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I. INTRODUCTION 
The purpose of this plan is to ensure organization and structure during events that 

disrupt service for LTMI employees. 

A pandemic is an outbreak of disease that spreads across a large region or worldwide that affects 

a high proportion of the population. 

 

 

II. DECISION-MAKING 
Limiting service and/or ceasing service will be at the discretion of the El Metro General 

Manager, the City of Laredo City Council and City Manager’s Office. Decision-making will 

be based on information gathered from the City of Laredo Health Department, Center of 

Disease Control (CDC), World Health Organization (WHO), the American Public 

Transportation Association (APTA) and federal, state and local guidance and information. 
 

 

III. PREVENTION AND EDUCATION 
A. Crisis Communication   

LTMI will develop and deliver a formal awareness program that includes training for 

employees to disseminate facts and to address concerns. Continue to update LTMI 

employees with status reports of the virus condition, using all appropriate means of 

distribution, likely email, dispatch and/or conference calls. LTMI management will 

utilize factual information from credited sites to ensure that all information is 

relevant, positive and appropriate. 

Information to the public will be transmitted through the El Metro App and El Metro 

Transit website, social media, local news sources, El Metro Customer Service 

Department, El Metro Public Information Officer and through flyers on buses. The El 

Metro Customer Service Agents will be prepared to communicate all information 

about service, restrictions, preventive measures and expectations. 

B. Sanitization  

LTMI will conduct enhanced cleanings of all service vehicles with emphasis towards 

hand-contact surfaces. 

 

LTMI will have sanitary wash stations located at the Transit Center and 401 Scott Street 

Operations Building to ensure employees can safeguard themselves. In addition, Service 

personnel will be at the Transit Center sanitizing frequently touched surfaces on buses 

in between trips. Our Transit Center is sanitized 5 times a day, cleaners do a thorough 

cleaning of all frequently touched surfaces and thorough cleaning of all restrooms. 

 

LTMI has adopted preventive practices from the American Public Transportation 

Authority (APTA) Guide for Public Transportation Pandemic Planning and Response 

(NCHRP, 2013) regarding personal protective equipment (PPE), hand hygiene, 

environmental hygiene: 
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1. El Metro Requires All Employees to comply and to Enforce Federal, State of Texas, 

and City of Laredo Orders issued for control and prevention of COVID-19 or other 

potentially dangerous bacterial/viral diseases considered a pandemic.  In reference to 

nose and mouth covers, LTIM (El Metro) prohibits the use of covers that could be 

perceived as offensive, intimidating, derogatory or that portray a message which would 

be perceived as discrimination against protected classes stated in the Civil Rights Act 

of 1964. 

2. Additionally, all masks and covers must allow for full field of vision and must not 

obstruct vision in any way.  This will allow for the Safe Mobility of the employee, and 

Safe Operation of LTMI vehicles, tools, equipment, and allow safe completion of all 

duties and tasks of the employee. 

3. LTMI employees are required to use a mouth and nose cover. 

4. LTMI Management has required operators to wash hands as frequently as 

possible and utilize hand sanitizer when soap and water are not readily 

available. 

5. LTMI Vehicle Operators have been encouraged to wear gloves when necessary. 

6. Vehicles are sprayed with an EPA certified disinfectant several times a day 

(and end-of-day), paying close attention to handrails, armrests and seat backs. 

 

C. Office 

All office staff are required to keep their workspace in a clean and efficient manner. At 

the end of the day all office staff must clear their work area and sanitize with disinfectant 

spray. If staff are working with the public, they are encouraged to wear a mouth and 

nose cover and protective gloves  

 

All equipment and touch surfaces must be disinfected daily to include phones, 

keyboards, copiers and door handles. 

 

IV. SERVICE DURING A PANDEMIC 
In the event of a large-scale pandemic, LTMI may need to, or be required to, reduce service 

to comply with public health department recommendations and directives or due to other 

variables that may hinder the ability to effectively operate transit service. LTMI has identified 

essential functions, those primary and supporting services that the organization must 

continue even in the event of an emergency. 

