CITY OF CORONA

Return to Work Plan
After COVID-19
As City employees start returning to work, we
must remember the COVID-19 threat is still here.
Governments worldwide continue attempts to
contain the COVID-19 pandemic. As of May 15,
2020, over 4.1 million people have contracted the
disease around the globe. The City would like to
remind everyone how important it is to stay safe
and healthy when reporting to work every day.
In preparation for staff to begin returning to their
work sites, the following elements of the “Return
to Work Plan” can be in place to help minimize the
exposure to COVID-19 in the workplace.

www.CoronaCA.gov

EVERY EMPLOYEE PLAYS
A KEY ROLE IN AVOIDING
EXPOSURE AND
LIMITING INFECTION!
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Reopening Corona City Hall
and City Operations To The Public
Departments should assess and modify locations where direct contact between
employee and public takes place. Where possible, Courtesy Barriers such as
plexiglass or sneeze-guards should be installed.
Reconfigure workspaces to allow for necessary social distancing.
Counter locations that would normally form a line, place mobile stanchions spaced
apart with a sign on it stating: “Please Stand Here in accordance with Social Distancing
Guidelines” or possibly some form of taped marks on the floor spaced 6’ apart.
On the door where the public is entering the building place a sign stating: Face Masks
may be worn per Riverside County Health recommendations. A box/container
of surgical face masks and hand sanitizer will be available at the counter for
public visitors. Offer public visitors a mask, if they refuse to wear a mask, the
employee will continue to follow safety precautions in place. Place the used
mask back into the container as long as it has not been touched by a bare hand.
All departments to obtain a digital no-touch thermometer(s) and sanitizer wipes for the
temperature checks.
Signs on the doors of the bathrooms; wash hands frequently, cover your coughs
and sneezes with a tissue or the inside of your elbow; and avoid touching your face.
Public restrooms on the first floor of City Hall will be available to the public. To
provide a safer environment for employees, restroom on all other floors will be for
employee access card use only.
Guest restroom cards will not be handed out.
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Opening City Hall
to Employees
State and local governments have issued orders
allowing for the phased reopening of businesses
aimed at limiting the potential for transmission of
COVID-19, with specific health and safety protocols
for both employees and customers. The City will be
implementing the following measures:
Face masks for all employees entering City Hall should
be worn in common areas (e.g. hallways, restrooms,
break rooms, and lunchrooms) where social distancing
(at least 6 feet apart) cannot be adhered to in the
workplace or a barrier is not in place separating from
another person.
Consider implementing staggered work schedules to
reduce the number of employees in the workplace at
any given time.
Consider which positions will be most essential for the
business.
Consider forming "teams" of employees to come
into work during alternating days or weeks.
Alternate lunch schedules so employees are leaving
and arriving at different lunch times.

Employees Phased
in Approach
Employees who have been telecommuting
can be phased back to the workplace in
waves or for certain days each week and
gradually build towards having the entire
workforce back, while taking into
consideration individual circumstances
(such as age, pre-existing conditions, etc.).
Department directors/managers will have
ultimate control of deciding which
employees will return and when.
*Once stay-at-home order is lifted, but
school campus closures remain, there may
actually be an increase in the number of
workers who must telework in order to split
childcare duties.
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Employee Safety Precautions
Enhancing protection measures may differ from
departments/locations. For example, the library may
need to remove/move chairs at study tables to
enforce physical distancing whereas City Hall may
need to enforce physical distancing while waiting in
line. Assessments may need to be conducted to
establish engineering controls for all departments
that interact with the public.
Construction of barriers (plexiglass or cubicle walls)
in areas where employees are close or face-to-face
contact is unavoidable.
Employees who appear to have symptoms (i.e., fever,
cough, or shortness of breath) upon arrival at work or
who become sick during the day should immediately
be separated from other employees, customers, and
visitors and sent home.
If an employee is confirmed to have COVID-19
infection, employers should inform fellow employees
of their possible exposure to COVID-19 in the
workplace but maintain confidentiality as required by
the Americans with Disabilities Act (ADA). Those with
possible exposure will need to go home and follow
CDC guidelines to monitor yourself for symptoms of
the virus.
Stay home if you are sick, except to get medical care.

Inform your supervisor if you have a sick family
member at home with COVID-19.
Avoid using other employees’ phones, desks, offices,
or other work tools and equipment, when possible. If
necessary, clean and disinfect them before and after
use.
Practice social distancing (outdoor areas and indoor
public spaces) and avoid large gatherings and
maintain distance (approximately 6 feet) from others
when possible.
Establish or continue practicing of virtual meetings or
conference calls when possible; limit the size of
meeting (if this is not possible follow the social
distancing guidelines).
Department’s may want to establish a primary entry
door and exit door in building or office to reduce
cross traffic and lower exposure rate.
City Hall will only be open to the public from the north
side of City Hall.
Consider limiting or eliminating access to communal
areas in the workplace, such as lunch rooms and
large conference rooms.

