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Omaha Housing Authority 
  
   

   1823 Harney Street ~ Omaha, NE 68102- ~ 402.444.6900 ~ www.ohauthority.org 

 
 
Hello OHA Team!         March 13, 2020 
 
The information below outlines OHA plans associated with responding to the Coronavirus / COVID-19.  
We are learning about the risks and the recommended responses along with everyone in the country as 
this situation evolves.  We are relying on the Centers for Disease Control (CDC) for national 
recommendations, our local health department, and the response of similar entities for local response 
protocol.  As new information becomes available we are learning and developing plans to respond.  The 
information below will provide you with OHA’s plans and emergency policies associated with responding 
to this pandemic.   
 
The details below are extensive.  Please thoroughly read all information as many questions will be 
answered in the document.  If you have questions, please email PandemicQuestions@ohauthority.org.  
 
Business Operations: 
Effective Monday, March 16, 2020 the Omaha Housing Authority will be enacting a disaster response 
protocol in response to the spread of the COVID-19 virus.  This protocol will be in place for at least the 
next two weeks.  It is likely that this timeline will be extended.  This determination will be informed by 
changing circumstances.   
 
Modified Business Operations: 
During this time, and depending upon the needs associated with your position, you may be able to 
complete work from home, need to remain in the office/work site to complete job duties, or have the 
flexibility to work at home some days and in the office/work site some days.  It is possible that hours of 
work will be adjusted as well.  Each position has been assessed based upon role and responsibilities.  All 
employees will be contacted to review the needs of your position and plan for an appropriate 
response – work from home, remain in office/work site, adjusted schedule.   
 
At this time, we do not plan to close office/work site locations or fully halt operations.  In the event 
that OHA determines that office/work site locations need to close to prevent further spread of the virus, 
employees who are able to work from home will continue to do so and essential business functions will 
still be needed.  If an office/work-site is closed, employees at the identified locations should not report 
to the office/work-site while it is closed, unless notified by their supervisor that they are needed.   
 
Employees who are able to work from home should begin to do so on Monday, March 16th (following 
approval from their supervisor and when all needed equipment is in place).  Adjusted schedules and 
additional precautions for office/work site staff will also begin on Monday.  Work duties should 
generally continue as is typical, unless otherwise directed.  Recommended precautions include the 
following:  

 Office doors should be closed while employees are working  

 Whenever possible staff should practice social distancing (maintaining 6 feet of distance 
between other persons) 
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 Communication between employees and tenants or with other employees should take place via 
phone calls or webinar whenever possible.  

 Walk-in appointments (including in the zones) are strongly discouraged.  If in-person meetings 
are necessary, they should be limited and in advance whenever possible.   

o Alternative meeting options can include: 

 Conduct via phone or webinar 

 Reschedule to a later date 

 Email 

 Mail  

 Cancel (preferred if meetings require close proximity or include large group 
gatherings) 

 
Appointment/Meeting Screening: 
When scheduling appointments or meetings please inform attendees of the following:  “If you have a 
fever over 100.4, cough, and/or shortness of breath, please do not attend this meeting or appointment.  
If you attend with these symptoms, we will reschedule your appointment.” 
 
Updating Outgoing Voicemail/Email Out of Office Message: 
All employees need to update OHA desk phone and OHA cell phone voicemail to the following:  “You’ve 
reached the desk of (Name), (Position) of the Omaha Housing Authority. Omaha Housing Authority is 
taking measures to respond to the COVID-19 / Coronavirus pandemic.  These measures include flexible 
scheduling, reducing in-person appointments, working from home, and potential office closures.  As a 
result, response times may be affected.  Please consider emailing me at (your email).  Should you need 
immediate assistance, please contact our main line at 402-444-6900.  Thank you for your patience and 
understanding.” Please use a similar message for email out of office notifications. 
 
Additional technology resources are being acquired to allow flexible work options and offer improved 
communication options.  These include group texting, laptops, data cards/hot spots, Zoom (webinar) 
service, and DocuSign.  Instructions on the use of these options will be sent out via email. 
 
Precautionary Operational Adjustments: 
Effective Monday, March 16, 2020, and until further notice: 

 External service provision, such as Charles Drew, ENCAP, Methodist College, Creighton, etc., will 
cease at tenant properties. 

 Group meetings and appointments, including briefings, will be cancelled.  Necessary appointments 
will take place on an individual basis.  Individual appointment, briefing and move-packet paperwork 
will be processed via mail whenever possible. 

 Family Self-Sufficiency and Home Ownership group enrollment meetings will be cancelled. 

 Tenant associations will be encouraged to pause large group meetings. 

 Tenants will be informed that OHA Community Rooms, TV Rooms, and Study Centers will remain 
open for individual use, but group gatherings are strongly discouraged at this time.  It is possible 
that these gathering areas will be closed in the future should the need arise. 