LTMI has identified tasks related to developing service reduction, system shutdown and 

system restorations plans. Service reduction planning shall identify indicators that will be 

monitored with regard to ridership and employee availability and include strategies for in 

service reduction. 

A. Service Reduction  

The following indicators will be monitored by Operations as potential service reduction 

triggers: 

1. Ridership 

2. Employee Attendance 
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3. Asset Availability 

Service levels will be adjusted as necessary with the following anticipated progressions: 

1. Shorten Hours of Operation 

2. Run Limited Services 

3. Limit Trips to Purposes Related to Medical Appointments, Access to Food, and Work 

4. Shut Down System 

B. Service Shutdown  

Given the need to stop service completely, the primary objective will be to execute an 

orderly, safe closure of service, which preserves LTMI assets in a condition that will 

facilitate later service restoration. 

C. Operations Shutdown 

1. All revenue vehicles will be appropriately positioned in the yard at close of 

operations for the night. 

2. Notifications will be provided to the other transit providers in the area (i.e. El Aguila). 

D. Service Restoration  

In anticipation of service restoration, the following actions will be performed: 

1. Conduct complete system inspection before start-up. This will include facility, 

fleet, and communications systems. 

2. Inspect office and vehicles, including power and operational checks of all equipment 

and supplies. 

3. Complete any repairs or maintenance identified during the start-up inspections. 

4. Inspect revenue vehicle fleet. 

Service will commence after the aforementioned actions have been accomplished, and 

contingent upon approval by the El Metro General Manager. 

E. Workforce  

1. Notification of Symptoms or Possible Infection/Exposure 

If an employee believes he or she has symptoms, possible infection, or may have 

been exposed he or she is required to notify their immediate supervisor and follow 

recommended Local Health Department Guidelines and LTMI Sick Leave Policies. 

2. Quarantine 

If an employee believes he or she has symptoms, possible infection, or may have 

been exposed he or she is required to notify their immediate supervisor and follow 

recommended Local Health Department Guidelines for self-quarantine in order to 

limit the spread of the disease. It is LTMI Policy that after an employee that tests 

positive for COVID-19, he/she must provide proof of a negative COVID-19  result 

to LTMI before returning to work. 

3. Staffing Level 

During confirmed pandemics by the Center for Disease Control and with the help 

of local public health departments, LTMI may implement the following staffing and 

service levels reductions. 
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V. STAFFING LEVEL CHART 
 
 
 
 
 
 
 
 
 
 

 

Level 1 
• CONCERNING 

100% staffed 

This level follows the 
Center for Disease 
Control hazard level 
criteria where 
bacteria/virus for 
which the threat of 
antibiotic resistance is 
low or there are 
multiple therapeutic 
options for resistant 
infections. These 
bacterial/viral 
pathogens cause 
severe illness. Threats 
in this category require 
monitoring and in 
some cases rapid 
incident or outbreak 
response. Basic 
education and supplies 
will be administered to 
conduct rudimentary 
housekeeping and 
hygienic practices. 

Level 2 
• SERIOUS 

50% Staffed 

This level follows the Center 
for Disease Control hazard 
level criteria where these are 
significant antibiotic-resistant 
threats where these threats 
will worsen and may become 
urgent. At this level public 
government has urged or 
required that travel be 
reduced. This level consists of 
employer and business 
center shutdowns where only 
minimal services are to be 
rendered 

Level 3 
• URGENT 
• 0% Staffed 

• This level follows the 
Center for Disease 
Control hazard level 
criteria where there is a 
high-consequence of 
antibiotic-resistant 
threats because of 
significant risks 
identified across several 
criteria. These threats 
may not be currently 
widespread but have 
the potential to become 
so and require urgent 
public health attention 
to identify infections 
and to limit 
transmission. 
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VI. ALERT STATUS DESCRIPTIONS 
 

A. Alert Status 1  

(Actively Monitoring - No reported cases in service areas)  

1. More frequently clean common areas including door 

hardware, bus seats, etc. 

