
         RESUMING OFFICE OPERATIONS 

                          June 1, 2020 

What Happens Next As We Continue Serving Our Members?  

Prepared by Hugh Gordon, Association Executive 

As we adapt to the “new normal” in our industry and community, we want to see our members and staff 

come back to our building as quickly as possible. However, safety must be the highest priority through-

out this process to enable us to continue providing the level of support we have given consistently on a 

remote basis. 

As we composed this reopening strategy, we followed the CDC/EPA guidelines, the State of Maryland 

Governor’s Roadmap to Recovery guideline principles, and the Frederick County Executive’s plan for reo-

pening. Please know the details within this plan could change at any moment. FCAR members and staff 

are still encouraged to follow the association on our website at www.fcar.org and our media outlets,  as 

well as to consult www.cdc.gov, and the updates and resources on www.mdrealtors.org. 

As of this time, all large member and high-contact events on FCAR’s calendar through August 2020 have 

been canceled and/or postponed. All large member events between September 2020 and December 

2020 are being carefully analyzed and may be suspended until 2021. 

Similar to Governor Hogan’s recently announced plan for Maryland to reopen gradually and Frederick 

County Executive Gardner’s cautious approach, we too are taking a similar timeline approach with pre-

cautionary measures in place. However, all the dates and phases are subject to change should new or-

ders be issued by local, State, or national government mandates. 

PHASE ONE         JUNE 1, 2020 THROUGH JUNE 26, 2020  

• FCAR offices will be professionally deep cleaned before Phase One begins. Additional deep cleaning 

best practices will be implemented on a regularly scheduled basis. 

• FCAR staff will work both remotely and in the office. The office hours will remain 8:30 a.m. until 4:30 

p.m.  A limited crew of staff members will be on site to serve members during business hours. Re-

maining staff will be available to members via phone and email.  
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PHASE ONE CONTINUED 

• PPE (Personal Protective Equipment) items will be provided to staff if required. 

• Services will be available via curbside pickup only. FCAR members will be encouraged to make appoint-

ments with staff and/or call in advance if possible. Members will be able to order FCAR REALTOR®  store 

items online or over the phone and make payment online or over the phone. 

• All classes, meetings, training and orientations will continue to be held virtually at least through Phases 

One and Two. 

• Staff will sanitize their workstations and common area surfaces and door handles at the beginning and 

end of each day. 

• Staff should limit use and occupancy of their coworker’s workspaces and sanitize as needed. 

PHASE TWO         JUNE 29, 2020 THROUGH JULY 31, 2020 

• All classes, meetings, training and orientations will continue to be held virtually at least through Phases 

One and Two. 

• There will be a limited number of members permitted in the office at one time. All visitors must enter 

through the front door and must be allowed into the office by a staff member, as the door will remain 

locked. 

• Mandatory masks and CDC social distancing guidelines will be enforced. If a member does not have a 

face covering, FCAR will have disposable masks available for use. Masks will be placed in a bag outside 

of the office for the member to put on prior to entering the office. Notification of our safety precau-

tions/policies will be communicated to members in advance, and signage will be installed in all re-

strooms showing proper hand washing protocol. 

• FCAR members will be encouraged to make appointments with staff and/or call in advance if possible. 

Payment via phone/online and curbside pick-up will be offered and encouraged. 

• No member and/or visitor will be allowed in individual staff offices. 

• Common area gatherings are discouraged for members and staff (e.g. hanging out in empty board-

room, staff gathering in kitchen together, members bringing guests to sit in the FCAR waiting area, 

etc.) 

• The REALTOR® store will be off limits to anyone besides staff.  
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PHASE TWO CONTINUED 

• The kitchen area will be off limits to anyone besides staff. Staff should practice social distancing while 

in the kitchen and sanitize surfaces frequently. 

ACCOMMODATING OUR STAFF 

• The FCAR staff enjoy an open, honest, family-friendly work culture. If staff have a personal problem, 

concern, or issue, they are encouraged to address it with the Association Executive. 

• The safety and health of our staff team is critical. The goal is to ensure that the staff feels safe coming 

to work. As we return to working at the office, should an accommodation need to be made for a staff 

member, that conversation will be kept private between the staff member and the Association Execu-

tive.  

• In the event an FCAR employee exhibits any symptoms including fever, and/or sore throat, the em-

ployee will not be permitted in the office. According to the CDC, the following conditions must be met 

before someone with suspected COVID-19 may leave home isolation: 

       A.) At least three days (72 hours) have passed since recovery, defined as resolution of fever without     

              the use of fever-reducing medications and improvement in respiratory symptoms (e.g. cough,      

              shortness of breath,) and      

       B.)  At least 10 days have passed since symptoms first appeared. 

• Staff should be aware of the Employer Paid Leave Requirements of the Families First Coronavirus Re-

sponse Act. 

• As stated in Phase One, staff will be working partially from home. As always staff may continue to use 

their PTO (Paid Time Off) day at their discretion. However, staff should keep in mind that PTO means 

you will not be actively working. Please make every attempt to make PTO requests in advance at a 

minimum of 24 hours. 
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IF A STAFF MEMBER TESTS POSITIVE FOR COVID-19 

• It should be immediately and confidentially reported to the Association Executive 

• The Association Executive will communicate directly with the other staff and volunteer leadership, and 

will consult, if necessary, with an HR Consultant for further guidance. 

• According to the CDC, the following conditions must be met before a person who has tested positive 

for COVID-19 may discontinue home isolation: 

       A.) Resolution of fever without the use of fever-reducing medications. 

       B.) Improvement in respiratory symptoms (e.g. cough, shortness of breath,) and 

       C.) Negative results of a COVID-19 test confirmed by a healthcare professional. 

 

 

 

Let’s Keep our Workplace Safe! 