 
In the event of OHA office/work-site closure - Essential Personnel: 
In the event that OHA determines that office/work site locations need to close to prevent further spread 
of the virus, employees who are able to work from home will continue to do so and essential business 
functions will still be needed.  Nearly all positions at OHA can be considered to be essential positions 
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depending upon urgent needs and/or the length of office closure.  Employees are required for a variety 
of operational needs even when offices are closed.  These needs could include compliance with HUD 
regulations, payroll, accounts payable finance practices, information technology issues, snow removal or 
other natural disaster, emergency maintenance needs, property emergencies, etc.  If the office is closed 
and employees are needed, they will be notified and deployed (potentially with adjusted hours, on-
call, etc.) to meet essential needs.  Employees will need to be reachable during office closures should 
they be needed.   
 
OHA plans to work with all employees to assess individual needs should absences from work be 
necessary.  To the extent possible, flexibility and understanding with schedule changes and adjustments 
related to the COVID-19 pandemic will be offered.  This may include absences due to illness, caregiving, 
and childcare due to school and daycare closing.   
 
Absences from Work: 
Employees with OHA for less than one year as of March 15, 2020 (including employees in their 
introductory period): 

 If absent from work due to COVID-19 diagnosis or quarantine, employees are eligible to receive up 
to 10 days of paid sick leave after fully utilizing earned sick leave balances.   

 If absent from work due to OHA office closure, employees are eligible to receive up to 10 days of 
paid sick leave after fully utilizing earned sick leave balances.   

 Employees who receive paid leave under this emergency policy do not need to pay back the 10-days 
of sick leave.  

 Employees may receive 0 to 10 days of leave, depending upon available leave balances, level of sick 
days needed, and office closure.    

 Employees requesting the use of up to 10 days of sick leave should request time via the OHA 
Pandemic Emergency Sick Leave Request Form. 

 
Employees with OHA for more than one year as of March 15, 2020: 

 If absent from work due to COVID-19 diagnosis, quarantine, or OHA office closure, employees will be 
able to utilize their available sick leave.  

 If sick leave is exhausted, employees may go into a negative balance up to 10 days after fully utilizing 
earned sick leave or choose to take time without pay. 

 Employees may also choose to use vacation or other earned leave benefits before accessing 
advanced sick leave (although this will not be required).  Employees requesting the use of advanced 
sick leave should request time via the OHA Pandemic Emergency Sick Leave Request Form. 

 
Absences from work beyond earned benefits and the emergency sick leave policy described above, even 
due to OHA office/work-site closure, will not be considered paid time.  Employees who do not have 
enough leave to cover time away from work will be subject to leave without pay during office closure.  
All worked hours will be paid. 
 
Protecting Employees and Tenants at OHA: 
Stay home and notify your supervisor immediately if you have been diagnosed with COVID-
19/Coronavirus or have been directed by health officials to quarantine due to potential exposure.   
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Notify your supervisor immediately if you become aware of an OHA tenant with a confirmed coronavirus 
(COVID-19) diagnosis.  Avoid all contact with the infected individual and do not enter the infected 
individual’s unit until you have received further instructions from your supervisor. 
 
If your job requires you to perform work in the office/work site/in residential units, practice social 
distancing and recommended coronavirus hygiene practices.  These practices include, but are not 
limited to: 

 Social distance of no less than six (6) feet; 

 Avoid contact with surfaces and objects that is not required to perform job functions; 

 When in residential units, wear gloves, if possible; 

 Wash your hands after in-person meetings and after exiting residential units. 

 Masks are not recommended for individuals who are not ill or caring for those who are sick; and 
use of masks by individuals who are not sick can increase your risk of exposure. 

 Self-monitor your health.  If you show symptoms of illness, notify your supervisor. 
 
Do not enter residential units if tenants have confirmed diagnosis without first consulting your 
supervisor.  If your job requires you to perform work in a residential unit where a tenant is quarantined 
or showing signs of illness (coughing or respiratory distress, fever, etc.), ask the individual to isolate 
themselves in a room of the unit that you do not need to enter to perform your job functions.  For 
example, politely ask the individual to wait in their bedroom or bathroom with the door closed while 
you perform your work.  While performing the work, follow the recommended coronavirus hygiene 
practices outlined above. 
 
Additional supplies, including gloves, hand sanitizer, disinfectant, etc. have either been provided or have 
been ordered.  High-touch surfaces (door handles, elevator buttons, counters, tables, phones, 
keyboards, etc.) should be disinfected at least daily, more often, if needed and possible.   
 
Information regarding the coronavirus is evolving and being continuously updated by the CDC, the 
Douglas County Health Department and other health agencies.  As a result, the information provided 
above is not exhaustive.  It is recommended that all staff familiarize themselves with the guidelines and 
recommendations of the CDC and Douglas County Health Department. 
 
