Reorientation Guide
for Employees
This guide provides information and resources that all employees need to know as they begin to return to work during
Phase 2 and Phase 3 of the reopening plan.

FACE COVERINGS
Employees are required to wear face coverings in the workplace. In
accordance with policy HR-47, county employees, contractors, and
volunteers are required to wear face coverings, when working in county
facilities, on county property, in county vehicles with more than one
occupant, or while otherwise performing work on behalf of the county under
circumstances where social distancing cannot be maintained. Face
coverings will be provided.
Learn more about the face coverings requirement.

PHYSICAL DISTANCING
Physical distancing is required in county facilities and around the
community. Whenever possible, county employees are required to
maintain 6 feet between individuals, including customers and other
employees, in the workplace. Please follow the posted signage in county
facilities.
Learn more about physical distancing.

CLEANING OF COUNTY FACILITIES
The county established a very proactive sanitization strategy for our
facilities in accordance with Center for Disease Control (CDC) guidelines
and Occupational Safety and Health Administration (OSHA) guidelines.
Learn more about the regular and proper cleaning and disinfecting of
county workplaces.

PREVENT THE SPREAD OF GERMS
Stay home when sick.
Wash hands often with soap and water for at least 20 seconds. Use
an alcohol-based hand sanitizer that contains at least 60% alcohol
if soap and water are not available.
Avoid touching eyes, nose, and mouth with unwashed hands.
Avoid close contact with people who are sick.
Cover cough or sneeze with a tissue then discard tissue in the trash.
Clean and disinfect frequently touched objects and surfaces.

STAY INFORMED
Information for Employees:
intranet.loudoun.gov/COVID19
loudoun.gov/employees
View the HRnow Newsletter archive on the Employee Intranet

COVID-19 Pandemic Information:
Text LCCOVID19 to 888777 to receive text alerts
Visit loudoun.gov/coronavirus for up to date
information.

CHILD CARE
The Department of Parks, Recreation and Community Services is offering child care services for county employees who do not
have other child care options and need child care assistance while COVID-19 impacts our community’s schools and child care
providers. This service is free of charge; however, these services may be considered a taxable fringe benefit to the employee based
on individual circumstances.
Learn more about child care for employees.

FAMILIES FIRST CORONAVIRUS RESPONSE ACT (FFCRA)
The FFCRA provides for two new benefits for eligible employees, Emergency Paid Sick Leave (EPSL) and Emergency Family and
Medical Leave (EFML). These leave benefits are available to eligible employees for certain COVID-19 related health reasons and
certain COVID-19 related childcare issues.
Learn more about the FFCRA, your rights and policy HR-46.

ADA ACCOMMODATION REQUESTS
As many employees return to the workplace in Phase 2 and Phase 3 to support county operations during the reopening plan,
some employees may have unique circumstances the Department of Human Resources should evaluate. HR’s Employee Relations
Division will work closely with your supervisor and department’s leadership regarding any requests for
accommodations.
To request a workplace accommodation, inform your supervisor or Human Resources verbally then complete the form to begin
the process.
Learn more about ADA requests and find the form on the Employee Intranet.

BENEFITS INFORMATION
Cigna Health Plan Enrolled Employees: Cigna will continue to cover COVID-19 treatment at 100% with no copay, deductible,
or out-of-pocket costs through July 31, 2020. Learn more.
Lytle Employee Assistance Program (EAP): Provides you and your family members in your household with free and confidential
help for any kind of issue that affects your life or your work. Professional counselors are available all day, every day by calling
800-327-7272. Access a complete collection of web-based information and tools that offer content on a variety of topics at
lytleeap.com, enter the company code, lcgovt, to create an account.
Learn more about behavioral health resources on the Employee Intranet.

GOVERNMENT CENTER PARKING GARAGE
In order to manage the limited parking capacity, new policies and procedures have been established. Due to the ongoing
COVID-19 response, implementation and enforcement of the new parking policy and procedures is delayed until further notice.
This flyer provides information related to the current and new policies and procedures.
Visit the Employee Intranet to learn about the new parking policy and familiarize yourself with the rules.

QUICK LINKS AND CONTACTS
ADA Accommodations
Contact Employee Relations at 703-777-0213
Workers' Compensation
Email risk@loudoun.gov
FMLA
Contact FMLASource at 877-462-3652

Face Coverings non-compliance
Contact your department manager or
Contact Human Resources at 703-777-0213
Facility Cleaning Issues
Email dgs@loudoun.gov
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