MEMO or Letter to All Employees,
Many of you are aware of the recent changes to the CDC guidance pertaining to masking and other
COVID protocols. In response to these changes, [choose – CT Governor Lamont, MA Governor Baker, RI
Governor McKee] also followed with similar guidance. In light of this updated guidance, coupled with
declining COVID-19 cases and a greater availability of vaccine options, we have started to develop a plan
for returning to normalcy; while keeping people safe and fulfilling our commitments to our customers
moving forward.
Our understanding of the guidelines are as follows:
•
•
•
•

The changes in guidance relate specifically to those individuals who are fully vaccinated;
It does not apply to those individuals who are not fully vaccinated, unvaccinated, and/or
immunocompromised – these individuals are being asked to still wear masks;
Masks will also still be required in certain settings; (i.e. schools, healthcare workers, etc.)
Private businesses are being asked by the state to develop their own plans and require
employees and visitors to adhere to those developed standards

Therefore, in light of these guidelines, our plan is as follows:
1.

All fully vaccinated staff and visitors will now have the option to go without a mask in our
facilities, including company owned vehicles or vehicles used for company business. We
encourage all vaccinated employees or visitors who wish to remain masked to continue to
do so.

2.

All unvaccinated or not fully vaccinated staff and visitors will be required to wear a mask
and continue to social distance in our facilities.

3.

All unvaccinated or not fully vaccinated staff will be required to wear a mask in company
owned vehicles or vehicles used for company business.

4.

Although we will not be asking for proof of vaccination, we trust everyone to follow the
rules that will continue to keep our workplace and the community safe.

5.

We hope that masks will continue to be a tool in our wellness toolbox, especially in cold and
flu season.

6.

If any employee tests positive for COVID or is exposed to COVID, state protocols will be
followed. Employees must stay home if experiencing COVID related symptoms. Please tell
your manager or HR if this occurs.

7.

Outdoors: Masks are not required regardless of vaccine status if you can maintain social
distance.
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8.

Effective [FILL IN THE DATE], we are no longer requiring [choose those you have
implemented and will be discontinuing - temperature checks, health questionnaires and/or
sign-in sheets],

9.

All cleaning protocols will remain in place. Hand sanitizer will still be available throughout
the facility and employees are encouraged to use it regularly.

While we have formulated this plan in response to the prevailing guidance and data at this time, please
understand that this plan may be modified as the situation changes and as we continue to evaluate our
operations consistent with state requirements, CDC guidelines, and prevailing practices.
This is a complicated moment. For over a year, masks and social distancing have held a lot of power in
our lives. We ask that everyone, vaccinated or unvaccinated, masked or unmasked, remember to be
kind and patient as we all navigate through this transition. We ask that you please try not to judge or
make assumptions about others. If anything happens in our workplace that makes you feel unsafe,
please ask to speak with your manager or HR.
Thanks for all your patience and kindness throughout the pandemic so far. It’s been a rough year, but
we’re heading in the right direction.
If you have any questions, please do not hesitate to contact or see [COMPANY CONTACT].
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