
Palatine Park District

COVID-19 Training



Return to Work Plan 

Acknowledgement

Prior to returning to work, each 
employee is expected to review 
and acknowledge the Return to 
Work Requirements and 
Workplace Procedures Plan.

Employees must sign the 
acknowledgement form and 
return it to Brian Udany.  
Scanned or photographed 
acknowledgements can be sent 
to budany@palatineparks.org. 



Training 
Topics

Proper use of face coverings

Proper Use of disinfectants 
and hand sanitizers

Hand washing

Social distancing procedures 
while working in the office, 
including one-way movement 
patterns and communication 
procedures.

Proper use of thermometers



What is 
COVID-19?

Coronavirus Disease 2019 

(COVID-19) is a respiratory 

disease caused by the SARS-

CoV-2 virus. It has spread from 

China to many other 

countries around the world, 

including the United States.



Symptoms 
of COVID-19

 Symptoms may appear 2-14 days after 
exposure to the virus. People with these 
symptoms may have COVID-19:

 Cough

 Shortness of breath or difficulty breathing

 Fever

 Chills

 Muscle pain

 Sore throat

 New loss of taste or smell

 This list is not all possible symptoms. Other 
less common symptoms have been 
reported, including gastrointestinal 
symptoms like nausea, vomiting, or 
diarrhea.



Know how 
it spreads

 There is currently no vaccine to prevent 
coronavirus disease 2019 (COVID-19).

 The best way to prevent illness is to avoid 
being exposed to this virus.

 The virus is thought to spread mainly from 
person-to-person. 

 Between people who are in close 
contact with one another (within about 
6 feet).

 Through respiratory droplets produced 
when an infected person coughs, 
sneezes or talks.

 COVID-19 may be spread by people 
who are not showing symptoms.



If you are 
sick – stay 
home!

 We actively encourage sick employees to stay 
home.

 Employees who have symptoms should notify their 
supervisor and stay home.

 Sick employees should follow CDC recommended 
steps:  

 Stay home. Most people with COVID-19 have 
mild illness and can recover at home without 
medical care. Do not leave your home, except 
to get medical care. Do not visit public areas.

 Take care of yourself. Get rest and stay 
hydrated. Take over-the-counter medicines, 
such as acetaminophen, to help you feel better.

 Stay in touch with your doctor. Call before you 
get medical care. Be sure to get care if you 
have trouble breathing, or have any other 
emergency warning signs, or if you think it is an 
emergency.

 Avoid public transportation, ride-sharing, or taxis.



Stay Home

Stay Safe

Keep Others Safe

IMPORTANT TO NOTE:

Your employment with the Park 

District will not be negatively 

affected for a failed 

temperature test or other 

COVID-19 symptoms.

It is up to all of us to honestly 

monitor our health and keep 

ourselves and coworkers safe.



What if I start 
to feel sick 
at work?

Let your supervisor know 

immediately 

Get someone to cover for 

you and leave immediately .



Social 
Distancing

Remember that some people 
without symptoms may be 
able to spread virus.

Stay at least 6 feet (about 2 
arms’ length) from other 
people.

Do not gather in groups.

Stay out of crowded places 
and avoid mass gatherings.

Keeping distance from others 
is especially important for 
people who are at higher risk 
of getting very sick.



Wash Your 
Hands

Use Hand 
Sanitizer

 Wash your hands often with soap 

and water for at least 20 seconds 
especially after you have been in a 

public place, or after blowing your 

nose, coughing, or sneezing.

 If soap and water are not readily 

available, use a hand sanitizer that 

contains at least 60% alcohol. Cover 
all surfaces of your hands and rub 

them together until they feel dry.

 Avoid touching your eyes, nose, and 
mouth with unwashed hands.



Face 
Coverings

Face coverings can help 

protect people near the 

wearer, but do not replace the 

need for physical distancing 

and frequent handwashing.

Cover your mouth and nose.

Employees should wash or 

sanitize hands before and after 

using or adjusting face 

coverings.



 Face coverings should be worn when  
out in public, for example to the 
grocery store or to pick up other 
necessities. 

