
 

 

 

 

March 27, 2020  

Secretary Steve Sinclair  
Department of Corrections, Prison Division 
State of Washington  

Via Email Transmittal Only  
sdsinclair@doc1.wa.gov    

 

Franklin Plaistowe 
Assistant Director 
Office of Financial Management | State Human 
Resources Division  

Via Email Transmittal Only  
franklin.plaistowe@ofm.wa.gov   

 

 Re: Department of Corrections, COVID-19  

Dear Mr. Sinclair and Mr. Plaistowe: 

The letter is to capture the agreements reached by the parties and to acknowledge our mutual 
interest and shared responsibility to protect the health of DOC staff, incarcerated individuals, and 
community members. To meet that responsibility, the parties worked together to implement 
reasonable measures to safeguard DOC facilities from the threat posed by the COVID-19 
pandemic. The decisions were guided by the advice and recommendations of the Center for 
Disease Control, Washington State Department of Health, World Health Organization, and other 
public health agencies. The parties acknowledge that advice and recommendations are 
constantly being updated and the global progression of the epidemic is rapidly changing. 
Therefore, we commit to continue to make every good faith effort to collaboratively adapt 
responses to the COVID-19 pandemic as the situation evolves. Therefore, until the Governor of 
the State of Washington cancels the State of Emergency related to COVID-19, the parties have 
agreed to the following screening and leave policies. 

I. PAID ADMINISTRATIVE LEAVE  

1. Consistent with the March 10, 2020, directive of Governor Jay Inslee, paid 
administrative leave shall be made available to employees who are required to self-
quarantine but are otherwise healthy and able to work.  Additionally, remote working 
opportunities should be explored but are not necessary to keep an employee in a paid 
status while the employee is home in self-quarantine status if remote work is not 
feasible.   

II. INITIAL SCREENING PROCEDURES FOR COVID-19 RISK FACTORS 

1. DOC implemented COVID-19 “Enhanced Screening” procedures as described in 
Secretary Herzog’s March 16, 2020, memorandum (Attachment A).  

2. The parties agree that an initial screening of a DOC staff shall be conducted at an 
“Enhanced Screening Station” established by DOC prior to that staff being permitted 
to enter the facility. The initial screening shall consist of (1) the staff’s temperature 
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being taken by an appropriate thermometer (if available) and (2) mandatory screening 
questionnaires consisting of six (6) screening questions. The initial screening shall be 
conducted in a manner that, to the greatest extent possible, adopts recommendations 
by public health agencies with respect to the mitigation of risk factors for the 
transmission of COVID-19 such as maximizing the physical distance between persons 
present at the Enhanced Screening Station, use of personal protective equipment 
(PPE), sanitation procedures, and other measures as may be advised. The parties 
acknowledge that appropriate thermometers may not always be available during the 
pandemic and that the remaining mandatory enhanced protocols will be in place until 
such time thermometers are again available. Initial screenings need not be performed 
by medical staff. 

3. The screening questions for the initial screening shall be those provided in Attachment 
B.  

4. Those individuals who answer “Yes” to any of the screening questions, register a 
temperature at or above 100.4 degrees Fahrenheit, display obvious signs of a 
respiratory illness, (i.e. coughing, difficulty breathing), or refuse to participate in the 
screening process will be denied access to the facility. 

5. When a screener denies staff access to a DOC facility, the screener will provide staff 
an informational sheet about next steps and a COVID-19 pamphlet. The screener will 
complete a failed screening log with contact information of the staff member denied 
entry and forward the log to the Occupational Nurse Consultant (ONC) or designee for 
secondary screening. The screener will inform the staff that they will be contacted by 
a DOC medical staff member for secondary screening.   

III. PAID ADMINISTRATIVE LEAVE AFTER INITIAL SCREENING 

1. Staff who were required to self-quarantine or who answer “Yes” to question 1-5 of the 
screening questions (Attachment B) shall be placed on administrative leave.  

2. Staff who are denied entry due to having a temperature at or above 100.4 degrees 
Fahrenheit will be expected to use the appropriate leave in accordance with the leave 
laws or Collective Bargaining Agreement.  

IV. SECONDARY SCREENING FOR COVID-19 RISK FACTORS 

1. DOC will implement a secondary screening process as described in Secretary Stephen 
Sinclair’s March 21, 2020, memorandum (Attachment C). 

2. The Secondary Screening will be strictly voluntary, confidential, and information will only 
be released with employee’s written permission. Any information provided during the 
screening shall be solely used for the purposes of determining the staff’s eligibility to return 
to work related to being denied entry. If staff refuse to participate, the staff may choose to 
use their own accrued leave or leave without pay in accordance with the leave laws or 
Collective Bargaining Agreement. 

3. Secondary screenings shall be conducted over the phone using the contact information 
provided by the staff when they were denied entry to the facility. Secondary screenings 
shall be conducted by the Occupational Nurse Consultant (ONC) or designee (another 
DOC clinician as available). Every effort shall be made to contact the staff member to 
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conduct the secondary screening within 48 hours. The ONC or designee shall make three 
(3) attempts to contact the staff.  Staff who fail to respond to the three (3) attempted 
contacts may receive unauthorized leave without pay. Staff who refuse to participate in 
the secondary screening will need to work with their supervisor to determine appropriate 
leave usage.  

4. After the secondary screening, the staff member may be cleared by the ONC or designee 
(other DOC clinician as available) to return to work. The ONC or designee will provide the 
clearance to local Incident Command Post or local Human Resources office.  

V. PAID ADMINISTRATIVE LEAVE AFTER SECONDARY SCREENING 

1. If the ONC or designee determines that the staff is otherwise able to work but should 
remain on quarantine, the staff shall remain on paid administrative leave.  

