
 

 
 
Memorandum 
 
To:  Elgin ISD STAFF   
From: Matthew West 
CC:   
Date: 04/06/2020 
Re: Safety and Reporting 
____________________________________________________________________________ 
Dear Elgin ISD Staff: 

EISD is grateful for all the hard work you have done and continue to do to ensure our 
students are meeting their educational needs. While most employees can 
work-from-home, we still have a core team who must report to a physical location 
each day to ensure our buildings and grounds are maintained and others who 
prepare learning packets and meals for distribution. 

We are all dedicated workers and often will work tirelessly for our community. It is 
important to remember that we need to keep ourselves healthy in order to continue 
our mission. 

Employees who are assisting with preparing student packets and meals, along with 
the transportation and distribution of these materials and meals must wear personal 
protection equipment (PPE) at all times. This includes gloves and masks/respirators. 
If you have questions about PPE, please e-mail matthew.west@elginisd.net 

REMEMBER TO WASH HANDS BEFORE PUTTING ON OR TAKING OFF A FACEMASK! 

Remember to ensure you are washing hands frequently and thoroughly and for at 
least 20 seconds using warm water and soap. Alcohol-based hand sanitizers may be 
used. Also, remember to avoid touching your face. 

If you are sick (fever, body aches, cough, etc.) do not come to work. Notify your 
supervisor and submit an e-mail to healthservices@elginisd.net.  You must contact a 
physician immediately. Also, if you or a family member have been ordered to 
self-isolate or quarantine due to either a presumptive or confirmed diagnosis of 
COVID-19, or you have been in close contact with someone who has been ordered to 
self-isolate or quarantine due to COVID-19 you must e-mail 
healthservices@elginisd.net, you will then receive additional information or further 
steps. Do not return to work until given further instruction! 

Additional information regarding personal protection equipment (PPE) and other 
safeguards will be posted to the EISD website as it becomes available and a link will 
be sent out. 
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Here are some other important links: 

Different types of thermometers and their proper usage: 
https://my.clevelandclinic.org/health/articles/9959-thermometers-how-to-take-your-
temperature 

Center for Disease Control’s “Symptoms of Coronavirus” website for more 
information, to include a symptom self-checker, and other important resources: 
https://www.cdc.gov/coronavirus/2019-ncov/symptoms-testing/symptoms.html 

How to properly wash your hands (video demonstration): 
https://youtu.be/GYFWbwgf-2Q 

Video of proper fitting of a respirator (facemask): 

Disposable respirator placement (most common type of mask): 
https://www.youtube.com/watch?v=sSuorKWhtBs 

3M Video shows a variety of mask fittings: 
https://www.youtube.com/watch?v=LHHwVdcZPbs 
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