the Town court 

Remotel 

Court Clerk Assist Town justices and Town court Remotel 
Town Attorney Advises the Town Supervisor and Town 

Board on legal matters related to , 
management of the Town 	. 

Remote 2 

Accountant Manages accounting records and the general 
ledger for the Town and ensures compliance 
with municipal finance laws 

1 Remote 2 

Assessor Identifies and estimates the valuelof real 
property located within the Town 

Remote 

Assessor's Clerk Assists the Town assessor Remote 4 
Code Enforcement Officer Implement NYS building and fire cpdes; 

maintain NY property maintenance codes as 
well as the Town of Poesten kill code. 

On-site/Field 2 

Planning Board • Remote 
Planning Board Attorney Advises the Planning Board on legal matters 

related to Planning Board activitlei 
Remote 3 

Zoning Board Remote 3 
Secretary to Planning and 
Zoning Boards 

• Remote 3 

Dog Control Officer Provide animal control services On-site/Field 
Town Custodian • On-site, 

staggered 
Town Historian Maintain historic preservation of Town 

archives and resources 
Remote 4 
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Managing On-site and Remote Work 
The essential positions and Boards, their designated functions and priority, and their mode of work 

during a public health emergency are provided in Table 2 above. On-site work will be managed through 
imposing occupancy limits in Town workspaces and vehicles, along with implementing staggered work 
schedules to decrease crowding. Other essential functions will be maintained by employees and Town 
officials working remotely. 

On-site Work 
The following positions (Table 3) have been identified as those who will continue to work on-site 
during a public health emergency. 

TABLE 3: Town of Poestenkill On-site Work Positions during a Public Health Emergency 

On-site Essential Positions 	Pm:piay 

Town Clerk 	 I 	1 
Deputy Town Clerk 1 
Information Technology 
Officer 

1 

Highway Department 
Water Manager 1 
Code Enforcement Officer 2 
Dog Control Officer 3 
Town Custodian 4 

Occupancy limits will be established for each of the work buildings and rooms used by essential Town 
employees and officials to allow for appropriate social distancing when occupied. In instances where 
shared workspaces exceed established occupancy limits, staggered work schedules will be adopted. It 
may be necessary, in some instances, for staff to work outside core business hours to accommodate 
staggered scheduling. Regardless of changes in start and end times of shifts, the Town of Poestenkill will 
ensure that employees are provided with their typical or contracted minimum work hours per week. In 
instances where staggered work schedules are necessary, the Town Supervisor or staff supervisor will 
identify the specific positions for which work hours will be staggered and will work with affected 
employees in the assignment of changed work hours. Occupancy in Town vehicles should be limited to 
one person at a time. 

Work hours and locations of each on-site and field employee or Town official will be documented to 
support contact tracing in the event that a Town employee or official contracts an infectious disease. 
On-site and field employees and Town officials will be required to log the dates, times and locations of 
their work [schedule( 	  

Personal protective equipment (PPE) will be provided by the Town for all employees and Town 
officials working on-site and in the field on behalf of the Town. See the section below for details. All 
Town workspaces and vehicles will adopt enhanced cleaning and disinfecting protocols (see below) to 
limit exposure and spread of infectious disease. 

Commented [HM11: Need to decide if you want to do 
this and how it will be handled. Log daily, weekly, not at all? 
Can use Google forms to easily have people log in, answer a 
few questions and submit. Data collected automatically in 
an excel file. But someone will have to review. It is useful to 
dolt In the event someone working forth. Town gets 
Infected. It Is a way to inform others that they may have 
been exposed. 
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Remote Work 
The following essential positions (Table 4) have been identified as those who will work remotely during 
a public health emergency. 

TABLE 4: Town of Poestenkill Remote Work Positions during a Public Health Emergency 

Essential Position/Titles 	 Priority 

Town Supervisor 	 1 
Secretary to the Supervisor 	 2 
Town Board 	 1 
Town Court Justices 	 1 
Court Clerk 1 
Town Attorney 2 
Accountant 2 
Assessor 2 
Assessor's Clerk 4 
Planning Board 3 
Planning Board Attorney 3 
Zoning Board 3 
Secretary to Planning and Zoning Boards 3 
Town Historian 

Shifting as many employees and Town officials to remote work will help to reduce exposures during 
a public health emergency. Employees and Town officials listed in Table 4 have been identified as those 
essential positions that are able to accomplish their functions remotely. Upon implementation of this 
plan, the Town Supervisor will inform Town employees and officials when their essential functions will 
be shifted from on-site to remote work. Changes to business hours, building access and guidance for 
how Town residents may contact Town employees and Town officials will be posted on the Town 
website. For remote work: 

• The Town will provide employees working remotely with an Internet-capable laptop and 
software, as necessary, to perform their essential functions. Town officials are expected to 
utilize their own computer to fulfill their essential work remotely. 