On-Going Communication: 
The response to the COVID-19 pandemic is fluid and our response will adjust over time as the pandemic 
changes.  Communication will be provided to employees and tenants in a variety of ways.   
Employees: 

 OHA Email 

 New text messaging service  
o Employee’s choosing to participate must opt-in to receive these messages.   
o OHA work phones must opt-in. 

Tenants: 

 Notices posted in common areas 

 Information distributed to each tenant unit individually or by mail 
Employees, Tenants, and General Public: 

 OHA Website – www.ohauthority.org 

 Social Media – Facebook & Twitter 

 News Stations  

http://www.ohauthority.org/
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The following information about Understanding COVID-19 and virus prevention is directly from the 
Centers for Disease Control CDC: 
 
How COVID-19 Spreads: 
 
Person-to-person spread 
The virus is thought to spread mainly from person-to-person. 
Between people who are in close contact with one another (within about 6 feet). 
Through respiratory droplets produced when an infected person coughs or sneezes. 
These droplets can land in the mouths or noses of people who are nearby or possibly be inhaled into the 
lungs. 
 
Can someone spread the virus without being sick? 
People are thought to be most contagious when they are most symptomatic (the sickest). 
Some spread might be possible before people show symptoms; there have been reports of this 
occurring with this new coronavirus, but this is not thought to be the main way the virus spreads. 
 
Spread from contact with contaminated surfaces or objects 
It may be possible that a person can get COVID-19 by touching a surface or object that has the virus on it 
and then touching their own mouth, nose, or possibly their eyes, but this is not thought to be the main 
way the virus spreads. 
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Recommendations to prevent illness: 
 
Clean your hands often: 
Wash your hands often with soap and water for at least 20 seconds especially after you have been in a 
public place, or after blowing your nose, coughing, or sneezing. 
If soap and water are not readily available, use a hand sanitizer that contains at least 60% alcohol. 
Cover all surfaces of your hands and rub them together until they feel dry. 
Avoid touching your eyes, nose, and mouth with unwashed hands. 
 
Avoid close contact: 
Avoid close contact with people who are sick 
Put distance between yourself and other people if COVID-19 is spreading in your community. This is 
especially important for people who are at higher risk of getting very sick. 
 
Take steps to protect others: 
 
Stay home if you’re sick – if you have a fever of 100.4 or higher 
 
Stay home if you are sick, except to get medical care. Learn what to do if you are sick. 
Cover coughs and sneezes 
Cover your mouth and nose with a tissue when you cough or sneeze or use the inside of your elbow. 
Throw used tissues in the trash. 
Immediately wash your hands with soap and water for at least 20 seconds. If soap and water are not 
readily available, clean your hands with a hand sanitizer that contains at least 60% alcohol. 
Wear a facemask if you are sick 
 
If you are sick:  You should wear a facemask when you are around other people (e.g., sharing a room or 
vehicle) and before you enter a healthcare provider’s office. If you are not able to wear a facemask (for 
example, because it causes trouble breathing), then you should do your best to cover your coughs and 
sneezes, and people who are caring for you should wear a facemask if they enter your room. Learn what 
to do if you are sick. 
 
If you are NOT sick: You do not need to wear a facemask unless you are caring for someone who is sick 
(and they are not able to wear a facemask). Facemasks may be in short supply and they should be saved 
for caregivers. 
 
Clean and disinfect: 
Clean AND disinfect frequently touched surfaces daily. This includes tables, doorknobs, light switches, 
countertops, handles, desks, phones, keyboards, toilets, faucets, and sinks. 
If surfaces are dirty, clean them: Use detergent or soap and water prior to disinfection. 
 
Additional information on COVID-19 can be found at: 
 
https://www.cdc.gov/coronavirus/2019-nCoV/index.html 
 
https://www.douglascountyhealth.com/infectious-disease/diseases-and-conditions/2019-novel-
coronavirus-2019-ncov 

https://www.cdc.gov/coronavirus/2019-ncov/specific-groups/high-risk-complications.html
https://www.cdc.gov/coronavirus/2019-ncov/about/steps-when-sick.html
https://www.cdc.gov/coronavirus/2019-ncov/about/steps-when-sick.html
https://www.cdc.gov/coronavirus/2019-ncov/about/steps-when-sick.html
https://www.cdc.gov/coronavirus/2019-ncov/community/home/cleaning-disinfection.html
https://www.cdc.gov/coronavirus/2019-nCoV/index.html
https://www.douglascountyhealth.com/infectious-disease/diseases-and-conditions/2019-novel-coronavirus-2019-ncov
https://www.douglascountyhealth.com/infectious-disease/diseases-and-conditions/2019-novel-coronavirus-2019-ncov

