
OPERATIONAL READINESS: SITE-SPECIFIC RETURN-TO-WORK PLAN CONSIDERATIONS MATRIX (5/18/2020) – use to develop site-specific plan 

Management Response Employee & Employee Exposure Employee & Customer/Contractor/Vendor Exposure 
COVID-19 Team: 
-Establish team to lead ongoing longer term 
efforts to manage the City's COVID-19 response 
and Re-opening plans in your Department 
-Department Heads are City-wide COVID-19 
Response Team 
-Positive Exposure Response 
-Presumed Exposure Response 

Workstations: 
-Reassess workstation layout for social distancing; 
reconfigure cubicle/office layout if necessary 
-Replace half wall with full wall or add Plexiglas 
where half wall separates two coworker cubicles 
-Avoid shared workstations if possible 
-Provide disinfecting wipe stations in office areas 
for staff to retrieve wipes for cleaning touch 
points in offices 

Public Interaction Stations/Areas: 
- Ensure signs are posted at each location about not 
entering the building if experiencing symptoms 
-Social distancing line; add signs and 
markings on floor at 6ft intervals 
-Continue with PPE  
-Physical barriers where social distancing can't be 
maintained for transactional purposes 

Communication: 
-Continue ongoing workforce communication 
efforts and public facing communication 
-Continue updating COVID-19 internal & external 
website and information pages 
-Continue updating FAQs on HR website 
-Welcome Back to Work Memo? 
-Safety Measures for Employees Memo (Training 
on COVID-19 – eg. CCFD video, and social 
distancing in office/common areas/meetings) 
-Use email and telephone – not ‘water cooler’  

Telecommuting/Shift Changes: 
-Consider extending telecommuting 
arrangements when needed to support necessary 
social distancing strategy 
-Consider staggering in-office/work-from-home 
staff to contain exposure to limited # staff 
-Establishing alternating days or extra shifts that 
reduce the total number of employees in a 
facility at a given time, allowing them to 
maintain distance from one another while 
maintaining a full onsite work week 

Customer Service Counters: 
-Install barrier at customer service counters that 
don't already have them 
-Work with facilities to order temporary 
Plexiglas/sneeze guards for front counters 
-Establish line queue protocols for all customer 
service counters (signage, barriers, floor markings) 
that don't already have them 
-Provide disposable pens for customer use that they 
can take with them or dispose of 
-Provide hand sanitizer (wall mount/pedestal 
preferred v. bottles) for customer use 

Policies: 
-Ongoing HR policy updates 
-Update COVID-19 FAQ/exposure protocol  
-Mandatory use of face coverings for employees 
if in public areas; City provides face coverings to 
employees that request them 
-PPE/gloves as appropriate 

  -Social distance – 6ft apart – at work 
  -No handshake 
  -Wash hands frequently, hand sanitizer backup 
  -Eat lunch at desk – not break room  

-Health screening protocols/self-monitoring 
-Finance – reimburse cell/internet home 
expenses? 
 

Meetings/Training: 
-Continue use of distance meetings/training when 
appropriate 
-Remove conference room chairs so that only the 
amount that allows for social distancing are in the 
room 
-When conducting in-person interdepartmental 
meeting, use meeting rooms outside of office 
area when available, to limit amount of non- 
department staff entering your office area 
-Set up training rooms to maintain social 
distancing. Placement of audience chair seating 
or table/chair seating 6 feet apart will reduce max 
occupancy size for rooms (determine max for 
each room). 

Contractors/Vendors: 
-Use distance meetings to conduct business when 
possible 
-For those that come on-site, obtain commitment in 
writing from contractors/vendors that they have 
provided employees with COVID-19 training and 
education and have policies and procedures in place 
to keep sick employees out of workforce 
-Employees to maintain 6 ft social distancing from 
contractor/vendor when possible; OR establish 
protocol with contractor/vendor that they wear face 
mask, PPE on site 
-Limit contractor/vendor access to work areas as 
much as possible (i.e. deliver at front door of office 
suite versus entering into back area of office) 



Scaling of Re-Opening: 
-Phased in approach prioritizing public and 
employee safety, public facing services 

Mail: 
-Mail room staff continue to wear PPE 
gloves when handling mail 
-Employees assigned to pick up mail to use 
gloves and disperse mail per department 
protocols 

Payments: 
-Continue promotion of on-line payments 
-Initiate touchless credit card payment 

PPE/Supplies Procurement: 
-Continue purchasing of PPE and 
disinfecting/sanitizing supplies in anticipation of 
ongoing pandemic management 
-Stock at each department 
-Review of respirator disinfecting options for 
respirator reuse given limited sourcing options 
-Continue review of disinfecting equipment 
options to achieve efficiencies with cleaning 
processes 

Copiers/Printers (Options): 
-Wash hands before and after each use (or use 
hand sanitizer) 
-Use gloves and wash hands after removing 
gloves 
-Use designated push button tool that is stored in 
holder for each individual employee at machine 
-Use print hold and wait to print in batches to 
reduce machine use exposure 

Group Activities: 
-Review programs to ensure group activities in 
compliance with orders regarding maximum group 
gatherings and social distancing requirements 

Facility Design: 
-Review industry options for touchless door 
openers 
-Availability of touchless faucets, hand towel 
dispensers, toilet flushing, lights 
-Consider one-way travel for areas with tight 
corridors 
-Signage for elevators/restrooms 
-HVAC/Air Controls 
-General Housekeeping/Janitorial Controls 

In/Out Boards:  
-Advise staff to wash/sanitize hands 
before/after using shared marker use OR 
designate individual board markers per 
employee OR don’t use 

Parks and Community Centers (pools, senior centers, 
etc): 
- When allowed to open, practicing of social 
distancing in accordance with CDC guidelines 
- Consider phasing in park activities, meetings, 
gatherings etc. 

Travel:  
-Maintain travel restriction until further notice 
 

Breakrooms/ Kitchens/Restrooms/Locker rooms: 
-Assess if/when to reopen 
-Remove some of the tables in seating are to 
provide for social distancing 
 

City Council Public Meetings: 
- Entrance- limiting number of people? 
- Seating to provide for social distancing (every other 
chair or every two chairs apart and between rows) 
- City Council Leaders - seating 6 feet apart 
- Consider changing the format for public questions - 
at podium and use of microphone 
- Continue to utilize Zoom meetings? 

Employee Visitors:  
-Continue prohibiting employee's friends/family 
members from visiting employee in the 
workplace 

Cleaning & Disinfecting: 
-Continue following CDC recommended cleaning 
and disinfecting protocols based on exposure. 
-Continue sourcing EPA approved products 

Vehicles:  
-City vehicles to be one person (driver only). If City-
vehicles are used by more than one employee or 
used to transport others, ensure departments are 
following disinfecting protocols between uses 

 


