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Summary Title: Workplace Activation Plan 

Title: COVID-19 Workplace Activation Plan 

From: City Manager 

Lead Department: Human Resources 
 
On January 25, 2021, Council provided direction to staff to submit a “comprehensive and dynamic work 
safety plan” to document the city’s workplace response to COVID-19. In response to this direction, the 
City Manager is submitting the attached “COVID-19 Workplace Activation Plan,” noted as Attachment A.  
 
The Workplace Activation Plan is a living document that will be updated as health conditions and best 
practices evolve. Further, the plan will continue to change as the City manages the uncertainties of the 
pandemic and including balancing operational approaches with safety restrictions and fiscal constraints. 
 
BACKGROUND  
The Workplace Activation Plan will be used as a guide for planning purposes and provides a review of 
the safety and logistics that must be considered prior to reopening or expanding services through the 
end of the pandemic.  
 
Throughout the pandemic, City leadership have continued to monitor the COVID-19 situation daily, 
engaging with medical experts and advisors, and regularly reviewing communications from health 
authorities. Since the pandemic began, City operations have evolved in several ways including examples 
like:  
 

• Instilled mask-wearing as a standard work practice. 

• Changed the way we work to maintain distancing whenever possible. 

• Stopped sharing vehicles when practical. 

• Initiated health screenings at the start of each shift. 

• Assigned 40% of the workforce to work remote.  

• Put employees on rotations. 

• Suspended travel. 

• Upgraded 31 city facilities to MERV-13 filters. 

• Closed breakrooms. 

• Installed plexishield barriers. 

• Held thousands of staff and project meetings virtually. 

• Increased cleanings and sanitation.  
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• Installed 8 HEPA filtration units. 

• Moved desks, reconfigured workspaces. 

• Mailed a 3-ply mask to every City employee’s home. 

• Put COVID signage --- everywhere. 

• Increased mindfulness sessions and wellness training. 

• Conducted contact tracing for 50 employees. 

• Provided release time for COVID testing and vaccines. 

• Vaccinated 600 employees in a matter of weeks. 

• Hired a workplace safety expert to review our plans and conduct audits. 
 
Safety continues to be principle priority for the City. Notably, the City has experienced a COVID-positive 
rate of less than 1% from work-related exposures. Incredibly, this safety record includes emergency first 
responders in environments with high risk of exposure. A safety record such as this requires 
organizational discipline, diligence and exceptional attention to safe work practices.   
 
Since the beginning of the pandemic, we’ve seen a resilient workforce that continues to place health 
and safety at the forefront of all we do as we provide services to the community. Employees have 
demonstrated continued integrity, accountability and work ethic navigating this pandemic together. 
Through careful planning and vigilance through the next tiers and post-pandemic, the City will continue 
placing our highest value on the health and safety of our employees and community.  
 
For further background and insight on some of the City’s safety approaches are noted below:  
 

• SC County Health Worksite-Specific Safety Plans:  It is important to understand that employers 
in Santa Clara County are required to submit site-specific worksite plans to the County Public 
Health Department. A point of contact for each worksite is responsible to ensure the site-
specific plans are followed. The plans specify ongoing requirements for training, signage, 
sanitation, capacity, distancing, and how to handle exposures.  
 

• OSHA Emergency Regulations:  Toward the end of 2020, CalOSHA adopted 21 pages of 
Emergency Regulations for addressing COVID safety in the workplace. The emergency 
regulations required employers/agencies to submit a written COVID-19 Prevention Program, 
which the City’s Human Resources completed. The CalOSHA emergency regulations cover 
employee training, correcting unsafe and unhealthy conditions, face coverings mandates, 
infection prevention techniques, employee benefits for absences due to COVID-19, 
identification of outbreaks, notification of exposures, and recordkeeping. Human Resources 
worked with Facilities, Safety Officer and others to confirm the City is in compliance with the 
emergency regulations.  
 

• Employee Virtual Resource Center: Early in the pandemic, Human Resources launched a COVID-
19 Employee Resources website to centralize COVID-19 protocols, safety procedures and to 
provide supportive resources such as wellness programs, childcare providers and financial 
information.  
 

• Employee COVID Training:  Approximately 840 employees have completed virtual training 
focused on how COVID spreads, recognizing symptoms and prevention. In addition, 234 
supervisors also completed additional training on how to clean and disinfect their workplaces. 
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• Maximizing Remote Work: To comply with the County’s Health Order to minimize the number 
of employees reporting to the workplace, approximately 300 employees are assigned to work 
remote. Specific wording from the health orders is as follows: “Businesses that are allowed to 
operate facilities in the County must maximize remote work. All employees who can work from 
home must do so. The only employees who can go to work are those who cannot perform their 
job duties from home.”  Training classes have been provided to assist employees with adapting 
to new work methods. An ergonomics specialist is available for virtual appointments to 
recommend no-cost and low-cost adjustments to avoid injuries while working from home.   
 

• Employee Health Symptom Screening:  County protocols require all employees reporting onsite 
to complete a self-screen to check for COVID symptoms. Initially the self-screen was conducted 
by the supervisor verbally with each employee upon reporting to work. The City’s IT Department 
has developed a custom-designed app which is now being piloted in two departments. The app 
provides a platform for employees to conduct their health screening, and if symptoms are 
reported, Human Resources is automatically notified to connect the employee to medical 
support.  
 

• Requiring Use of Face Masks:  In April 2020, Council proactively adopted a Face Mask Order 
which was communicated to the workforce through notices, signage and safety meetings. Since 
that time, the mask guidance has been updated based on newer health information and medical 
studies. The City continues to inform employees of these mask updates.  

 

• Employee COVID Advice Line:  Human Resources has activated a COVID Advice Line for 
employees to submit questions or report violations. In addition to the advice line, employees 
may call or email the HR receptionist, or talk to an HR manager. HR typically receives 2-3 calls a 
week from employees who have questions or are seeking information. HR staff are also 
providing tutorials to show employees what is available on the COVID Employee Virtual 
Resource Center. HR held a tutorial for 8 representatives from Community Services worksites 
and the feedback was very positive.  
 