The parties acknowledge this agreement does not constitute a waiver of either parties’ statutory 
rights, including both bargaining rights and management rights, with respect to other COVID-19 
related changes to DOC operations that are not specifically addressed in this agreement.  

 

Sincerely,  
 
 
 
 
Michelle Woodrow 
President and Executive Director 
Teamsters Local Union No. 117 
 
cc: John Scearcy, Teamsters Local 117’s Secretary-Treasurer  Via Email Only  
       



 
 
 
 

ATTACHMENT  
A 







 
 
 
 

ATTACHMENT  
B 



 

COVID-19 
ACTIVE SCREENING QUESTIONNAIRE 

This will be updated as the CDC and WA State Health Department’s information on COVID-
19 continues to change.  

Your health and well-being are of the utmost importance and we are taking measures to keep the 
facility/office a safe environment for employees as well as the individuals under our charge and 
the public. Therefore, anyone coming into the facility/office will be screened and part of our 
screening process will include taking their temperature and asking the following questions;  

1. Have you experienced a new cough within the last 14 days?
☐ YES
☐ NO

2. Have you experienced a new sore throat within the last 14 days?
☐ YES
☐ NO

3. Have you experienced a new shortness of breath within the last 14 days?
☐ YES
☐ NO

4. Have you had close contact within the last 14-days, without the use of appropriate
Personal Protective Equipment (PPE), with someone who is currently sick with suspected
or confirmed COVID-19?*
(Note: Close contact is defined as within 6 feet for more than 10 minutes)

☐ YES
☐ NO

5. Within the last 14-days, have you been on a cruise ship or travelled internationally?
☐ YES
☐ NO

6. Have you had a fever in the last 14 days (Temperature at or above 100.4)?
☐ YES
☐ NO

If the individual answers YES to any of the questions they will not be allowed 
into the facility/office unless determined otherwise by a designated DOC medical 
professional. 
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“Working Together for SAFER Communities” 

 

 
 

STATE OF WASHINGTON 

DEPARTMENT OF CORRECTIONS 
OFFICE OF THE SECRETARY 

P.O. Box 41101 • Olympia, Washington 98504-1101 
 
 
 
March 21, 2020  
 
 
TO:  All DOC Staff 

 
FROM: Stephen Sinclair, Secretary   
 
SUBJECT: Secondary Screening Implementation 
 
 
As you are aware, earlier this week, we implemented Active Screening protocols to limit 
the spread of COVID-19 and to protect employees and those under our care. As was shared 
on March 18, we are now implementing a secondary screening process to identify those 
who are able to return to work and support the mission of DOC. 
 
Active Screening 
 

• Employees denied entry during the Active Screening process, and employees who 
call out sick, will be asked to provide their current contact information for follow-
up by a DOC medical professional.  

• Employees will be provided a return-to-work information sheet about next steps 
and a COVID-19 pamphlet. 
 

Leave Reporting 
 

• Employees need to call their supervisor if they are not allowed entrance after the 
Active Screening process. We encourage the employee to discuss with their 
supervisor whether telework is an option. 

• Employees not allowed access due to answering “yes” to one or more of the active 
screening questions and unable to telework, will receive paid leave (Administrative 
Leave) while awaiting the completion of secondary screening process.  

• Employees not allowed access due to a current temperature reading at or above 
100.4 degrees will be expected to use the appropriate leave in accordance with the 
applicable collective bargaining agreement, leave policies and laws. 
 

https://www.doc.wa.gov/news/2020/docs/2020-0321-covid-19-return-to-work-process-letter.pdf
https://www.cdc.gov/coronavirus/2019-ncov/downloads/sick-with-2019-nCoV-fact-sheet.pdf
https://www.doc.wa.gov/news/2020/docs/2020-0321-covid-19-active-screening-question-final.pdf
https://www.doc.wa.gov/news/2020/docs/2020-0321-covid-19-active-screening-question-final.pdf


Secondary Screening Implementation 
March 21, 2020 
Page 2 
 
 
Secondary Screening Process 
 

• The goal is to complete the secondary screening as soon as possible. 
• If an employee declines to participate, they may choose to use their own accrued 

leave or leave without pay in accordance with the leave laws or applicable 
Collective Bargaining Agreement. 

• A medical professional will call the employee and ask a series of follow-up 
questions (DOC COVID-19: Secondary Screening) related to the reason(s) for 
denial (e.g., cough, sore throat, etc.).  

• The medical professional will make a determination on clearance to return to work. 
o If a medical professional determines an employee is sick, the employee will 

be expected to use accrued leave or leave without pay in accordance with 
leave laws or collective bargaining agreement. 

o If the medical professional determines an employee is approved to return to 
work, the employee will be expected to return to work on their next 
scheduled workday or work with their supervisor to determine appropriate 
leave usage.  

• Medical professionals will make three attempts to contact the employee. If after 
three attempts contact is unsuccessful, the employee may receive unauthorized 
leave without pay, or will need to work with their supervisor to use accrued leave or 
leave without pay in accordance with leave laws or collective bargaining 
agreement. 
 

Employees who have a confirmed case of COVID-19 must wait until 14 days after 
symptoms resolve before returning to work regardless of the release from a healthcare 
provider. 
 
We encourage all of you to stay home and take care of yourself if you feel sick. You should 
only report to work if you feel healthy. Our goal continues to be to provide a healthy and 
safe environment for all.  
  
 
 

https://www.doc.wa.gov/news/2020/docs/2020-0321-covid-19-secondary-screening-guideline-facility-entry-final.pdf
https://www.doc.wa.gov/news/2020/docs/2020-0321-covid-19-secondary-screening-questions.pdf

