
¾ Based on cu ent occupancy limitations, the agency will have an
ave age of  of the staff in the office o  field each day.

he agency has eviewed  guidance, Managing the Return to the Office in the Age 
of COVID-19, updated March 2021.

he agency has esta lished occupancy limitations ased on physical distancing and 
elated facto s fo  all wo spaces it cu ently occupies o  plans to occupy.

he agency has developed and implemented a plan fo  staff that have een wo ing 
emotely to etu n to the office eithe  full time o  in pa t  that aligns with the occupancy 

limitations. 
he agency has developed, implemented, and communicated to their employees the 
e uisite wo fo ce policies and p ocedu es.
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ach City agency must complete this form and submit it to the ayo al esta t as fo ce for 
appro al. The agency must affirm compliance by checking the box next to each statement. f 
an agency is unable to affirm any of the statements, it must submit a w itten explanation to 
the ayo al esta t as fo ce. 

Agencies should refer to CA  guidance, Managing the Return to the Office in the Age of 
COVID-19, updated March 2021, which includes information and links to primary sources 
from other City agencies, fede al and state agencies, and industry experts. hese efe ences 
should e eviewed egula ly as they a e f e uently updated.
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C  C  C

olicies have een implemented for cleaning and disinfecting afte  an indi idual with symptoms
of  o  an individual with a positive  diagnosis has een in the wo place.

rocedures are in place for the agency to notify the building manager afte  an individual with a
positive  test esult has een in the wo place.

olicies have een implemented and posted fo  enfo cing the ity s face cove ing e ui ements
and face cove ings a e availa le at the uilding ent ance fo  those who do not have one. 

olicies have een implemented and posted fo  enfo cing the ity s health assessment 
e ui ements fo  employees, visito s, and clients. 

 ft. ma e s have een installed at ent ances, elevato s, and any a eas whe e people may 
cong egate.

levato  occupancy limitations, e ui ements, and physical distancing floo  ma ings have een 
posted.

ne di ectional flow has een esta lished and posted whe eve  feasi le.

tai ways, additional access doo s, and f eight elevato s have een opened and made 
accessi le whe e possi le  one di ectional flow has een posted on stai s whe e possi le.

llowa le occupancy pe  elevato  has een posted  and floo  ma e s indicating whe e to stand 
and which di ection to face have een installed in elevato s, whe e eneficial.

u lic a eas a e eing cleaned in acco dance with s guidance.

 systems have een ad usted to ma imi e outside ai  inta e and ai  changes. 

ilters have een upg aded to the highest efficiency systems allow.

ystems have een set to un with ma imum outside ai flow fo   hou s efo e and afte  
the uilding is occupied, as feasi le.

 confi m the following actions have een ta en fo  all uildings whe e agency staff a e 
cu ently o  will e wo ing. his includes oth city and p ivately owned uildings.
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ACE
 confi m the following actions have een ta en fo  all uildings whe e agency staff a e 
cu ently o  will e wo ing.

ccupancy limitations fo  employee wo spaces have een set conside ing oth physical
distancing and elated facto s. he agency has implemented the following st ategies

se of alte nating des s 

es  sha ing

nstallation of physical a ie s

econfigu ation of wo stations

ccupancy limitations fo  sha ed spaces e.g., confe ence ooms, huddle spaces, pant ies, 
ea  ooms, copy ooms  have een posted. 

A  

ignage has een posted th oughout all wo spaces eminding individuals to adhe e to p ope
hygiene, physical distancing ules, face cove ing e ui ements, and cleaning and disinfecting 
p otocols.

o spaces that do not allow fo  physical distancing have een loc ed off.

pp op iate measu es have een implemented in eception a eas.

ne di ectional pathways have een designated and posted whe e possi le.

foot ma e s have een installed at ent ances, elevato s, and any a eas whe e people
cong egate.

    C

o  a eas a e eing cleaned in acco dance with ecommended guidance and all cleanings
are eing documented.

and saniti e  containing at least % alcohol and cleaning wipes a e availa le th oughout 
the wo spaces.

igns have een posted e ui ing employees to clean wo space su faces and e uipment 
efo e and afte  use.
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elewo ing

le i le a ivals

le i le wo days

omp essed wo  wee

 e ui ements fo  the cont acto s. as applica e messaging accessi le to all y using a wide ange of communication 
channels and mate ials and p oviding alte nate fo mats that meet  standa ds.

ew policies and p ocedu es have een communicated to employees.

mployee t aining and info mation on  is  facto s, p otective measu es, cleaning, and 
disinfection p oducts used in the wo place have een p ovided to employees.

nfo mation elated to testing, vaccinations, and health and wellness esou ces have een p ovided to 
employees.

essaging is accessi le to all in acco dance with the ity s accessi ility e ui ements. 

A plan fo  eeping employees a east of new polices and p ocedu es that have een implemented.

ommunication channels and p ocedu es fo  p oviding ongoing info mation to employees, visito s, 
and clients have een implemented and communicated.

ommunication channels and p ocedu es fo  employees, visito s, and clients to as  uestions and 
e uest info mation have een implemented and communicated. 

CE
 confi m the following policies have een developed, implemented and communicated  and 
the following actions have een ta en.

C C

ace ove ings

ealth c eenings

anaging ositive  ases

leaning fte  a ositive  ase

onfidential andling of ealth nfo mation

ime and eave 

avel

ity ehicles se

g eements, ac nowledged y oth the employee and the supe viso , have een esta lished fo
employees with alte native wo  schedules.

he agency is using the following alte native wo  schedules

A
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