• Cleaning and disinfecting: Under the guidance of the Public Works Director, the Facilities 
Manager established a written Facilities Environmental Pathogen Cleaning and Disinfecting 
Procedure. Under these procedures, custodial staff and contractors are cleaning occupied City 
buildings multiple times per day, bathrooms are cleaned twice per day, and all doors are cleaned 
repeatedly. The City’s contractor is equipped with specialized disinfectant fogging machines. If a 
COVID exposure occurs at a worksite, 5 vendors are on pre-authorized contracts to be available 
on short notice for deep cleaning. In addition, our crime scene clean-up vendor is pre-authorized 
to provide specialized cleaning for vehicles when an exposure occurs. The crime scene cleaners 
have been utilized for COVID exposures in police patrol cars.  
 

• Protocols Specific to Worksites or Operations:  Due to the wide range of work performed 
throughout the City, it is not possible to take a one-size-fits all approach to COVID safety 
response. It has been necessary to deploy a variety of protocols depending on the worksite or 
operation. For example, employees no longer drive together to worksites and instead drive 
alone when possible, or they no longer go into a building to check in before heading out to the 
field unless necessary. This has required employees to revise their normal routines, carry 
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computers with them or change routes. When the County ordered all break rooms closed 
except to use appliances, outdoor tents were made available where possible for employees to 
take breaks and eat meals. Where tents were not feasible, employees have been advised to 
consume meals outdoors or in their vehicle. For distancing, visual stickers and signs have been 
placed on floors and offices, and acrylic barriers have been installed. Prior to re-opening to the 
public, an operation-specific plan is developed and documented to ensure physical distancing is 
maintained.  
 

• COVID-19 Contact Tracing and Reporting:  The City’s Assistant HR Director is a specialist in 
occupational health and safety, and is overseeing the City’s contact tracing program for all 
workplace exposures. Through the Workers’ Compensation Joint Powers Authority, we also 
have access to workplace safety experts and services to provide further support as we navigate 
this ongoing pandemic.  

Attachments: 

• Attachment A: COVID-19 Workplace Activation Plan March 24 2021 
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In August 2020 the State of California released the Blueprint for a Safer Economy, which is 
designed to tighten and loosen restrictions on activities using metrics that measure the risk 
of community disease transmission. At this writing, Santa Clara County operated in the 
Purple tier for multiple months and is entering the Red tier.  
 
The State’s Blueprint establishes the minimum level of restrictions and individual counties 
are permitted to exceed the State’s guidance. Accordingly, Santa Clara County has included 
stronger restrictions and may continue to do so through the remaining tiers.  
 
The City will continue to follow health guidance and will take additional precautions above 
what is mandated to ensure the safety of workers and the public. To avoid further 
shutdowns or regressing to prior tiers, it is critical to continue vigilant health practices, 
identify threats, and activate immediate interventions to ensure workplace safety.  

 
 

PURPOSE OF THIS WORKPLACE ACTIVATION PLAN  

 
This Workplace Activation Plan is for the purpose of documenting general principles, preparation, logistics, and 
methods for modifying operations and re-engaging on-site services through the Orange and Yellow tiers, and 

after restrictions are lifted. This plan will continue to evolve as the City manages the uncertainties of the 
pandemic and continues to balance operational approaches with safety restrictions and fiscal constraints. 
 

• Tier 1 Widespread: Purple 

• Tier 2 Substantial: Red 

• Tier 3 Moderate: Orange 

• Tier 4 Minimal: Yellow 

• Post-Pandemic: After restrictions are lifted, or minimum of 3 weeks after the Yellow tier ends 
 
 

COVID-19 PUBLIC HEALTH ORDER TIERS  

 
At this writing, Santa Clara County has moved into the Red Tier and anticipates entering the Orange Tier shortly, 
based on improving health indicators. A minimum of 3 weeks and improvements in statistical health indicators 
has been required before advancement to the next tier. Returning to a prior tier occurs if health indicators 
worsen. 
 

Red Tier: 
March 4 through 

approximately 3 weeks 

Orange Tier 
3 weeks after  

Red tier begins 

Yellow Tier 
3 weeks after  

Orange tier begins 

Post-Pandemic: 
3 weeks after the 
Yellow tier ends 

Remote Required Remote Encouraged Clear to Return 

Indoor gatherings strongly discouraged Clear to Return 

 
Under this Workplace Activation Plan, post-pandemic activities may resume 3 weeks after the Yellow tier 
ends. A regression from Red to Purple tiers occurred previously, causing considerable disruption and confusion 
in the community. To avoid this in the future, a delay is recommended to ensure that conditions have stabilized.   

https://www.cdph.ca.gov/Programs/CID/DCDC/Pages/COVID-19/COVID19CountyMonitoringOverview.aspx
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OPPORTUNITIES TO ADDRESS PRE-PANDEMIC CHALLENGES  

 
Prior to COVID, efforts were underway to address certain hazards and challenges that have negatively impacted 
the workplace. The City must consider and address these ongoing hazards and challenges as activation 
continues. The recommendations in this Workplace Activation Plan incorporated actions that assist in COVID-19 
activation, while also making progress on these ongoing challenging issues:  
 

• Maximize Services Within Available Resources:  COVID’s impact on City revenues brought to new levels the 
challenge of providing services to the community within available resources, not only decimating revenues 
but also requiring unprecedented new processes to reinforce safety in the new operating environment.  
While the City’s first priority is always to maximize the provision of needed services to the community, 
achieving service goals with constrained resources requires both ingenuity and resetting expectations. 
 

• Air Quality:  The wildfire crises caused air quality to reach dangerous levels at times, requiring City 
operations to be modified or suspended when working conditions were not safe from particles in the air. 
Since COVID-19 involves airborne transmissions, the Public Works department has undertaken a 
comprehensive evaluation of ventilation and air filtration systems in city facilities, in response to the 
pandemic. This comprehensive evaluation and recommendations will also assist in mitigating the negative 
effects on air quality from regional wildfires.  

 

• Workplace Safety: Nationally and locally, acts of random and targeted violence have caused concern about 
the physical safety of buildings, worksite access, and safe work practices. Controlling entry and exits to 
minimize COVID-19 exposures will also improve building security and the physical safety in the workplace. 

