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Building Access and Operations 

1. Any individual accessing the building, must be wearing a mask. 
2. Any individual who is experiencing COVID 19 symptoms, should not be accessing the 

building. 
3. Employees will self-monitor temperature and utilizing the Ohio Department of Health 

(ODH) guidelines, any temperature above 100.0 F, should follow protocol prescribed by 
the ODH. 

4. Public will only be able to access the main lobby. 
a. Clients must have an appointment to be seen (only the applicant will be allowed 

in the building unless there is a medical requirement). 
b. Their name will be recorded for tracing purposes. 
c. If they are not wearing a facial covering, one will be furnished (mandatory). 
d. They should maintain a good safe distance from each other while waiting room.  
e. No more than 4 in the lobby at any one time.  
f. Hand sanitizer will be made available 

5. As a general rule the public will only have access to the front restroom. 
6. ALL appointments will be conducted in the Boardroom. 

a. Only the applicant or signer will be permitted in the appointment. 
b. Tables should be cleaned/sanitized upon completion of each appointment. 
c. Applicants will be given a pen to sign with.  

7. Only the employees will be permitted in the “office area”. 
8. Lunch should be taken at your workspace or outside the building if possible. 
9. The boardroom can be used for the storage of perishables and to retrieve coffee, but no 

more than 2 in the room at any one time. 
10. Masks will be worn during normal business hours when appointments are being 

conducted. 
11. If you are in your work area/office, to remove your mask will require to have your door 

closed ¾ of the way.   
12. Offices are meant for the purpose of daily business, as such it’s important that we 

adhere to this rule. 
13. Sanitization of workspaces is not optional, your workspace, your responsibility. 

a. Sanitize keyboard, mouse, phone receiver, touchpad etc. 
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Daily Business  
1. All business should primarily still be utilizing technology to limit the number of 

individuals that require a face to face meeting. 
2. Every person that accesses the building will have their name recorded, specific to 

that date. 
3. Persons who do not wish to wear a mask in the building, will be asked to leave, and 

call so that we may assist them electronically. 
4. Walk Ins will be asked to contact us via phone or email. Please use discretion as to 

what they want and as to whether there is another appointment in the area (see 
item 4.e). 

5. All face to face meetings will be in the boardroom. 
6. Appointments will be contacted by the individual that intends to meet face-to-face 

24 hours prior. All appointments and meetings should be limited, just as an 
exchange of documents and signatures, most interviews and solicitation of 
information should occur over the phone. Please limit the face-to-face time to 30 
minutes or less. 

7. To limit building access, daily sanitization of individuals, will be the responsibility of 
the individuals, the van driver/custodian will perform the other janitorial duties 
daily.   

Expenses 
1. Throughout the crisis it will be important to keep costs at a minimum, a complete 

review of the 2020 approved budget as well as the 2021 budget is being completed. 

Transportation  
1. The Van returns to regular schedule 5/5. 
2. All passengers will be contacted 24 hours prior and should be asked protocol COVID-

19 questions. 
3. Van riders will be limited to 6 per vehicle. 
4. No rider will be permitted in the front passenger seat. 
5. All riders must wear a mask unless they have a medical reason as to why they 

cannot. 
6. Additional riders are unauthorized unless medically required. 
7. Transportation on the MCPT will be allowed without an ID up until 30 days after the 

Medina County Recorder’s Office reopens to make Veterans ID cards. YOU MUST 
HAVE SOME PROOF OF VETERANS STATUS TO PRESENT WHILE RIDING. 

These policies go into effect on immediately and will continue, until rescinded, the director of 
Medina County Veterans Service Office will have the capability to modify where necessary.  It 
will also be important to monitor the level of interaction with our veteran population to 
determine the appropriateness of staffing.   