 Face coverings should not be placed 
on young children under age 2, 
anyone who has trouble breathing, 
or is unconscious, incapacitated or 
otherwise unable to remove the mask 
without assistance.

 Continue to keep about 6 feet 
between yourself and others. The 
face covering is not a substitute for 
social distancing.

Face 
Coverings



Employees will be issued reusable face 

coverings or may use their own.

 Wear the face covering when social 

distancing cannot be maintained.

 Have their face coverings as work every 

day.  Disposable masks will be available on 

a limited basis if employees forget to bring a 

mask to work.

 Clean and maintain reusable masks.

 When in an office or at a workstation, 

employees do not have to wear a mask.

 When leaving an office/workstation, 

employees must wear a mask while moving 

through a facility.

Face Coverings 
at the Palatine 

Park District



What can I do?

 Cover coughs and sneezes

 If you are in a private setting and do not 

have on your cloth face covering, 

remember to always cover your mouth 

and nose with a tissue when you cough 

or sneeze or use the inside of your 

elbow.

 Throw used tissues in the trash.

 Immediately wash your hands with soap 

and water for at least 20 seconds. If 

soap and water are not readily 

available, clean your hands with a 

hand sanitizer that contains at least 60% 

alcohol.



Emotional 
well being

 The coronavirus (COVID-19) outbreak is 
changing life for all of us. You may feel 
anxious, stressed, worried, sad, bored, 
depressed, lonely or frustrated in these 
circumstances.

 You’re not alone.

 There are strategies for managing stress 
such as:

 Be mindful of your intake of information 
from news sources about the virus and 
consider taking breaks from it.

 Maintain social contact with supportive 
relationships like friends, family or others, 
by phone, text, or internet.

 Treat your body kindly: eat healthy foods, 
avoid excessive alcohol, and exercise as 
you are able.



Temperature 
Checks

All employees and independent 
contractors will be required to 
take their temperature prior to 
beginning the workday.  

Temperatures will be taken at 
the facility where they will begin 
the workday.  If working at 
multiple facilities in a day, they 
will not be required to take their 
temperature at each location.



Temperature 
Checks

 After using the thermometer clean it and 

the pen with the sanitation products 

provided.

 Employees will record their over/under 

results on their log sheet. 

 Contractors will report their over/under 

results to their supervisor

 Return completed forms to Brian Udany, 

Risk Manager at Community Center.

 If an employee or contractor has a 

temperature at or above 100.4°, they must 

immediately leave the facility and report 

their departure to their supervisor.



Daily Health 
Screenings

Infrared 
Thermometer 
Use

Give yourself extra time to 

check in.  You may have to 

wait if others are checking 

in at the same time you are 

to maintain social 

distancing.

Plan ahead. Be early.

Use hand sanitizer first

ON - Push and Release

Point at Forehead

Push and Release again

You will hear a tone and 

see your temperature 

reading.



Office & 
Workstation 

Protocols and 
Procedures

 Some office spaces will have 

designated one-way movement 
patterns.  Directional signage will 

be posted to help maintain social 

distancing and minimize close 
contact while Employees is 

moving throughout the offices.

 Offices and workstations will be 

provided hand sanitizer when 
supplies are available.  Hand 

washing will be encouraged 

whenever possible.



Cleaning

 Clean AND disinfect frequently 

touched surfaces daily. This 
includes tables, doorknobs, light 

switches, countertops, handles, 

desks, phones, keyboards, toilets, 
faucets, and sinks.

 If surfaces are dirty, clean them.

Use detergent or soap and water 
prior to disinfection.

 Then, use a disinfectant.



Answering 
Employee 
Questions 

and 
Concerns

One on one meetings will be 
available and encouraged 
to address questions and 
concerns regarding returning 
to work.  

The initial meetings will be 
conducted by Pete Cahill or 
Brian Udany and may include 
guidance from Departments 
Heads as needed.



Stay Safe!

Stay Healthy!

Have Fun!

Welcome Back!

Questions? Please contact:

Pete Cahill, Assistant 
Superintendent of District 
Services and Projects

pcahill@palatineparks.org

(847) 496-6262

or

Brian Udany, Risk Manager

budany@palatineparks.org

(847) 496-6256