 

• Sustainability and the Environment: Approximately 85 percent of workers drive to work every day. During 
the pandemic, 400 employees were required under health orders to work from home, eliminating 
thousands of commute trips. Continuing remote work, where possible and practical, can strategically assist 
in helping the City meet its sustainability goals. The eliminated commute result in reducing emissions, 
improving traffic gridlock, and creating parking capacity in Palo Alto.  

 

• Recruitment and Retention: As discussed at a City Council study session in November 2020, an economist 
from Stanford University provided data to support that employees in the labor market increasingly value 
flexibility. The data cited the value of flexible work as equivalent to 8% - 12% of salary. This perspective is 
helpful when considering recruitment and retention challenges experienced by the City prior to the 
pandemic and in hard-to-fill positions.   
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IMPORTANT CONSIDERATIONS  

 
This Workplace Activation Plan incorporates a measured approach to allow the health orders to stabilize. This is 
to minimize the disruption and confusion to employees and the public that were experienced earlier in the 
pandemic when the health orders changed frequently and regressed to prior tiers. This measured approach 
considers the following: 

 

• Safety protocols will continue to be required through at least the Yellow tier. Current safety protocols 
include the wearing of face coverings, distancing, health screenings, minimizing gatherings, reducing 
occupancy, increasing cleanings, prohibiting shared food, avoiding shared vehicles when possible and 
entering the workplace only when necessary. It is not known how many of the protocols will remain as 
recommended best practices for the long-term in the interest of public health.  

 

• COVID-19 exposures will continue to be a risk in the workplace. At this writing, progress is being made 
on the percentage of vaccinated employees. According to the CDC, approximately 30% of the population 
intends to decline vaccination. This means that health risks will continue even after the vaccination 
program has been fully implemented. In addition, the efficacy of the vaccine against new variants is not 
yet known.  

 

• The public’s return to prior activities may be gradual, even if permitted under health orders. The 
severity of the pandemic and loss of life have created understandable fears and anxiety. It is not known 
what effect this will have on activation. 

 

• The diversity of City services requires a customized approach. There is not a single approach that will fit 
for all operations. It is necessary to establish base guidance, while also allowing Department Directors to 
tailor the activation plan to their operations in a safe manner.  

 

• City managers are responsible to ensure that any reopening plans comply with all applicable County 
and State COVID-19 restrictions. The applicable County COVID-19 rules include the October 5 Revised 
Risk Reduction Order and the Mandatory Directive on Capacity Limitations.  Section 9 (“Social Distancing 
requirements"), Section 10 (“Face Coverings”) and Section 12 (“Requirements Applicable to All 
Businesses”) of the County Order are especially important with respect to safely reopening.  For 
example, even if permitted to reopen under the State’s COVID-19 regulations, government entities are 
required to maximize telework under Section 12(a) of the County Order.  That is, workers may go in to 
work only to complete the job duties they can’t complete from home. The County Order is generally 
applicable to government entities, though section 2 provides a narrow exception to the extent that any 
particular requirement “would impede or interfere with an essential government function.” 
  
In addition, an event or reopening must comply with all applicable State COVID-19 rules, as specified in 
the State’s COVID-19 landing page, which links to the State’s Blueprint for a Safer Economy, Industry 
Guidance documents, About COVID-19 restrictions page, and the California Department of Public 
Health’s website. Finally, any new event or reopening will be balanced against fiscal constraints and 
other operational impacts, changes or related issues. 

 
 

https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.sccgov.org%2Fsites%2Fcovid19%2FPages%2Forder-health-officer-10-05-20.aspx&data=04%7C01%7CDebF%40cupertino.org%7C061d3652eab54967db2208d8ee318662%7C19e13f83dce947c3ae6712c6a63e2ed6%7C0%7C0%7C637521243777350777%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=3m4A81bAsMjChtTIpEiApYRuDqqvhqMrjJK%2Fafi0oPk%3D&reserved=0
https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.sccgov.org%2Fsites%2Fcovid19%2FPages%2Forder-health-officer-10-05-20.aspx&data=04%7C01%7CDebF%40cupertino.org%7C061d3652eab54967db2208d8ee318662%7C19e13f83dce947c3ae6712c6a63e2ed6%7C0%7C0%7C637521243777350777%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=3m4A81bAsMjChtTIpEiApYRuDqqvhqMrjJK%2Fafi0oPk%3D&reserved=0
https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.sccgov.org%2Fsites%2Fcovid19%2FPages%2Fpublic-health-orders.aspx%23Mandatory_Directives1&data=04%7C01%7CDebF%40cupertino.org%7C061d3652eab54967db2208d8ee318662%7C19e13f83dce947c3ae6712c6a63e2ed6%7C0%7C0%7C637521243777350777%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=ezM0xUrz4xF3PUl4oyn578lN5wFex0J5XmPBn0LB6mI%3D&reserved=0
https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fcovid19.ca.gov%2F&data=04%7C01%7CDebF%40cupertino.org%7C061d3652eab54967db2208d8ee318662%7C19e13f83dce947c3ae6712c6a63e2ed6%7C0%7C0%7C637521243777360774%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=Wn5wLoVL45e7k5nroKOWI5UmrbOBtCBcUWj%2FOI%2FmQbI%3D&reserved=0
https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fcovid19.ca.gov%2Fsafer-economy%2F&data=04%7C01%7CDebF%40cupertino.org%7C061d3652eab54967db2208d8ee318662%7C19e13f83dce947c3ae6712c6a63e2ed6%7C0%7C0%7C637521243777370766%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=660CRs4cQZNSyQ1Ze2kHG4R580r3kCyCobjdtVw50uo%3D&reserved=0
https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fcovid19.ca.gov%2Findustry-guidance%2F&data=04%7C01%7CDebF%40cupertino.org%7C061d3652eab54967db2208d8ee318662%7C19e13f83dce947c3ae6712c6a63e2ed6%7C0%7C0%7C637521243777370766%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=b4mPx4GoGt61Hi2mZt%2FCHECvC55yrA3qGIbqJmeeKqo%3D&reserved=0
https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fcovid19.ca.gov%2Findustry-guidance%2F&data=04%7C01%7CDebF%40cupertino.org%7C061d3652eab54967db2208d8ee318662%7C19e13f83dce947c3ae6712c6a63e2ed6%7C0%7C0%7C637521243777370766%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=b4mPx4GoGt61Hi2mZt%2FCHECvC55yrA3qGIbqJmeeKqo%3D&reserved=0
https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fcovid19.ca.gov%2Fstay-home-except-for-essential-needs%2F&data=04%7C01%7CDebF%40cupertino.org%7C061d3652eab54967db2208d8ee318662%7C19e13f83dce947c3ae6712c6a63e2ed6%7C0%7C0%7C637521243777380760%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=hYrqiZQLzsmG%2B9hH1oGx%2BIvJB6kZ1yLkeItDlRQ%2F4SQ%3D&reserved=0
https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.cdph.ca.gov%2F&data=04%7C01%7CDebF%40cupertino.org%7C061d3652eab54967db2208d8ee318662%7C19e13f83dce947c3ae6712c6a63e2ed6%7C0%7C0%7C637521243777380760%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=fTOGBoLdbsc0GZ7G09m7xacUA6jaNYM%2B1w4Vi317xqw%3D&reserved=0
https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.cdph.ca.gov%2F&data=04%7C01%7CDebF%40cupertino.org%7C061d3652eab54967db2208d8ee318662%7C19e13f83dce947c3ae6712c6a63e2ed6%7C0%7C0%7C637521243777380760%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=fTOGBoLdbsc0GZ7G09m7xacUA6jaNYM%2B1w4Vi317xqw%3D&reserved=0
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READINESS ESSENTIALS  

