












EXHIBIT A





2 
 

of face masks is limited and does not allow for new masks to be issued daily, judges and 
nonjudicial personnel using UCS-issued face masks are expected to take proper care to 
allow for reuse of their mask to the fullest extent possible.  Generally speaking, face 
masks should be cleaned or replaced when damaged or soiled, should not be shared, 
should be properly stored when not in use, and should be safely discarded (in a general 
trash receptacle) when no longer usable. (See Exh. A, “Mask Guidance,” for 
recommended steps for use and reuse of face masks.) 

 

3. Personal Face Masks.  Judges and nonjudicial personnel are permitted to furnish and 
wear their own face masks, so long as such masks are professional in appearance.  (For 
example, scarves or bandana-type face coverings should not be used.)   

 
4. Gloves and Hand Hygiene.  The UCS will maintain a supply of gloves for use by judges 

and nonjudicial personnel.  While all employees are entitled to use gloves, gloves must be 
worn when opening mail and/or sharing materials such as court files (especially with the 
public).  Frequent hand washing and/or use of hand sanitizer that contains at least 60% 
alcohol is strongly encouraged.  Hand sanitizer meeting this requirement will be available 
in dispensers throughout the workplace.  
 

5. Removing Gloves:  Because the outside of gloves can be contaminated, they must be 
removed with care by:   (1) using a gloved hand, grasping the palm area of the other 
gloved hand and peel off the first glove; (2) holding the removed glove in the gloved 
hand; (3) sliding fingers of the ungloved hand under the remaining glove at the wrist; (4) 
peeling off the second glove over the first glove.  
  
Judges and nonjudicial personnel should be sure not to touch eyes, nose or mouth while 
or immediately after removing gloves, and should finish the removal process by washing 
hands thoroughly with soap and water or, where hand washing stations are not close in 
proximity, using hand sanitizer that contains at least 60% alcohol. 
 

6. Disposing of Masks and Gloves:  Following use (or, in the case of masks, final reuse), 
masks, gloves and disinfectant wipes should be placed in the trash or household garbage.   

 
B. Physical Distancing 

 
1. Judges and nonjudicial personnel are to make every effort to ensure that a distance of at 

least six feet is maintained from work colleagues and the public at all times.  Where this 
is not possible, (e.g. while moving prisoners or moving and lifting equipment, or at 
locations lacking six feet of space for social distancing), face masks must be worn. 

 

2. Employees must not congregate in locker rooms, break rooms, lunchrooms/cafeterias or 
other confined areas used by multiple people.  Crowded elevators should similarly be 
avoided. 

 

3. Judges and nonjudicial personnel are encouraged to take their lunch break in open outside 
areas wherever possible. 
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C. Movement and Commerce  
 
1. To the extent possible, locations for pick-up and delivery of mail, packages, and other 

items should be designated that minimize foot traffic in the workplace by non-UCS 
personnel. 

 
2. Public or common areas (e.g. lines, parking areas, conference rooms) should be arranged 

to maximize social distance among clients and minimize interaction with others in the 
area. 

 
3. Like all unnecessary court traffic, visitors to court personnel in the workplace for reasons 

other than necessary in-person court business are strongly discouraged. 
  
4. UCS staff travel will be limited to essential travel only. 

  
D. Hygiene and Cleaning 
 

1. Hand hygiene stations -- including handwashing facilities with soap, water, and 
disposable paper towels, and/or hand sanitizer containing 60% or more alcohol (for areas 
where handwashing facilities may not be available or practical) – will be provided for 
both public and personnel use in all court facilities and should be located in high-traffic 
areas (elevator locations, central staff locations, etc.).  

 
2. Use of water fountains in UCS facilities is prohibited.  Water coolers in the workplace 

may be used only with clean drinking containers or fresh paper cup. 
 
3. Work locations will be provided with appropriate locally-obtained cleaning/disinfection 

supplies for use in wiping down frequently touched surfaces in court facilities, e.g. water 
cooler handles, telephones, chair handles, etc.  Judges and nonjudicial personnel (and 
where appropriate, the public) are encouraged to use these supplies liberally. 

 
4. Regular daily cleaning and disinfection of facilities will continue. More frequent cleaning 

and disinfection should be performed on high use areas and frequently touched surfaces. 
 
5. In the event of exposure of an area to a person testing positive to COVID-19, such 

cleaning will include, at a minimum, all heavy transit areas and high-touch surfaces (e.g. 
vending machines, handrails, bathrooms, doorknobs). 

 
E. Signage and Safety Precautions for Facilities 

 
Appropriate signage will be posted on and throughout UCS facilities memorializing safety 

concerns and protocols, such as the need to wear face masks, practice social distancing and 
engage in frequent hand hygiene.  Additional safety precautions utilized in UCS facilities may 
include installation of plexiglass barriers, floor and other markings to denote proper social 
distancing, reconfiguration of common areas such as conference rooms or workspaces to ensure 
adequate spacing, and similar steps.  All Judges and nonjudicial personnel are asked to adhere to 



4 
 

local guidance and/or safety protocols provided in any of our facilities – for example, signage 
indicating the maximum number of people that may be in certain areas at a time, floor markings 
denoting proper distancing, and the like. 
 