• The Information Technology Officer will provide technical support to employees and Town 
officials as needed, Including remote access to secure network drives. 

• Email and telephone will be used as the primary means of regular communication among Town 
employees, their supervisors, and Town officials working remotely. 

• Call forwarding will be set up for employees as needed. 
• Town residents will be directed to contact Town employees and Town officials via email or by 

telephone. 
• Meetings will be held through internet-based video conferencing. The Town will provide 

necessary peripherals (headsets, web-cams, etc.). 
• Documents for board meetings will be distributed to board members electronically via email. 
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Personal Protective Equipment 
Personal protective equipment (PPE) is worn to minimize exposure to hazards that are known or 

thought to cause serious illness. PPE is an essential tool to protect employees and Town officials while 
performing their essential functions during a public health emergency. PPE used during a public health 
emergency may include gloves, safety glasses and shoes, masks, respirators, and/or coveralls. 

During a public health emergency, the Town of Poestenkill will activate a PPE program to address the 
hazards associated with the emergency. The program will include identifying and procuring the kind of 
PPE required for Town employees to perform their essential functions, using the Occupational Health 

and Safety Administration (OSHA) and Centers for Disease Control (CDC 1  guidance. The Town will also 
require training for all employees on when and how to use PPE, and on the proper care, limitations and 
disposal of PPE using OSHA's free, on-line training tutorials. 

The Town of Poestenkill will procure, store and coordinate distribution and access of necessary PPE 
to Town employees during a public health emergency. Vendors been Identified as suppliers for standard, 
required PPE for infectious diseases and other biohazard and are listed in Table 5 with links to each 
vendor website. Multiple vendors for each type of PPE are provided. A supply of common PPE (gloves)  
masks, protective aprons/coveralls) will be acquired and stored in Town Hall and in the Highway 
department building. The Secretary to the Supervisor will be responsible for purchasing, storing and 
maintaining inventory of these PPE supplies, and the distribution, as necessary to Town employees. The 
Highway Superintendent will identify appropriate storage of PPE at the Highway department building, 
and establish distribution and access protocols of PPE for Highway department employees. In 
accordance with New York State law, a 6 month supply of PPE sufficient for all essential Town employees 
working on-site or in the field will be purchased and stored In a manner to prevent degradation to ensure 
Town employees are properly equipped. Town employees will be informed about how they can access 
PPE. The Secretary to the Supervisor will monitor PPE use and inventory. 

TABLES. Vendors Identified for Procurement of PPE for the Town of Poestenkill 

Type of PPE 

Masks Amazon 
VENDORS 

•Fisher Scientific 	Grainger Uline 

Gloves Amazon Fisher Scientific 	Grainger Uline 
Coveralls Amazon Fisher Scientific 	Grainger Uline 

Cleaning and Disinfecting 
All Town employees, officials, residents and visitors are expected to frequently wash their hands and 

use hand sanitizer (>60% alcohol; when soap and water are unavailable) when entering/occupying 
Town facilities and vehicles. Soap and hand-sanitizer is provided in Town facilities. Town employees, 
officials, residents and visitors are expected to refrain from entering any Town facilities or vehicles if 
they are feeling sick and should remain at home. 

The Town of Poestenkill will follow the Center for Disease Control (CDC) guidelines for cleaning and 
disinfecting work areas and surfaces in Town buildings and vehicles (APPENDIX 1). The Town will 
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maintain an inventory of cleaning and disinfecting supplies. Guidance for routine cleaning during a 
public health emergency includes: 

• Employees and Town officials utilizing Town offices, other facilities and Town vehicles are 
responsible for cleaning their own workspaces. Workspaces (including vehicles) should be 
cleaned at the start and end of utilizing the space. 

• High traffic/high touch areas and areas which are accessible to the public/constituents will be 
disinfected at the start middle and end of each day of use. Frequently touched surfaces in 
common use areas of occupied Town buildings and vehicles will be cleaned with appropriate 
disinfectants identified by the Environmental Protection Agency (EPA) as effective against 
infectious agents associated with the public health emergency. When such products are 
temporarily not available, alternatives such as a bleach solution (2% chlorine bleach solution; 
— 1 tablespoon of bleach in 1 quart of water) or 70% alcohol can also be used for disinfecting, if 
surfaces are compatible. Examples of frequently touched surfaces include doorknobs, handles, 
handrails, kitchen and bathroom faucets and fixtures, and light switches. 

• When cleaning and disinfecting areas, employees will be issued and required to wear PPE 
appropriate to the task. 