 
An Activation Oversight Committee under the guidance of the City Manager and consisting of the Assistant City 
Manager, Public Works Director, and Human Resources Director (with supplemental assistance from a 
Workplace Safety Consultant), will work with each Department Director to identify specifics related to the 
following:  
 
1. Prepare the Building includes cleaning plans, pre-return inspections, HVAC and mechanical checks.  
 
2. Prepare the Workforce by identifying ways to mitigate anxiety, identify principles for deciding who returns, 

and prepare employee communications.   
 
3. Control Access by identifying single entrance and exists, implementing protocols for safety and health 

checks, reviewing building reception areas, reviewing shipping and receiving that is not centralized, 
identifying elevator protocols, and determining visitor policies.  

 
4. Create a Social Distancing Plan specific to each worksite, by decreasing density, using schedule 

management, and reviewing traffic patterns. 
 
5. Reduce Touch Points and Increase Cleanings by implementing a clean desk policy, changing food policies, 

and increasing common area cleanings prior to re-opening employee or public areas.  
 
6. Communicate with Confidence by encouraging Department Directors to communicate transparently, listen, 

and survey regularly. 
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PREPARATION 

 
1. Each Department Director will have a consultation with the Activation Oversight Committee, to review 

specific activation plans in more detail.  

Decisions to be made through the consultation include: 

❑ Date for remote workers to return to hybrid schedules or fully on-site 

❑ Date the public will have access to facility (if public facing) 

❑ Days and hours of operation 

❑ Floor plans and logistics 

❑ Supplies and cleaning frequency 

❑ Review rapid response protocols for health threats 

❑ Identify target dates for pre-return inspections, HVAC and mechanical checks 

 

2. Consultations will occur as soon as practical to identify reconfigurations, order supplies and submit 
workorders. 

 

3. Recommendations made to the Activation oversight committee must be fully reviewed, implemented, and 
inspected for final sign-off at least three weeks ahead of the go-live date.  

 
Final sign off by the Activation oversight committee will occur once: 

 
❑ All building inspections are complete. 

❑ Any required mediations are complete. 

❑ Any required repairs to equipment, work areas, and systems are complete. 

❑ A communication plan is prepared and ready to implement, in consultation with the Chief 
Communications Officer where needed. 

 



            Page | 6
      

City of Palo Alto COVID-19 Workplace Activation Plan         March 24, 2021  

 
 

REQUIRED SITE-SPECIFIC PROTECTION PLANS 

 
Site-specific protection plans have been submitted as required to the County of Santa Clara and OSHA for all city 
locations currently in operation. Prior to activating modifications, Department Directors must review their site-
specific plans on file, and coordinate with Human Resources to submit an updated plan if required.  

• Sample County of Santa Clara Site Specific Protection Plan:  
https://www.sccgov.org/sites/covid19/Documents/SDP-site-specific-protection-plan.pdf 

 

• Sample Cal/OSHA Protection Plan  

HTTPS://WWW.DIR.CA.GOV/DOSH/CORONAVIRUS/ETS.HTML 

 
BUILDING INFRASTRUCTURE INSPECTION  

 
Since buildings may have been unoccupied for periods of time, a best practice is to thoroughly inspect for any 
damage or issues caused by the vacancy. In general, even unoccupied City buildings have had building systems 
functioning and undergoing routine maintenance. Wherever applicable, the physical condition and operation of 
equipment and services supporting buildings to be reoccupied should be assessed, as follows: 
 

❑ Mechanical Systems  

❑ Water Systems 

• Chilled/condenser water: open/closed loops 

• Water features 

❑ Conveyances  

❑ Potable water: flush faucets  

❑ Fire Life Safety Systems 

❑ Ensure open site drains are inspected and traps are primed 

 
 

https://www.sccgov.org/sites/covid19/Documents/SDP-site-specific-protection-plan.pdf
https://www.dir.ca.gov/dosh/coronavirus/ETS.html
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BUILDING SYSTEMS: HVAC AND MECHANICAL 

 
In addition to wearing masks and social distancing, it is important that indoor spaces are properly ventilated to 
decrease transmission risk.  Centers for Disease Control (CDC), American Society of Heating, Refrigeration, and 
Air Conditioning Engineers (ASHRAE), and Santa Clara County Public Health have issued guidance and 
recommendations on ventilation and indoor air quality (see attached “Guidance For Ventilation and Air Filtration 
Systems” from Santa Clara County Public Health). 
 
