
City Of Burlingame 
M E M O R A N D U M  

 
 
DATE:    April 7, 2020 
  
TO:    Public Works Corporation Yard Employees 
 
FROM:   Syed Murtuza, Public Works Director 
 
SUBJECT:   Employee Temperature Checks and Health Screenings - Prior to Start of Shift 
 
 
BACKGROUND: 

On March 11, 2020, the World Health Organization (WHO) declared the current COVID-19 
health crisis a pandemic. Based on guidance of the Center for Disease Control (CDC) and 
state/local public health authorities, the COVID-19 pandemic creates a significant risk that 
substantial harm would be posed by having someone with COVID-19, or symptoms of it, 
present in the workplace. The CDC and public health authorities have acknowledged that 
community transmission of COVID-19 is occurring, and have issued attendant precautions to try 
to limit the spread of the disease.   
 
On March 21, 2020, the U.S. Equal Employment Opportunities Commission (EEOC) issued an 
update to its guidance that now expressly acknowledges that employers may implement 
temperature screening measures in response to the current COVID-19 pandemic. Additionally, 
the guidance allows employers to ask employees who report feeling ill at work, or who call in 
sick, questions about their symptoms such as: fever, chills, cough, shortness of breath, sore 
throat, body aches, headache, and fatigue. EEOC explains that examinations are appropriate 
when an employee would pose a direct threat to others by transmitting COVID-19.  The EEOC 
clarified that employers can ask questions about symptoms of COVID-19 to ensure that sick 
employees stay home. Likewise, when employees call in sick without giving details, employers 
can ask about symptoms of COVID-19 in order to protect the rest of the workforce.  The 
increased measures are intended to limit the spread of COVID-19, both within the workplace 
and the community.   
 
The City of Burlingame has also released guidance that if you feel sick, you should notify your 
supervisor and stay home when: 
You have symptoms of acute respiratory illness (e.g., cough, fever, difficulty breathing, and/or 
fatigue) until you are free of fever (100.4°1 F or greater) for at least 24 hours without fever 
reducing or other symptom-altering medicines.   
                                                 
1 4-1-20 Public health guidance changed to screen for temperatures 100.0º F or greater 



 
 
PROCESS: 
 
All City of Burlingame employees working out of the Public Works Corporation Yard facility, will 
be required to complete a self-screening prior to the start of each shift.  The employees must 
conduct self-screening prior to arriving at the work facility. The self-screening will consist of a 
temperature check and a health self-inquiry on the associated symptoms with COVID-19.  
 
Employees who have a fever of 100.0º F or higher, or report symptoms consistent with COVID-
19, will not be permitted to work and will be advised to seek medical consultation. A 
confidential daily report will be emailed to the Deputy Director of Public Works Operations and 
Human Resources Director, advising of any employees who do not clear the temperature check 
and/or symptom screening for purposes of follow-up with employees to check on their well-
being and/or to protect against the threat of potential exposure to COVID-19.  This policy and 
procedure will discontinue when CDC advises that COVID-19 is no longer a pandemic threat. 
 
 
 
PROCEDURE: 
 
A. All City of Burlingame employees working out of the Public Works Corporation Yard facility, 

prior to arriving for their scheduled shift, will be required to complete a self-screening for 
COVID-19 symptoms prior to arriving at work facility, to include: 
 

a. A temperature check using an external device (forehead thermometer) for 
temperatures of 100.0° F or greater, involving appropriate disinfecting protocols. 
The external device will be supplied by the City of Burlingame Public Works 
Department, and 
  

b. Self-inquiry as to whether employee is experiencing: 
i. Fever 

ii. Fatigue 
iii. Dry cough 
iv. Loss of appetite 
v. Muscle aches 

vi. Shortness of breath 
vii. Cough 

viii. Headache 
ix. Cold symptoms  
x. Nausea 

xi. Diarrhea 
xii. Loss of smell/taste 

 
 
 



 
B. Temperature Check: 

a. If the reading is 99.0°F or below, one reading is sufficient, employee is allowed to 
proceed to work. 2 
 

b. If the reading is 100.0°F or above, employee should take a second reading. It’s 
recommended that a different thermometer be utilized to take a second 
reading. 

   
c. If the reading is still above 100.0°F, the employee will not be allowed to work.  

  
C. An employee who has not cleared the self-screening COVID-19 symptoms should call in to 

inform their supervisor3 and is advised to seek medical consultation.  
 

D. The names of employees not cleared to work will be kept confidential. 
 
E. Divisions’ supervisors will be responsible for ensuring the daily reports are emailed to the 

Deputy Director of Public Works Operations and Human Resources Director. Hard copies 
will be maintained in a confidential file and stored in the Deputy Director of Public Works 
Operations office for the duration of the COVID-19 pandemic.  

 
 

                                                 
2 Employee can voluntarily send the photo of the temperature reading to their respective supervisor 
3 Employee can voluntarily send the photo of the temperature reading to their respective supervisor 


