Dear Kawerak Employees,

I hope this communication finds you healthy and safe.  Your health and well-being is Kawerak's top priority as an employer.  We are facing unprecedented times, but I want to reassure you that Kawerak values you and the services you provide to our region, and we want you and your families and  communities to protected as much as possible.

Yesterday, we had an Admin/Executive Staff meeting and made some decisions together to ensure that we are protecting employees as well as doing our part to reduce the likelihood of spreading the COVID-19 virus, while still providing services to our region as best as we can.  Here are some important updates for you:

1.  Kawerak will continue to pay Employee Health and Wellness Leave until we are able to resume normal operations.  I want you all to know that the last thing we want people worrying about is whether or not they will have a job or get paid.  

2.  Monday, March 30th will be the last day for any Kawerak employees to access Kawerak facilities until further notice, with the exception of IT who will stagger their presence in their building as well as our main buildings (for the purpose of dropping off equipment for employees), also, Faye Buffas and Lena Brizuela will be staggering their time in the office to provide Tribal Welfare Assistance.  Benny Piscoya, our Courier, and John Haeger, our temporary Custodian, will be the only other two people allowed to regularly access our facilities.  This is to ensure no cross-contamination.  For people needing access to our buildings for other purposes, such as to check for incoming faxes, you will need to seek approval and set up a day/time to do so with our VP of HR & Facilities, Darlene Trigg.  The copiers will not be monitored for incoming faxes.  She can be reached at ext. 4339 or by email at dtrigg@kawerak.org  For Head Start Facilities, if staff need access, they will need to contact Rebecca Callahan for the Nome site at 443-9058 or rcallahan@kawerak.org and for village employees, contact your supervisor for permission and to set up a date/time.  Those who do access the facilities will need to wipe everything they touch with disinfecting wipes before leaving the building.  If you have plants that you don't want to have die, bring them home by Monday at 5pm.

3.  There are some people who are working from home.  Attached is a list of people who are.  Employees who are working from home will be working a reduced schedule from 11am-3pm, with the exception of a handful of employees who have to continue to work full-time.  Employees who are working the reduced schedule will apply EHW leave to the rest of the workday.  Employees who are working the the reduced hours from home will be afforded one week of time off via EHW leave and employees who are working full time from home will be afforded two weeks of time off via EHW leave when operations resume to normal.  Employees who are unable to work will have EHW leave applied until we return to our offices.  You can expect this to go on at least through May 1st.  As things progress, we may need to extend this date.  For the employees who are working from home, Kawerak will cover internet costs  and in certain situations, also cover telephone expenses (with supervisor approval) and we ask that you upgrade your internet plan to unlimited.  If you need to switch providers and there is a cost associate with that, it is an allowable charge to the p-card.  If you are working from home and do not have a p-card, your supervisor will assist you with upgrading your internet plan and having Kawerak cover the costs.  This will be in effect until we are able to return to our offices.  If you are an employee working from home and need equipment to do so, please coordinate with your supervisor who will then coordinate with IT.  IT will make equipment available as it becomes available and will coordinate with an employee and Darlene to set up a day/time for the employee to pick up the equipment from one of Kawerak's buildings.  IT will not install equipment in people's homes but will be available to walk you through the steps over the phone.

4.  VPSOs will be working the reduced work schedule from their offices and still available for emergencies.  They are being provided with masks.

5.  Tribal Coordinators - please work with Cheri and your local supervisor to determine what hours you will be in your offices during the 11am-3pm timeframe.  Please inform your Tribal Council that under no circumstances will Kawerak allow our Tribal Coordinators to be in the offices with other people.  The office must be closed and locked while the Tribal Coordinator is in the office.  If TCs are issuing pay checks, please work with employees to schedule times for them to pick up their pay check in a way that they do not interact with anyone while they are there to pick up a paycheck.  If the Tribal Council will not honor Kawerak's request to have the TC be in the office during scheduled hours without anyone else present, do not go to the office.  Inform Cheri.

6.  Tribal Family Coordinators are working the reduced schedule from home and are limiting home visits to certain situations.  They are coordinating with their supervisor to determine whether to enter homes or not.  They are conducting business with their work-issued cell phones.  The CAC will be accessible as usual for children's appointments.  Employees are working from home but will come in as necessary for the appointments and will wear masks.  TFCs and CAC staff will still be checking emails and court calendars and calling in for court cases.

7.  Accounting and IT departments are accessible by phone / email between normal business hours of 8am-12pm and 1pm-4:30pm.

8.  Phones:  The Kawerak main line is transferred to Diane Paniptchuk's work issued cell phone and she will be answering calls from her home between the hours of 11am-3pm.  She cannot transfer calls to you but will provide them your work number to call if you are one of the people working from home.  If you're working from home, please have your work extension forwarded to your number that you're available at.  You can work with IT if you don't know how to do that.  Attached is the phone listing of people who are working, if you call their extension between 11am-3pm it should transfer to their phone at home.  You can also just call the main line and Diane will tell you the number you can call to reach an employee.

9.  The Courier, Benny, will be receiving and processing mail and packages.  Items received will sit for 2 days before he handles them again.  Packages will remain in the main building and you can arrange a day/time to pick them up by requesting permission from Darlene once the 2 days have passed.  Benny will be delivering mail to the division VPs homes once or twice a week.  The mail will be set aside for 2 days before being handled.  VPs are set up with scanners to email mail to PDs or other staff who are working from home and need to receive their mail.  For CSD, Gina Appolloni will receive mail.  Benny is being provided with masks by HR.  

10.  Childcare/EHS/HS:  is closed through at least 5/01 (following school closures).  Some employees are working from home.  Staff are working on a plan to provide children with at-home learning experiences and will announce the plan once it is finalized.  Please see above for instructions for staff who need to access the facilties.

Please let me know if you have any issues.  I know it's going to be difficult to work from home as opposed to going into the office,for those of you who are.  However, this virus makes no exceptions and we need to put the well-being of our communities at the fore-front.  Please take care of your mental health during this time, be kind and patient with each other and your families, and follow all the precautions and regulations that are related to this deadly virus.  I'm typing this to you from home, where me and my family are under quarantine for 12 more days.  I am taking this very seriously and I ask the same of you.  May you and your family and communities be safe and healthy.

Sincerely,

Melanie
[bookmark: _GoBack]
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