Recommended strategies for consideration and further planning purposes include: 
 
1. Increasing outdoor air circulation by opening window and doors and use of fans, where appropriate.  
 

2. Installing higher efficiency filters in existing HVAC1 systems. 

 
3. Increasing the percentage of outdoor air provided by HVAC systems. 
 
4. Running HVAC systems during the hours before and after facilities are occupied. 
 
5. Maintaining HVAC systems on a regular schedule. 
 
6. Installing portable filtration units to supplement existing HVAC systems. 
 
7. Consulting HVAC professionals to evaluate potential upgrades to existing HVAC systems. 
 
The City has evaluated these and other strategies and has implemented many of them.  For example, all 31 City 
facilities whose HVAC systems formerly used MERV-8 filters have been modified to use of MERV-13 filters.  The 
percentage of outdoor air used by HVAC systems has been increased at many facilities. The City has initially 
purchased eight portable HEPA filtration units that are currently in use at some facilities, and work is underway 
to determine the feasibility and costs of upgrading the HVAC systems at City Hall, Mitchell Park Library and 
Community Center, and Rinconada Library to provide HEPA filtration. 
 
While improvements have been made at various City facilities, the primary focus to date has been the facilities 
occupied by essential workers during Shelter-in-Place. As the City plans for a broader Workplace Activation, it 
will be important to individually evaluate the facilities as planning occurs to reopen for staff and the public.  The 
Activation oversight committee will review and approve indoor air quality considerations as part of its review of 
Readiness Essentials. Additionally, HVAC systems at facilities leased by the City, such as the Development Center 
and Elwell Court, are not maintained by the Public Works Facilities section.  The Activation Oversight Committee 
will coordinate with Public Works Facilities and Real Estate to obtain and evaluate information from property 
owners on air quality improvements made at leased facilities. 
 

                                                           
1 HVAC refers to heating, ventilation and air conditioning systems. 
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WORKER SAFETY  

 
1. Any employee assisting in the preparation of a building or workspace after a period of reduced inactivity due 

to COVID-19 should be provided with appropriate PPE (such as masks, gloves, eye protection, gown).  
 
2. After use, workers should dispose of PPE designed for single use. 
 
3. After removing PPE, staff should wash their hands immediately, adhering to health protocols for proper 

hygiene. 
 
4. Review site inventory of cleaning chemicals, materials, and consumables to ensure inventory levels are 

aligned with forecasted building occupancy. 
 
5. Ensure cleaning equipment and tools are in working condition. 
 
6. Employees should review and complete refresher training on general cleaning and site-specific protocols. 

Minimum training should include a review of the site-specific social distancing plan, and complete Target 
Solutions COVID Training Module #107 Reopening.   

 

 
STAFFING 

 
To reduce virus transmission, health orders required employers to maximize remote work2. The Red and Purple 
tiers directed that employees must avoid the workplace except when necessary and all employees who can 
work from home must do so. For the Orange and Yellow tiers, employers are encouraged to continue remote 
work, until the Yellow tier is ended. 
 
1. Schedules:  Department Directors must give careful consideration to work schedules and ensure occupancy 

limits are not exceeded, distancing can be maintained, and that opportunities for exposure are minimized. 

2. Work Bubbles / Cohorts:  Employees who work in teams should be returned as a cohort to limit cross-
contact with other employees.  

3. Hybrid Remote Schedules:  Employees currently on a remote schedule may be granted a hybrid schedule 
upon return, with 2 to 3 days of remote work per week. 

4. Fully Remote Schedules:  Department Directors may approve a fully remote schedule if an employee is not 
required to be on-site for their work. A fully remote work schedule must be approved by Human Resources 
and the City Manager. No more than 10% of the remote workers in a department may be fully remote. Fully 
remote workers must have the ability to report on-site when requested by their supervisor with reasonable 
notice, and when an assignment requires on-site presence.  

5. Flexibility:  Flexibility in scheduling is not an entitlement. Flexible schedules may be adjusted by the 
supervisor according to operational needs and is not subject to an appeal or grievance process.  

 

                                                           
2  For the City of Palo Alto, approximately two-thirds of City’s workforce continued reporting on-site and approximately 

one-third perform are working remote. 
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ENTRY AND ACCESS  

 
To minimize waiting, enable contact tracing and reinforce workplace safety, City facilities with public access will 
incorporate a reservation system with controlled entry and exit points, with an appropriate staffing approach to 
monitoring control points. 
 
1. Identify the platform or software to be used for reservations, review workflow and assign duties as needed. 

Provide staff training for proper utilization of the reservation system. 

2. Ensure proper noticing and communication plan to notify stakeholders about the reservation process. 

 

GENERAL SPACE CONFIGURATION  

 
1. Determine occupancy limits3 and prepare clear signage.  

2. Determine a method for conducting regular occupant counts per floor. 

3. Use directional arrows or theater rope to designate directional flow. Flow should be one-way.   

4. Use floor stickers to designate distancing. 

5. Discontinue the use of reception areas. Remove seating in reception areas altogether. 

6. Install plexiglass shield barrier at reception desk or counter.   

7. Remove or tape off high-contact items, such as water coolers and coffee makers. Replace with touchless 
versions if possible. 

8. Remove any portable fans or block mounted fans from use. 

9. For vending machines: place disinfectant and wipes at vending machine for application before and after 
each use. 

10. Require the cleaning of copiers by each user prior to machine use. 

11. Remove or minimize shared office items (phones, staplers, staple removers, pens, etc.). If shared items 
cannot be avoided, place cleaning supplies nearby and require cleaning before and after each use.  

12. If pens are other shared items are provided for public use, separate used from unused items and disinfect 
prior to re-use. Clearly label used from cleaned items. 

 

                                                           
3  Maximum capacity is calculated by dividing the net usable area by 36’ (square of 6’). For example, a room with 200 

square feet of usable space would have a calculated maximum of 5 people.  
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COMMON AREAS  

 
1. Minimize the use of common areas, use clear signage, post maximum occupancy, and use physical distance 

marks or floor stickers. 

2. Schedule at least daily cleaning and disinfecting of common areas.  

3. Tape off or cover drinking faucets. 

 

ELEVATORS AND STAIRS 

 
1. Encourage the use of stairs as an alternative to elevators. 

2. For elevator, provide signage and floor stickers for distancing. 

3. Designate one stairwell for Up and one stairwell for Down to avoid contact and allow for distancing. 

 
RESTROOMS  

 
1. Install touchless faucets, soap dispensers and covered trash cans as practical. Consider foot pedals for doors. 

2. For single restrooms, provide signage and disinfectant wipes and/or spray. 

3. Doors to multi-stall restrooms should be able to be opened and closed without touching handles. 

4. Place a trash can by the door if the door cannot be opened without touching the handle.  

5. Place signs indicating that toilet lids (if present) should be closed before flushing.  

4. Place signs reminding employees to wash hands before and after using the restroom.  

5. Disconnect or tape-off hand air dryers. Stock restrooms with paper towels. 

6. For restrooms that are available to the public, identify maximum occupancy and provide signage, distance 
markers and instructions for use. 