2. Communicate online the precautions to avoid spreading COVID-19 or other 

bacterial/viral diseases. 

3. Continue to monitor attendance and communicate with local health officials 

4. Communicate to staff to stay home if sick 

5. Review Pandemic Plans 

6. Begin bi-weekly departmental briefings for communication updates 

B. Alert Status 2 

(Cases in service areas) 

1. Continue to monitor attendance and communicate with local health officials 

2. Ramp up cleaning efforts to expand cleaning to less frequently used areas in 

addition to common areas 

3. Potentially limit all unnecessary travel 

4. Potentially limit large gatherings to only essential events or consider postponing essential 

events 

5. Potentially limit/restrict outside visitors and guests 

6. Potentially restrict outside food deliveries to facilities 

7. Communicate to staff to stay home if sick 

8. Develop contingency plans 

C. Alert Status 3 

(Confirmed cases amongst service areas and/or LTMI employees) 

1. Potentially close buildings 

2. Potentially cancel all business-related staff travel 

3. Potentially cancel all events 

4. Potentially close office in consultation with the local health officials 

5. Communicate to residents the extent of closures, length, and work accommodations 

6. In the event of facility closures, communicate to staff which staff members are to 

report to duty to maintain services 

7. Perform a deep clean of all areas
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VII. CENTER FOR DISEASE CONTROL RECOMMENDATIONS 
A. Avoid close contact with people who are sick. When you are sick, keep your distance from others to 

protect them from getting sick, too. 

B. Stay home when you are sick. If possible, stay home from work, school, and errands 

when you are sick. You will help prevent others from catching your illness. 

C. Cover your mouth and nose with a tissue when coughing or sneezing. It may prevent 

those around you from getting sick. 

D. Cleaning your hands by washing them often or using hand sanitizer will help protect 

you from germs. 

E. Avoid touching your eyes, nose, or mouth. Germs often spread when a person touches 

something contaminated with germs and then touches his or her eyes, nose, or mouth. 

F. Practice other good health habits. Get plenty of sleep, be physically active, manage 

your stress, drink plenty of fluids, and eat nutritious food. 

G. Contact your family doctor if you have coronavirus-like symptoms and you have any 

questions. 
 

 

VIII. TEMPERATURE CHECKS FOR LTMI EMPLOYEES, 

CONTRACT EMPLOYEES, TEMPORARY EMPLOYEES AND 

INTERNS. 
 

A. Our goal remains to keep El Metro and El Lift Safe, and COVID-19 Free. 

During a pandemic, all employees, contract employees, temporary employees and interns 

reporting to work will be subject to a touch-free temperature check. Following CDC 

recommendations, we will not allow symptomatic people to physically return to work until 

cleared by a medical provider. Individuals presenting a temperature above threshold are urged 

to seek medical consultation immediately. Below please find CDC related information. 

  

The President of the United States of America has unveiled Guidelines for Opening up 

America Again, a three-phased approach based on the advice of public health experts. 

 

These steps will help state and local officials when reopening their economies, getting people 

back to work, and continuing to protect American lives. 

 

B. Employers 

Develop and implement appropriate policies, in accordance with Federal, State, and local 

regulations and guidance, and informed by industry best practices, regarding: 

1. Social distancing and protective equipment 

2. Temperature checks 

3. Sanitation 

4. Use and disinfection of common and high-traffic areas 

5. Business travel 
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C. Individuals 

Continue to adhere to State and local guidance as well as complementary CDC guidance, 

particularly with:  

1. Using some type of face covering. 

2. Continue to practice good hygiene. 

3. Wash your hands with soap and water or use hand sanitizer, especially after touching 

frequently used items or surfaces. 

4. Avoid touching your face. 

5. Sneeze or cough into a tissue, or the inside of your elbow. 

6. Disinfect frequently used items and surfaces as much as possible. 

7. Strongly consider using face coverings while in public, and particularly when using 

mass transit. 