Exposures of Town Employees and Officials 
During a public health emergency, the Town of Poestenkill will following CDC guidelines for 

managing exposure of employees and Town officials to an infectious disease. The following protocols 
will be implemented: 

Employee or official exposed to a confirmed case of person with communicable disease 
(prolonged exposure, within six fret) 

• Exposed Town Hall employees or officials should inform the Town Supervisor of the exposure. 
Highway Department employees should inform the Highway Superintendent of the exposure. 
The Town Supervisor/Highway Superintendent Is responsible for Informing the employee or 
official of the required protocols. The Secretary to the Town supervisor is responsible for 
documenting the exposures for all Town employees and officials. The Town Supervisor/Highway 
Superintendent are responsible for monitoring employee/officials compliance with the required 
protocols. 

• Exposed employees or officials without symptoms  should remain at home and practice social 
distancing for 14 days or other current CDC/public health guidance for the communicable disease 
in question. Employees or officials with symptoms  should remain at home and contact their 
healthcare provider for guidance and treatment. 

• Exposed employees and officials are not allowed to enter Town buildings or vehicles until the 
required quarantine period has been completed and they are symptom-free. 

• Exposed employee/official may resume work if they are symptom-free after completion of the 
required quarantine period. The employee/official should contact the Town Supervisor or 
Highway Superintendent for guidance about returning to work. 

• Exposed employees will be permitted to work remotely during the quarantine period if they are 
not ill. 
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Employee or official exhibits symptoms of the communicable disease 

• Employees or officials who exhibit symptoms In the workplace must immediately be separated 
from other employees, officials, residents or visitors and sent home with a recommendation to 
contact their healthcare provider. Work areas occupied by a symptomatic employee/official 
will be cleaned and disinfected by the Town Custodian using appropriate precautions and CDC 
cleaning/disinfecting protocols. The occupied areas will be vacated and closed off for a period 
of 24 hours prior to cleaning/disinfecting. 

• Employees or officials who exhibit symptoms outside of work should notify the Town supervisor 
(Town Hall employees/Town Officials) or the Highway Superintendent (Highway department 
employees) and must stay home, with a recommendation to contact their healthcare provider. 

• Sick employees or officials are not allowed to enter Town buildings or vehicles until they are 
symptom-free for a period of 14 days or required period designated by CDC or other public health 
guidance. 

• Employees/officials may resume work if they are symptom-free after completion of the required 
quarantine period. The employee/official should contact the Town Supervisor or Highway 
Superintendent for guidance about returning to work. 

• The Town of Poestenkill will not require sick employees to provide a negative test result for the 
disease in question or healthcare provider's note to validate their illness, qualify for sick leave, 
or return to work; unless there is a recommendation from the CDC/public health officials to do 
so. Employees or officials who test positive for a communicable disease within 24 hours of 
coming into contact with other Town employees or officials are obligated to report the positive 
test to the Town Supervisor (Town Hall employees/Town Officials) or Highway Superintendent 
(Highway Department). The purpose of the reporting Is to allow those exposed to be informed. 

Employee or official tests positive for the communicable disease 

• Employees or officials who have a confirmed case of the communicable disease will follow the 
guidelines outlined above for symptomatic employees/officials, as applicable. 

• if an employee or official is confirmed to have the disease in question, the Town Supervisor or 
Highway Superintendent will work with the infected employee/official to identify potential 
employee/official exposures. The Town Supervisor or Highway Superintendent will inform all 
contacts of their possible exposure. Confidentiality shall be maintained as required by law. 

• Potentially exposed employees or officials will follow guidelines outlined above. 

The Town of Poestenkill recognizes that there may be nuances or complexities associated with 
potential exposures, close contacts, symptomatic persons, and those testing positive. The Town will 
follow CDC/public health recommendations and requirements and coordinate with local public health 
office for additional guidance and support as needed. 

Employee Leave 
The Town of Poestenkill is committed to reducing the burden on our Town employees during a 

public health emergency. The Families First Coronavirus Response Act  provided requirements related 
to the COVID-19 pandemic, which inform the policies outlined below. This policy may be altered based 
upon changes in law or regulation, as applicable. 
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It is the policy of the Town of Poestenkill that employees of the Town will not be charged with leave 
time for testing. Employees will be provided with up to two weeks (80 hours) of paid sick leave at the 
employee's regular rate of pay for a period which the employee Is unable to work due to quarantine On 
accordance with federal, state, or local orders or advice of a healthcare provider), and/or experiencing 
symptoms and seeking medical diagnosis. 