7. Where possible, instruct staff to use staff-only restrooms to minimize cross-contact.  
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BREAKROOMS AND MEALS 

 
1. Determine if the County Health order permits the use of breakrooms. Ensure proper signage to clarify 

breakroom rules. 

2. Provide an outdoor tent and seating for breaks and meals, if practical and in a location that is secure and 
away from public access.  

3. Eliminate potlucks and shared food.  

4. If served, ensure that food, snacks and beverages are individually pre-packaged. 

5. Provide disinfectant wipes near the refrigerator and microwave.  

 

WORKSTATIONS AND DESK AREAS 

 
1. Reduce tasks that require employees to gather in one area. 

2. Implement a “Clean Desk” policy, with non-essential items stored inside cabinets or drawers. 

3. Discourage printing or sharing paper documents. 

4. Measure distances between workstations to ensure minimum of 6 feet.  Ideally use alternate desks or 
checker-board pattern.  

5. Change desk or workstation direction so employees do not face each other. Install partitions if facing each 
other cannot be avoided. 

6. Use tape and signage to mark workstations that are not to be used. 

7. Remove extra chairs. Where chairs are needed, use non-fabric chairs to the extent possible. 

8. Provide employees the option to wrap fabric chairs in plastic. 

9. Remove or minimize shared office items (staplers, staple removers, pens, etc.). If shared items cannot be 
avoided, provide cleaning supplies next to the shared items.  
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GATHERING AND MEETINGS 

 
1. Coach employees to critically evaluate the need for in-person meetings. Encourage virtual meetings until 

health restrictions are eliminated. 

2. Avoid holding indoor meetings with external guests. 

3. Do not schedule large team or staff meetings in person and continue to schedule those as virtual meetings. 

4. If in-person meetings are essential, limit the meeting size and reduce meeting times.  

a. Consider an outdoor location for meetings if practical. 

b. Lingering and socializing before and after meetings should be discouraged.  

c. Remove chairs from spaces to prohibit over-capacity. 

5. Prohibit the sharing of small spaces. 

6. Stock disinfectant wipes or cleaner in each conference room for employees to wipe down after each use. 

 

VEHICLES 

 
For Pool Vehicles:  

1. Encourage single occupancy. 

2. Stock with cleaning supplies. 

3. Place instructions inside vehicle to open windows, wear mask when not alone, clean when finished. 

 
For Personal Vehicles:  

1. Discourage ridesharing to avoid cross-contact. 

 

POLICIES 

 
1. Work Travel Policy: Discretionary business travel will not be authorized until the Yellow tier has ended. 
 
2. At-Risk Employees or Refusal to Return:  Refer any accommodation requests to Human Resources for 

review. Do NOT engage in discussing any employee’s personal medical information. 
 

3. Information Technology protocols for requesting computer equipment required for Workforce Activation 
will be established and communicated to Department Directors by April 15.  
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CHANGE MANAGEMENT 

 
While workplace design, policies and safety protocols are critical pieces of Workplace Activation, they do not 
touch on perhaps the most important aspect of return to work—the readiness of the workforce emotionally and 
psychologically. Some employees may react by expecting nothing to change, while others will assume everything 
will be different.    
 
Helping to mitigate employee concerns should be a top priority. Employees may be worried about their personal 
health and the health of others. In addition, financial impacts and worries about the City’s budget may increase 
anxieties about their jobs and the future. It is critical to consider how the experiences of the past year may have 
impacted personal connections to the culture of the organization.  
 
Best practices to assist with change management include:  
 
1. Early and frequent communication:  As plans are forming, keep the workforce informed. 
 
2. Encourage proficiency with collaboration tools: All employees should be encouraged to become proficient 

at utilizing virtual collaboration tools such as Teams and Zoom, even if their jobs are not computer-based.  
 
3. Embrace a hybrid work environment:  Managers must adapt to working with hybrid schedules and leading 

both on-site and off-site employees. Norms must evolve to be inclusive of those who are on-site and off-site. 
 
4. Proactive training about the changing environment: Changes in practices, policies and norms for the 

workplace should be addressed in open discussions and through training. 
 

5. Remind employees of resources and tools:  A robust virtual resources site has been built by Human 
Resources for use by employees and family members. The website includes a generous amount of 
information and resources related to wellness and mental health support. 
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SPECIFIC CHANGES IN SERVICES AND OPERATIONS BY TIER 

 
The City is operating under County COVID-19 rules included in the October 5 Revised Risk Reduction Order and the 
Mandatory Directive on Capacity Limitations. In addition, Section 12(a) of the County Order mandates that 
workers may go in to work only to complete the job duties they can’t complete from home. The County Order, 
though section 2, provides a narrow exception to the extent that any particular requirement “would impede or 
interfere with an essential government function.” Section 9 (“Social Distancing requirements"), Section 10 (“Face 
Coverings”) and Section 12 (“Requirements Applicable to All Businesses”) of the County Order are especially 
important with respect to safely reopening. The City must also comply with the State’s COVID-19 rules, as 
described in the COVID-19 landing page, Blueprint for a Safer Economy, Industry Guidance documents, About 
COVID-19 restrictions page, and the California Department of Public Health’s website.  
 
In addition to these rules, all service will reopen in accordance with the service levels and resources approved in 
the FY 2021 Adopted Budget.  This will require a phasing in of access to services, to ensure it is done in a safe 
manner with reduced oversight. 
 
Prior to reopening or expansion of services, Department Directors must review compliance measures with the 
Activation Oversight Committee. Once approved, Directors will coordinate with HR to file any required site plan 
updates to: 

• County of Santa Clara https://www.sccgov.org/sites/covid19/Documents/Appendix-A-Social-Distancing-
Protocol.pdf 

• CalOSHA  https://www.dir.ca.gov/dosh/dosh_publications/COVIDOnePageFS.pdf 
 

As noted, the Activation Plan and the details noted below are subject to change based on fiscal, operational and 
safety constraints and may evolve based on Federal, State and County public health guidelines and best practices.  
 