  

 

IX. ADDITIONAL GUIDANCE 
  

Operations: Share information with Supervisors; conference with them to make sure we 

are clear on the do’s and don’ts. 

 

Transit Schedule by Week OF THE MONTH.  

Weekend to be tested by Transit Center Supervisor. 

Week 1 - Transit Advertising Specialist 

Week 2 - Administrative Assistant II (Transit Center) 

Week 3 - Transit Advertising Specialist 

Week 4 - Administrative Assistant II (Transit Center) 

Week 5 (same as one) - Transit Advertising Specialist 
  

AGM of Operations & Administration / Maintenance Asset Officer / Administrative Assistant II 

here at TC – see need to provide as much privacy as possible. 

  

A. Consider conducting daily in-person or virtual health checks (e.g., symptom and/or 

temperature screening) of employees before they enter the facility, in accordance with state 

and local public health authorities and, if available, your occupational health services: 

1. If implementing in-person health checks, conduct them safely and 

respectfully. Employers may use social distancing, barrier or partition controls, or 

personal protective equipment (PPE) to protect the screener. However, reliance on 

PPE alone is a less effective control and is more difficult to implement, given PPE 

shortages and training requirements. 

a. See the “Should we be screening employees for COVID-19 symptoms?” 

section of General Business Frequently Asked Questions as a guide. 

2. Complete the health checks in a way that helps maintain social distancing guidelines, 

such as providing multiple screening entries into the building. 

3. Follow guidance from HIPAA regarding confidentiality of medical records from 

health checks. PAYROLL AND BENEFITS COORDINATOR IS TO SAFELY FILE 

AND KEEP ALL LOGS. 

https://www.cdc.gov/coronavirus/2019-ncov/community/general-business-faq.html
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4. To prevent stigma and discrimination in the workplace, make employee health 

screenings as private as possible. Do not make determinations of risk based on race or 

country of origin and be sure to maintain confidentiality of each individual’s medical 

status and history. 

5. Monitor workforce for indicative symptoms. Do not allow symptomatic people to 

physically return to work until cleared by a medical provider. 

6. Please make sure all employees on duty are screened. 

7. People with COVID-19 have had a wide range of symptoms reported – ranging from 

mild symptoms to severe illness. Symptoms may appear 2-14 days after exposure to 

the virus. People with these symptoms may have COVID-19: 

a) Cough 

b) Shortness of breath or difficulty breathing 

c) Fever 

d) Chills 

e) Muscle pain 

f) Sore throat 

g) New loss of taste or smell 

h) This list is not all possible symptoms. Other less common symptoms have 

been reported, including gastrointestinal symptoms like nausea, vomiting, or 

diarrhea. See link below for further CDC information: 

o https://www.cdc.gov/coronavirus/2019-ncov/symptoms-

testing/symptoms.html?CDC_AA_refVal=https%3A%2F%2Fwww.cd

c.gov%2Fcoronavirus%2F2019-ncov%2Fabout%2Fsymptoms.html 

 

X. WHEN TO SEEK EMERGENCY MEDICAL ATTENTION  
 

A. Signs and symptoms of having COVID-19 include but are not limited to: 

1. Fever over 100 as it might be representative of ONE of the CDC identified COVID-

19 symptoms (see  partial list of symptoms CDC list below): 

2. Trouble breathing. 

3. Persistent pain or pressure in the chest. 

4. New confusion. 

5. Inability to wake or stay awake. 

6. Bluish lips or face. 

7. Please call your medical provider for any other symptoms that are severe or 

concerning to you. 

8. Call 911 or call ahead to your local emergency facility: Notify the operator that 

you are seeking care for someone who has or may have COVID-19. 

