
 

Department Heads, Supervisor’s and Employees’ Guidelines and Reminders   
03/30/20                                     _________     __________                       5:00 pm 

 
 
 In order to reduce exposure for employees, we will be reducing hours worked 

for employees. Effective, March 31, 2020, Building hours will be 8:00 am to 
4:00 pm.  Your supervisor will advise you of your individual schedule.  All 
employees will be paid for their normally scheduled work time.  Employees 
should be prepared to be called in if needed.  This will be paid as regularly 
scheduled time.  It is NOT a “call out”.  Employees should not perceive this 
as a vacation but a business decision made to protect our employees and the 
public and to comply with orders issued by Governor Ivey and President 
Trump.  We strongly encourage you to stay home to protect your families, 
reduce the spread and flatten the curve.  This schedule will be in effect until 
April 17th and will be re-evaluated at that time.  

 
 Employees that have been directed to self-quarantine, will use their accrued 

leave for the days that they would be scheduled to work the reduced schedule.  
Employees that are currently on an approved leave, including vacation will 
use their accrued time. 

 
 MAIL:  With the reduction in hours, it is necessary to modify the mail 

schedule.  We are asking all departments to do your part to make this work.  
Angie will be working the following schedule:  

• Incoming mail will be picked up from the Post Office and delivered to 
your department at the normal times in the mornings. 

• If you have outgoing mail, it must be ready for pick up on the morning 
run.  If not, it will not be picked up until the following business day. 

• There will not be any additional mail runs. 
 
 UPDATED TRAVEL RESTRICTIONS: No business travel. No changes at 

this time have been made to leave policies, if you chose to travel, you must 



self-quarantine. Employees or anyone in their household who have traveled 
for personal or business reasons outside a 100 mile radius of Houston County 
must self-quarantine for 14 days before returning to work to be taken from the 
employees’ accrued time. 

 
 If you have sent anyone home due to any illness, showing COVID-19 

symptoms, or to a self-quarantine situation, please email Sheri or Anisa their 
name, reason and the date the absence began. 

 
 Essential functions worksheets will be sent out tomorrow. 

 
 Return to Work Guidelines will be available soon. 

 
 Blank time sheets will be on the webpage for anyone that needs to track time 

from home. 
 
 Remember that things are evolving rapidly.  Be flexible, patient and kind. 

 

All communications are published on Houstoncounty.org/Personnel/Employee 
Forms & Links/Covid  

 