 

Community & Library Services:   
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Most services are offered in an adapted format, to comply with health orders as the orders have changed. 
Under Orange Tier: 
 
Classes – Outdoor classes and limited indoor classes offered with safety measures implemented in compliance 
with State and County health orders.  All classes require face coverings, social distancing, and capacity 
limitations. Indoor class capacity limited to 25% or cohort / household rules. Virtual classes and productions will 
continue to be offered with some movement to hybrid models in accordance with the guidelines above. For 
example, theater productions with limited cast size and social distancing measures may be recorded and 
presented virtually 
 
Open Spaces & Parks – Remain open for public visitation and play with safety measures implemented in 
compliance with State and County health orders; require face coverings, social distancing, and capacity 
limitations at playgrounds and golf. 
 
Facilities (e.g. Arts Center, Libraries, Theaters, JMZ) – Certain facilities will open in accordance with reopening 
guidelines, however, will be in alignment with service levels approved in the FY 2021 Adopted Budget.  
Different facilities will follow specific orders, e.g. the art center will be limited to 50% capacity, library and zoo 
services, though allowed to a greater extent by the health orders will be constrained due to reduced resources.  
Library facilities remain closed from public use. Library services are continuing online or as sidewalk services 
and online programs and events for kids, teens, adults and seniors, including storytimes.  Limited reopening 

https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.sccgov.org%2Fsites%2Fcovid19%2FPages%2Forder-health-officer-10-05-20.aspx&data=04%7C01%7CDebF%40cupertino.org%7C061d3652eab54967db2208d8ee318662%7C19e13f83dce947c3ae6712c6a63e2ed6%7C0%7C0%7C637521243777350777%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=3m4A81bAsMjChtTIpEiApYRuDqqvhqMrjJK%2Fafi0oPk%3D&reserved=0
https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.sccgov.org%2Fsites%2Fcovid19%2FPages%2Fpublic-health-orders.aspx%23Mandatory_Directives1&data=04%7C01%7CDebF%40cupertino.org%7C061d3652eab54967db2208d8ee318662%7C19e13f83dce947c3ae6712c6a63e2ed6%7C0%7C0%7C637521243777350777%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=ezM0xUrz4xF3PUl4oyn578lN5wFex0J5XmPBn0LB6mI%3D&reserved=0
https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fcovid19.ca.gov%2F&data=04%7C01%7CDebF%40cupertino.org%7C061d3652eab54967db2208d8ee318662%7C19e13f83dce947c3ae6712c6a63e2ed6%7C0%7C0%7C637521243777360774%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=Wn5wLoVL45e7k5nroKOWI5UmrbOBtCBcUWj%2FOI%2FmQbI%3D&reserved=0
https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fcovid19.ca.gov%2Fsafer-economy%2F&data=04%7C01%7CDebF%40cupertino.org%7C061d3652eab54967db2208d8ee318662%7C19e13f83dce947c3ae6712c6a63e2ed6%7C0%7C0%7C637521243777370766%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=660CRs4cQZNSyQ1Ze2kHG4R580r3kCyCobjdtVw50uo%3D&reserved=0
https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fcovid19.ca.gov%2Findustry-guidance%2F&data=04%7C01%7CDebF%40cupertino.org%7C061d3652eab54967db2208d8ee318662%7C19e13f83dce947c3ae6712c6a63e2ed6%7C0%7C0%7C637521243777370766%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=b4mPx4GoGt61Hi2mZt%2FCHECvC55yrA3qGIbqJmeeKqo%3D&reserved=0
https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fcovid19.ca.gov%2Fstay-home-except-for-essential-needs%2F&data=04%7C01%7CDebF%40cupertino.org%7C061d3652eab54967db2208d8ee318662%7C19e13f83dce947c3ae6712c6a63e2ed6%7C0%7C0%7C637521243777380760%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=hYrqiZQLzsmG%2B9hH1oGx%2BIvJB6kZ1yLkeItDlRQ%2F4SQ%3D&reserved=0
https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fcovid19.ca.gov%2Fstay-home-except-for-essential-needs%2F&data=04%7C01%7CDebF%40cupertino.org%7C061d3652eab54967db2208d8ee318662%7C19e13f83dce947c3ae6712c6a63e2ed6%7C0%7C0%7C637521243777380760%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=hYrqiZQLzsmG%2B9hH1oGx%2BIvJB6kZ1yLkeItDlRQ%2F4SQ%3D&reserved=0
https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.cdph.ca.gov%2F&data=04%7C01%7CDebF%40cupertino.org%7C061d3652eab54967db2208d8ee318662%7C19e13f83dce947c3ae6712c6a63e2ed6%7C0%7C0%7C637521243777380760%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=fTOGBoLdbsc0GZ7G09m7xacUA6jaNYM%2B1w4Vi317xqw%3D&reserved=0
https://www.sccgov.org/sites/covid19/Documents/Appendix-A-Social-Distancing-Protocol.pdf
https://www.sccgov.org/sites/covid19/Documents/Appendix-A-Social-Distancing-Protocol.pdf
https://www.dir.ca.gov/dosh/dosh_publications/COVIDOnePageFS.pdf
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with visitation by appointment, limited hours and limited capacity and services such as no computer use are 
expected to be piloted during this phase. 
 
Administrative Services - Administrative staffing and engagements such as training and special programming 
primarily remote, with limited instances of hybrid models only as needed. 
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Most services are offered in an adapted format with loosened restrictions, to comply with health orders as 
the orders have changed. Under Yellow Tier: 
 
Classes – Outdoor classes and limited indoor classes offered with safety measures implemented in compliance 
with State and County health orders.  Capacity limitations increased to 50% for indoor classes and sports may 
resume competitive play in line with return to the coming school year.   
 
Open Spaces & Parks – Remain open for public visitation and play without capacity limitations. Visitors will be 
required to wear face coverings and follow other safety measures in place. These safety measures will be 
posted.  
 