 
  

https://www.cdc.gov/coronavirus/2019-ncov/symptoms-testing/symptoms.html?CDC_AA_refVal=https%3A%2F%2Fwww.cdc.gov%2Fcoronavirus%2F2019-ncov%2Fabout%2Fsymptoms.html
https://www.cdc.gov/coronavirus/2019-ncov/symptoms-testing/symptoms.html?CDC_AA_refVal=https%3A%2F%2Fwww.cdc.gov%2Fcoronavirus%2F2019-ncov%2Fabout%2Fsymptoms.html
https://www.cdc.gov/coronavirus/2019-ncov/symptoms-testing/symptoms.html?CDC_AA_refVal=https%3A%2F%2Fwww.cdc.gov%2Fcoronavirus%2F2019-ncov%2Fabout%2Fsymptoms.html
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Date: April 2, 2020 

To: All EL Metro / LTMI Employees and Visitors  

Subject: El Metro COVID-19 PPE Policy 

By order of the City Council, effective April 4, 2020, all persons over the age of five 

(5) are required to wear some form of covering over their nose and mouth, such as a 

homemade mask, scarf, bandana, or handkerchief, when entering: into or inside of 

any building open to the public; when using public transportation, taxis, or ride 

shares; or when pumping gas. 

CITY OF LAREDO AMENDED EMERGENCY ORDINANCE INSTITUTING EMERGENCY 

MEASURES DUE TO THE COVID-19 PUBLIC HEALTH EMERGENCY 

https://www.cityoflaredo.com/assets/03-31-20_Amended_Emergency_Ordinance_.pdf 

El Metro COVID-19 PPE Policy 

In order to comply with City Orders, this Policy takes Effect on 4/02/2020. 

“El Metro Requires All Employees to comply and to Enforce Federal, State of Texas, and 

City of Laredo Orders issued for control and prevention of COVID-19.  In reference to nose 

and mouth covers, LTIM (El Metro) prohibits the use of covers that could be perceived as 

offensive, intimidating, derogatory or that portray a message which would be perceived as 

discrimination against protected classes stated in the Civil Rights Act of 1964. 

Additionally, all masks and covers must allow for full field of vision and must not obstruct 

vision in any way.  This will allow for the Safe Mobility of the employee, and Safe 

Operation of LTMI vehicles, tools, equipment, and allow safe completion of all duties and 

tasks of the employee.”  

Claudia San Miguel, El Metro / LTMI General Manager 

C.C. Frank Perkins & Joel Escobedo, Teamsters Local 657 
Posted at Each Time Clock, Emailed to all Employees, and Hand Deliver to Stewards.  
 
 
 
 
 
 
 
 



21 
 

https://www.cdc.gov/coronavirus/2019-ncov/community/critical-workers/implementing-safety-practices.html 

Critical Infrastructure workers who have had an exposure but remain asymptomatic should adhere to the following practices prior to and during their 

work shift: 

Pre-Screen: Employers should measure the employee’s temperature and assess symptoms prior to them starting work. Ideally, temperature checks 

should happen before the individual enters the facility. 

Regular Monitoring: As long as the employee doesn’t have a temperature or symptoms, they should self-monitor under the supervision of their 

employer’s occupational health program. 

Wear a Mask: The employee should wear a face mask at all times while in the workplace for 14 days after last exposure. Employers can issue 

facemasks or can approve employees’ supplied cloth face coverings in the event of shortages. 

Social Distance: The employee should maintain 6 feet and practice social distancing as work duties permit in the workplace. 

Disinfect and Clean work spaces: Clean and disinfect all areas such as offices, bathrooms, common areas, shared electronic equipment routinely. 

Watch for symptoms 

People with COVID-19 have had a wide range of symptoms reported – ranging from mild symptoms to severe illness. 

Symptoms may appear 2-14 days after exposure to the virus. People with these symptoms may have COVID-19: 

Cough 

Shortness of breath or difficulty breathing 

Fever 

Chills 

Muscle pain 



22 
 

Sore throat 

New loss of taste or smell 

This list is not all possible symptoms. Other less common symptoms have been reported, including gastrointestinal symptoms like 
nausea, vomiting, or diarrhea. 