Employees who are
required to Travel
Worked related travel for city employees will be
allowed on a case-by-case basis, but should be
examined closely by Department Heads to
determine the level of necessity relative to the level
of risk at the destination location.
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Temperature Check
and QR Code for Employees
Departments need to purchase thermometers, and sanitizer wipes for
temperature checks
If a temperature reading of 100.4 F or higher is registered by an
employee they will need to follow the CDC guidelines and complete
the FFCRA Leave Request Form. An employee temperature reading
below 100.4 F will be allowed to proceed to work.
CDC Guidelines: Employees who have symptoms when they arrive at
work or become sick during the day should immediately be separated
from other employees, customers, and visitors and sent home.
Employees with these symptoms may have COVID-19:
Cough
Shortness of breath or difficulty breathing
Fever
Chills
Muscle pain
Sore throat
New loss of taste or smell
This list is not all possible symptoms. Other less common
symptoms have been reported, including gastrointestinal
symptoms like nausea, vomiting, or GI Distress.
Employees who develop symptoms outside of work should notify their
supervisor and stay home. Sick employees should follow
CDC-recommended steps. Employees should not return to work until
they have met the criteria to discontinue home isolation and have
consulted with a healthcare provider and state or local health
department.
Employers should not require sick employees to provide a COVID-19
test result or healthcare provider’s note to validate their illness, qualify
for sick leave, or return to work. Healthcare provider offices and
medical facilities may be extremely busy and not able to provide such
documentation in a timely manner.

RETURN TO WORK PLAN AFTER COVID-19

Options for
Temperature
Checks
1. Employees may conduct daily
temperature checks using a
QR-Code on a mobile device to log
their temperature and answering a
few minor questions; employee
takes their temperature daily and is
responsible for recording.
The
supervisor reviews the report daily
and monitors if a high temperature
is registered or if a yes answer is
populated from the symptoms
questions. Employees can also
submit their temperature to the
shared link on the website and it
will report to the same location if
they used the QR-Code.
2. Have a willing employee take
others'
temperatures
per
department. Employee will need
proper training, personal protective
equipment,
a
no-touch
thermometer and an understanding
of confidentiality considerations in
place. Department will keep a
confidential log of the employee
temp readings. The log will allow
the department to know exactly
who was in the building and the
ability to contact them (name,
phone, email required) in the event
of a probable exposure.
3. Have employees take their
temperature prior to the start
of their shift and complete a
Health Screening Questionnaire.
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Temperature Check
and QR Code
for Employees
Employee will be required to complete the
temperature and symptom log daily once they
scan the QR-Code for their daily check-in.
Employees will scan the QR code for their
department and enter their data. Employees
can use their phone or iPad camera to scan the
code and it opens a web address with a Google
Form. Enter your First Name, Last Name, Check
In Site, Supervisor Last Name, Body Temp and
any symptoms present and then click submit. If
you do not have a smart device to enter this
data you can use your work computer to enter
your data.
Privacy of employees using the QR-Code is
protected and this option will reduce exposer
to other employees viewing personal
information. The supervisor and manager will
only have access to the employee’s
information.
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**DWP
QR CODE
EXAMPLE:
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How and when to
Wear a Face Mask
Employees working in an office do not need to
wear face masks. When employees are in the
common areas where people are around then
he or she should be cautious and use
discretion. If the ability to maintain social
distancing of 6 feet or greater can be achieved,
then a face mask will not be necessary.
If an employee works in a cubical that is in
close proximity to another (and a barrier is not
in place) or has to attend a meeting in a
conference room where the social distancing
requirement cannot be maintained a mask
should be worn.
While an employee is in a City vehicle they do
not need to wear a face mask unless they are
riding with another co-worker.
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Cloth face masks should:

• fit snugly but comfortably against the side of the
face
• be secured with ties or ear loops
• include multiple layers of fabric
• allow for breathing without restriction
• be able to be laundered and machine dried
without damage or change to shape

Cloth face masks care:

Should cloth face masks be washed or
otherwise cleaned regularly?
Yes. They should be routinely washed
depending on the frequency of use.
How does one safely sterilize/clean a cloth face
masks?
A washing machine should suffice in properly
washing a face masks.
How does one safely remove a used cloth face
masks?
Individuals should be careful not to touch their
eyes, nose, and mouth when removing their face
masks and wash hands immediately after
removing.
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Employee Training
Although information regarding COVID-19 is easily accessible online and
continuously reinforced to the general population through several media
outlets, an employee COVID-19 training class with a comprehension test will
be assigned to all employees through ClassWeb. The class name is
“Emerging Viruses: The COVID-19 Pandemic”, it should not take more than
15-20 minutes and has 3 comprehension questions at the end. Providing this
class will ensure the City meets Cal/Osha requirements.

Daily Basics Apply to Everyone
• Wear your assigned mask, respirator or face covering according to
established CDC and Riverside County Medical recommendations.
• Wash your hands often with soap and water for at least 20 seconds.
• Use an alcohol-based hand sanitizer that contains at least 60% alcohol.
• Avoid touching your eyes, nose, and mouth with unwashed hands.
• Stay home when you are sick or becoming sick then contact your supervisor
immediately to notify him or her that you will not be in.
• Avoid close contact with people who are sick.
• Cover your cough or sneeze with a tissue (not your hands) and throw the
tissue in the trash.
• Do not shake hands.
• Customers’ and visitors having COVID-19 concerns can send an email to
COVID19info@CoronaCA.gov
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