Facilities (e.g. arts center, libraries, theaters, zoo) – Library facilities will resume with limited hours and phased 
services based on available staffing and adopted service levels. 
 
Administrative Services - No change from Orange tier 
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Classes—Programs resume, some in hybrid models to accommodate positive service changes resulting from 
COVID-19 alternative service delivery. 
 
Open Spaces & Parks —Remain open for public visitation and play with capacity restrictions lifted  
 
Facilities (e.g. arts center, libraries, theaters, zoo) – Facilities re-open and onsite events and programs resume 
e.g. teen center re-opens. Restoration of in-person services to in alignment with revised service levels approved 
as part of the annual budget process. Virtual services that are popular and well-attended will continue to be 
offered. Virtual events will be supplemented with in-person events, based on public responsiveness, 
acceptance and comfort. 
 
Administrative Services - Explore a return of remote staff with hybrid schedules. Resume in-person services for 
public meetings and other public activities flexibly to effectively support community engagement as resources 
enable. 

Public Safety Services:   
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24/7 Safety Operations and Medical Response– Field services for police, fire and OES services continue 
uninterrupted including calls for services, dispatch, medical support/transport, and emergency operations 
center.  Safety measures implemented in compliance with State and County health orders requiring face 
coverings and social distancing. 
 
Special Services – Services such as detective, inspection, and parking enforcement continue on-site as 
permissible by State and County health orders.  For those services that can operate in a hybrid schedule, those 
schedules are operationalized to minimize in-person contact without impact to services. Examples of hybrid 
schedules include inspectors, who may conduct in person or video conference inspections and detectives.  
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Safety measures implemented in compliance with State and County health orders requiring face coverings and 
social distancing. 
 
Administrative Services – administrative staffing and engagements such as training are primarily remote, with 
limited instances of hybrid models for training and testing in-person only as needed.    
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24/7 Safety Operations – No change from Orange tier 
 
Special Services – Increased in-person presence in accordance with certain return for special events or 
additional inspections as health orders allow. 
 
Administrative Services – No change from Orange tier 
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24/7 Safety Operations – No change from yellow tier 
 
Special Services – Increased in-person presence in accordance with certain return for special events or 
additional inspections as health orders allow. 
 
Administrative Services – Explore a return of remote staff with hybrid schedules. Certain in-person training will 
resume where efficient and practical as logistics and staffing allow. Other meetings, trainings and events will 
remain virtual when there are cost, and time savings and efficiencies gained. Resume in-person services for 
public meetings and other public activities flexibly to effectively support community engagement as resources 
enable. 

Planning & Infrastructure:   
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Planning & Development Services – All services conducted remotely though an online application system 
supplemented via video conferencing with applicants. 
 
Inspection Services – Fire, building, and code enforcement inspections continue on-site as permissible by state 
and county health orders.   For those services that can operate in a hybrid schedule, those schedules are 
operationalized to minimize in-person contact without impact to services. 
 
Transportation Services - All services conducted remotely; exceptions made for limited parking permit 
distribution and file work such as bicycle/pedestrian counts. 
 
Infrastructure Public Works & Utility Services - With minor exceptions, all pre-pandemic services continue to 
be provided through a combination of in-person and remote methods, including:  Airport, Streets Maintenance, 
Solid Waste/Recycling, Engineering, Urban Forestry, Water Quality Treatment Plant, utility customer call center, 
and utility resource management. All in-person work is completed with safety measures implemented in 
compliance with State and County health orders requiring face coverings and social distancing, with all services 
exercising a preference for remote methods as available. 

 
Utility Operations – In-person operations continue uninterrupted for utility services including electric, gas, 
water, wastewater, and meter reading services. Safety measures implemented in compliance with State and 
County health orders requiring face coverings and social distancing. 
 
Administrative Services – Administrative staffing and engagements such as training and special programming 
primarily remote, with limited instances of hybrid models only as needed. 
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Infrastructure Public Works & Utility Services – Some activities return to in-person on rotational ad hoc 
schedule: business inspections, public outreach activities, in-person counter services, utility customer call 
center, and utility resource management. Implement alterations to physical office environment for safety 
 
Planning & Development Services, Inspection Services, Transportation Services, Utility Operations, 
Administrative Services – No change from Orange tier 
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Planning & Development Services –Virtual services will continue via online application system supplemented 
via video conferencing with applicants. In-person services available by appointment continue. 
 
Inspection Services – Fire, building, and code enforcement inspections continue on-site For those services that 
can operate in a hybrid schedule, those schedules are operationalized to ensure access and continuity of 
services. 
 
Transportation Services – Virtual services continue with a return of hybrid schedules, virtual service available 
for customer convenience and preference as well as in-person services available by appointment. 
 
Infrastructure Public Works & Utility Services – All services resume provided with exploration of hybrid 
schedules as work allows.  Encourage customer operations to engage through virtual platforms.  
 
Utility Operations – No Change, continue full operations 
 
Administrative Services – Explore a return of remote staff with hybrid schedules. Certain in-person training will 
resume where efficient and practical as logistics and staffing allow. Other meetings, trainings and events will 
remain virtual when there are cost and time savings and efficiencies gain. Resume in-person services for public 
meetings and other public activities flexibly to effectively support community engagement as resources enable. 

Internal Services/City Council & Appointed Offices   
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All services provided remotely except for the following: 

• Field work to meet with business owners and other stakeholders for programs such as Uplift local  

• Printing & Mailing citywide services  

• Warehouse services (Municipal Services Center and Water Quality Control Plant 

• Customer Service (Revenue Collections), client meetings by appointment 

• Real estate, accounts payable, payroll, treasury services: In-person services by appointment or ad hoc as 
required 

• Pre-employment assessments such as civil service exams (when necessary) 

• New employee fingerprinting for background clearance 

• Mandatory drug testing for DOT drivers 

• Information technology services desk support (limited) 

Y
e

llo
w

 

Ti
e

r  

No changes from Orange Tier 
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Explore a return of remote staff with hybrid schedules, with some services remaining fully remote. Certain in-
person training will resume where efficient and practical as logistics and staffing allow. Other meetings, 
trainings and events will remain virtual when there is cost, and time savings and efficiencies gained. Resume in-
person services for public meetings and other public activities flexibly to effectively support community 
engagement as resources enable. 
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