 

https://www.cdc.gov/coronavirus/2019-ncov/downloads/critical-workers-implementing-safety-practices.pdf 

 

Interim Guidance for Implementing Safety Practices for Critical Infrastructure Workers Who May Have Had Exposure to a Person with 
Suspected or Confirmed COVID-19  

To ensure continuity of operations of essential functions, CDC advises that critical infrastructure workers may be permitted to continue 
work following potential exposure to COVID-19, provided they remain asymptomatic and additional precautions are implemented to 
protect them and the community.  

A potential exposure means being a household contact or having close contact within 6 feet of an individual with confirmed or suspected 
COVID-19. The timeframe for having contact with an individual includes the period of time of 48 hours before the individual became 
symptomatic. 

Critical Infrastructure workers who have had an exposure but  remain asymptomatic should adhere to the following practices prior to and 
during their work shift: 

Pre-Screen: Employers should measure the employee’s temperature and assess symptoms prior to them starting work. Ideally, 
temperature checks should happen before the individual enters the facility. Regular Monitoring: As long as the employee 
doesn’t have a temperature or symptoms, they should self-monitor under the supervision of their employer’s occupational 
health program. Wear a Mask: The employee should wear a face mask at all times while in the workplace for 14 days after last 
exposure. Employers can issue facemasks or can approve employees’ supplied cloth face coverings in the event of shortages. 
Social Distance: The employee should maintain 6 feet and practice social distancing as work duties permit in the workplace. 
Disinfect and Clean work spaces: Clean and disinfect all areas such as offices, bathrooms, common areas, shared electronic 
equipment routinely. 

If the employee becomes sick during the day, they should be sent home immediately. Surfaces in their workspace should be cleaned and 
disinfected. Information on persons who had contact with the ill employee during the time the employee had symptoms and 2 days prior 
to symptoms should be compiled. Others at the facility with close contact within 6 feet of the employee during this time would be 
considered exposed.  
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Employers should implement the recommendations in the Interim Guidance for Businesses and Employers to Plan and 
Respond to Coronavirus Disease 2019 to help prevent and slow the spread of COVID-19 in the workplace. Additional 
information about identifying critical infrastructure during COVID-19 can be found on the DHS CISA website or the CDC’s 
specific First Responder Guidance page. 

INTERIM GUIDANCE 

This interim guidance pertains to critical infrastructure workers, including personnel in 16 different sectors of work including: 

Federal, state, & local law enforcement 

911 call center employees 

Fusion Center employees 

Hazardous material responders from government and the private sector 

Janitorial staff and other custodial staff 

Workers – including contracted vendors – in food and agriculture, critical manufacturing, informational technology, transportation, energy 
and government facilities 

ADDITIONAL CONSIDERATIONS 

Employees should not share headsets or other objects that are near mouth or nose. 

Employers should increase the frequency of cleaning commonly touched surfaces. 

Employees and employers should consider pilot testing the use of face masks to ensure they do not interfere with work assignments. 

Employers should work with facility maintenance staff to increase air exchanges in room. 

Employees should physically distance when they take breaks together. Stagger breaks and don’t congregate in the break room, and don’t  
  



24 
 

 

Date Time Print  Name Company Phone No.
Temperature 

Reading

Taken By 

(Initials)

OVER 100 

(Initials)

El Metro Pre-Access Screen Check-In Log

To prevent COVID-19 Virus exposure all El Metro Employees and Visitor are to abide by all CDC and Mayoral Orders. 

Pre-Access Screening: If temperature reading is over 100° individual will be asked to leave the premises.

Pre-Access Screening: Individuals refusing screening process cannot be allowed into the premises.

For instances where the first temperature reading is over 100, a second reading will follow withing the next 5 minutes (no disipline will be assessed to 

employees missing clock in time as a result of the second temperature test.

Pre-Access Screen Check-In Log to be filed as confidential record by Payroll and Benefits Coordiantor.