F. Testing 
 

While the court system has no independent COVID-19 testing capacity, we highly 
recommend that court personnel make use of the testing facilities of State, county, and municipal 
agencies.  See, e.g., https://coronavirus.health.ny.gov/covid-19-testing (State); 
https://www.nychealthandhospitals.org/covid-19-testing-sites/ (New York City); 
https://www2.monroecounty.gov/health-COVID-19 (Monroe County); 
https://www.wkbw.com/news/coronavirus/coronavirus-testing-where-to-get-a-covid-19-test-in-
western-new-york (Western New York); etc.  An internet search should disclose the best 
available local testing options. 

 
****** 

 
The health and safety of our workforce and of the public remain the top UCS priorities as 

we return to courthouse and office settings around the State in coming days and weeks.  If you 
have any questions about these protocols, please contact the Division of Human Resources.  And 
as always, thank you for your dedication and cooperation in this effort. 

 
 

c: County Clerks 
 
 
 
 



 
Mask Guidance 

 
Pursuant to gubernatorial Executive Orders and UCS policy, face masks must be worn by 

all members of the public in court facilities, as well as by judges and nonjudicial court personnel 
who are in direct contact with members of the public or are unable to maintain social distancing 
(six feet) from other court personnel.     
 

A.  Rationale for Mask Guidance 
 

This Guidance is designed to provide judges and nonjudicial personnel with the necessary 
information on proper mask use and reuse, to ensure maximum protection of court personnel 
and the public, and to ensure optimal use of the Court System’s supply of masks.   

 
B.  Distribution, Use and Reuse of Masks 

 
The Department of Public Safety will regularly supply each District or court with the 

appropriate supply of face masks based upon estimated staffing and in accordance with 
operational needs. Masks will be securely stored at each worksite/location and shall be issued to 
employees by a uniformed supervisor.   

 
Because the UCS supply of masks is limited, we ask that all UCS judges and 

nonjudicial personnel make every effort to store and reuse those masks whenever possible – 
that is, whenever a worn mask has not become visibly soiled, damp or damaged through 
extensive use during the day.  However, soiled, damp or damaged masks should always be 
replaced by making a request to a uniformed supervisor.   

 
Masks should not be diverted to persons outside the UCS, unless specifically authorized 

by a uniformed supervisor or otherwise in accordance with established protocols/procedures. 
 
Face masks that are no longer useable should always be discarded in an appropriate 

receptable, e.g., any garbage can or waste basket, but never the hallway or sidewalk.   
 
Questions about this guidance or mask distribution/use, generally, should be directed to 

the UCS Department of Public Safety.  
 

C.  Removal and Re-Use of Mask  
 

To remove a mask with intent to reuse: 
 
1. Perform hand hygiene 

 
2. Remove mask 

 Ear-Loop Mask Style: remove mask by holding the ear loops. Because the mask front 
may be contaminated, remove slowly and carefully. 

 Tie Back:  remove mask by untying lower ties FIRST; untie upper ties last. Because the 
mask front may be contaminated, remove slowly and carefully. Ensure ties do not fall 
into clean interior side of mask. 
 

3. After removing mask, visually inspect for stains, contaminants, tears, or distortion in 
shape/form.  If soiled, torn, or saturated, the mask should be discarded. 

  



4. If the mask is NOT visibly soiled, torn, or saturated, carefully store in a brown paper 
(lunch) bag, or if a bag is not available, a paper envelope labeled clearly with the following 
information:   “face mask”, date, your name, and "front" and "back" on the two sides.  
Insert your mask so that the front of the mask faces the side of the bag/envelope labeled 
"front."   

 
5. Perform hand hygiene. 

 
To re-apply used mask: 
 

1. Perform hand hygiene 
 

2. Grasp mask  
Pinch mask at the ear loops or grasp upper ties 
 

3. Place mask over face 
For ear-loop style mask: secure ear loops behind the ears; secure mask.  For tie back style 
mask: secure upper ties first, behind head; then secure lower ties behind head.  
 

4. Perform hand hygiene 
 

***A single mask can be safely worn during several workdays or shifts when these procedures are 
followed.*** 
 
While adherence to these guidelines is expected for UCS-issued masks, employees that are not in 
direct and/or frequent contact with the public who elect to wear their own mask, including cloth 
masks, may also find this guidance helpful.  Note: personal cloth masks that will be reused by 
an employee should be laundered at home between each use.  

 
Frequently Asked Questions 

 
Will N95 respirators be provided to UCS personnel?  

The UCS supply of N95 respirators is currently out of stock, but we anticipate receiving an additional 
supply in June.  However, N95 respirators are difficult to wear for long periods of time and are 
impractical for generalized use.  Also, because our supply of N95 respirators is anticipated to be much 
smaller than our supply of surgical and/or cloth masks, any supply of N95 respirators will be 
reserved for employees with an elevated risk of coming into contact with the virus.  (Guidance about 
the use of N95 respirators will be provided to such employees upon distribution.) 

 
Should court visitors be wearing face masks?  

Yes.  Pursuant to the Governor’s Executive Order, all visitors must have a face mask/covering in 
order to enter our courts, offices and/or facilities.  Please refer to the revised Courthouse Protocols 
issued on May 15, 2020, for more detailed information and guidance about members of the public 
and face masks.   

 
How can I eat/drink when I am supposed to wear a mask?  

Proceed to an appropriate location where social distancing can be accomplished and you are able to 
wash your hands or use hand sanitizer.  Perform hand hygiene, remove the mask, eat or drink, and 
then replace your mask following the above guidelines.  
 

May I use my UCS mask for personal use, including commuting to and from work? 
UCS-issued masks are intended for use only for court purposes during business hours.   




