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Sarasota/Manatee Metropolitan Planning Organization 
Safety Standards and Guidelines Memo 

Updated November 16, 2020 

This memo contains information regarding the Sarasota/Manatee Metropolitan Planning 
Organization (MPO) office procedures. It is the policy of the MPO to provide a workplace free from 
serious recognized hazards and to comply with all State and Federal standards, rules, and 
regulations. The collective health and safety of MPO Board Members, MPO Committee Members, 
MPO Staff, and members of the public are paramount and these plans follow guidance received 
from the Center for Disease Control and Prevention (CDC),  Occupational Health and Safety 
Administration (OSHA), the US Department of Labor (DOL), the Florida Department of Health (FDOH) 
and our local health departments.  The COVID-19/novel coronavirus pandemic continues to evolve, 
and implementation of our health and safety policies is serious and important.  Please know that 
the MPO management team and staff are monitoring the pandemic and these plans may change as 
we learn additional information. 

o For the time being, the MPO will continue to maintain MPO operations with the office having 
limited public access and external visitors. 

o MPO staff’s schedule is currently a hybrid schedule in order to continue operations and to 
fulfill State and Federal mandates. One purpose of the scheduling is to reduce the number 
of staff working in the office at any one time. MPO Staff can be contacted during normal 
business hours using the main office or direct lines. For staff directory, please use the 
following link: https://www.mympo.org/o/organization.  

o MPO Board Members, MPO Committee Members, and members of the public who have 
underlying health conditions or concerns about endangering the health of a member of their 
household are encouraged to stay at home. 

o MPO Staff who have underlying health conditions or concerns about endangering the health 
of a member of their household may continue to request telework with advance notice to 
supervisor. 

o MPO Board Members, MPO Committee Members, MPO Staff, and members of the public 
who have tested positive for COVID-19, are feeling ill (or who have members of their 
household who are experiencing symptoms of COVID-19), or who know they have been 
exposed to a person with COVID-19, should not come to the office.   
 Members please notify MPO staff of any absence for MPO meetings.  
 MPO staff must notify their supervisor of intention to either telework or take sick 

leave, as appropriate. 

Entering and Exiting our Offices –New log procedure 

• MPO Board Members, MPO Committee Members, MPO Staff, and members of the public must 
enter/re-enter the office through the front entrance.  Immediately upon entering the MPO 
offices: 
o Each Member and Staff will conduct a self-temperature check and sign in to affirm you or a 

member of your household are not experiencing COVID-19 symptoms. 
o Please exercise social (physical) distancing if there is a line to enter our space.   

https://www.mympo.org/o/organization
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o The reception area will generally be unstaffed.  The phone in the front reception area will 
continue to be available for delivery/other visitors to contact MPO staff.  

o The reception and foyer/overflow area have limited spacing, for this reason we are 
requesting Members and visitors to remain outside when reception and/or foyer is full. 

o Follow one-way directional signs within the office to facilitate physical distancing and flow. 

Face Masks 

• The use of a facial covering/face mask is required while in the building, reception, office, 
common spaces, shared offices, or hallways when six-foot separation cannot be maintained. 
o Any time you are within six feet of another person, please wear a mask. 
o This may include times when meeting face to face in another’s office or when maintain 

physical distancing (staying at least six feet apart) is not possible. 
• MPO Staff while working alone in their office, may choose not to wear their mask. Please use 

mask anytime someone else enters an office and physical distance of six feet or greater is not 
maintained.  

• You may bring your own facial covering/mask if you prefer. Disposable face masks will be 
available for your use at the front entrance near the sign in station.   

Meetings/Common Areas 

• Meetings with external visitors will be limited, technology for virtual meetings where possible.   
• Any meeting, whether internal or external, must follow social distancing recommendations – 

each participant must be seated at least 6 feet apart from one another or face masks must be 
worn.   

• Meeting rooms may be used, but capacity will be limited to achieve social/physical distancing. 
o The MPO staff member hosting the meeting is responsible for ensuring guests follow MPO 

protocols. 
o The MPO staff member hosting the meeting is also responsible for sanitizing sanitize tables 

and chairs in the meeting room before the meeting and once the meeting has ended. 
• The kitchen area is only available for storage/preparation of meals and making 

coffee/beverages; and access may be limited. MPO Staff and visitors are discouraged from 
congregating in those areas and eating meals together at this time.   

• MPO Staff attending or conducting external meetings should follow similar social distancing 
and face mask protocols as if they were meeting in the MPO’s offices. 

Resources/Sanitization Procedures 

• Hand sanitizer, and sanitizing wipes are available for use throughout the day to sanitize hands 
and wipe down surfaces, such as copiers or desktops. MPO Staff and visitors are encouraged 
to use these items as needed throughout the day. 

Reporting a Positive COVID Diagnosis 

Due the highly transmissible nature of COVID-19, we must balance individual health privacy with 
the need to protect each other from further infection.  
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As a result, if a MPO Staff member (or member of an employee’s household) test positive for Covid-
19, the MPO Staff must: 

• Notify their supervisor and/or the Executive Director. 
• Employees in self-quarantine may telework or use sick leave, as appropriate. 
• MPO staff who have tested positive for COVID-19 will need to provide two negative tests in 

order to return to the office. 
 MPO staff will coordinate with supervisor for office return procedures. 

The MPO is an essential employer and our work must continue. Working safely and effectively can 
be achieved by implementing appropriate public health guidance, being creative, being flexible, and 
by maintaining good communication with our partners, other stakeholders and the public.  

Thank you for your cooperation and assistance. 

 

 

_______________________________________ 

  David L. Hutchinson 

  Sarasota/Manatee MPO, Executive Director 

 