Further, the Town of Poestenkill will provide up to two weeks (80 hours) of paid sick leave at two-
thirds the employee's regular rate of pay if the employee is unable to work because of a bona fide need 
to care for an individual subject to quarantine (pursuant to federal, state, or local orders or advice of a 
healthcare provider), or to care for a child (under 18 years of age) whose school or child care provider is 
closed or unavailable for reasons related to the public health emergency, and/or the employee is 
experiencing a substantially similar condition as specified by the CDC/public health officials. This 
provision may be modified if an employee is able to effectively work remotely and the need exists for 
them to do so. 

Additionally, the Town of Poestenkill will provide up to an additional 10 weeks of expanded family 

and medical leave  where an employee, who has been employed for at least 30 calendar days by the 
Town of Poestenkill, is unable to work due to a bona fide need for leave to care for a child whose school 
or child care provider is closed or unavailable for reasons related to the public health emergency. This 
provision may be modified if an employee is able to effectively work remotely and the need exists for 
them to do so. 

Additional provisions may be enacted based upon need and the guidance and requirements in place 
by federal and state employment laws, FMLA, executive orders, and other potential sources. 
Contractors, either Independent or affiliated with a contracted firm, are not classified as employees of 
the Town of Poestenkill, and as such are not provided with paid leave time by the Town of Poestenkill, 
unless required by law. 
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This plan has been developed in accordance with the amended New York State Labor Law section 
27-c and amended by the passing of legislation S8617B/A10832 signed by the Governor of New York 
State on September 7, 2020. 

This plan has been developed with the input of the Town of Poestenkill Highway Department, as 
required by the amended New York State Labor Law. 

No content of this plan is intended to Impede, infringe, diminish, or Impair the rights of Town 
employees under any law, rule, regulation, or collectively negotiated agreement, or the rights and 
benefits which accrue to employees through collective bargaining agreements, or otherwise diminish 
the integrity of the existing collective bargaining relationship. 

This plan has been approved in accordance with requirements applicable to the agency, jurisdiction, 
authority, or district, as represented by the signature of the authorized individual below. 

As the authorized official of Town of Poestenkill, I hereby attest that this plan has been developed, 
approved, and placed in full effect in accordance with the amended New York State Labor Law section 
27-c and amended by the passing of legislation 58617B/A10832 signed by the Governor of New York 
State on September 7,2020, as applicable, to address public health emergency planning requirements. 

(Signature) 	 (Date) 

Keith Hammond 
Town Supervisor 

Town of Poestenkill 
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Record of Changes 

Date of Change 	Description of Change 
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Dial My Calls Call Multiplier Text-Em-All 

Cost for 5000 credits $250 $245 
-1 credit per call or 
text 

$375 for 5,000 credits 

Expire Never Never Never 

Results -See report on 
website 

-Report after call/text 
goes out is emailed 
-Can view live data 
on website 

Yes 

Choosing Number for 
Caller Id 

-Can choose number 
for calls and text to 
go out from 

-Can choose phone 
number for ID for 
phone calls only 

Choose number to 
show on caller id for 
phone or text 

Send Email X (free) 

Send Call X X X 

Send Text X X X 

Members -Add manually 
-Add by spreadsheet 

-Add manually 
-Add by spreadsheet 

-Add manually 
-Add by spreadsheet 

Opt Out Members can choose 
to opt out of the 
system they received 
message from 

Members can choose 
to opt out on own (if 
phone and text are 
both in, opts out of 
both) 

Yes 

Additional -Doesn't recognize 
between getting a call 
or text so if landline 
and send out text, it 
tries to deliver but no 
charge if 
undeliverable 
-Calls with no answer 
and no voicemail get 
tried 3 times within an 
hour 
-Messages Saved 
-Can schedule 
messages 
-Put address in 
-Can pay additional 
$5 per month for 
people to opt in to it 
via text 

-Messages are saved 
-Can schedule 
messages 

-Add first name to 
text to personalize it 
-Members can 
respond to text 

Log In -App or Website -App or Website -Website 



1. Talking to various reps, Dial My Calls has the best customer support. I think in the 
overall picture if we can get email addresses, we can save as we can choose to not 
text/call them and Dial My Calls is the only option with that. 

2. Collecting Data 
a. Where/When 

i. Export from Water Billing 
ii. Info on Facebook and Website with form to collect information 
iii. Information in Advertiser 
iv. Tax Info in future years 

b. Update 

	

i. 	Year call/text to see numbers that are no longer in service or opt out 
option? 

3. Uses besides Public Health Emergencies 
a. Water District 

	

i. 	Boil water advisory 
b. Town Clerk 

	

i. 	Phone numbers for when checks are wrong amounts, not written 
correctly, etc 

c. State of Emergency 
i. Emergency Shelter set up 
ii. Long Term Power Outages 

d. Road Closures? 
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