
¾ Based on cuUUent occupancy limitations, the agency will have an
aveUage of  of the staff in the office oU field each day.

7he agency has Ueviewed '&$6
 guidance, Managing the Return to the Office in the Age 
of COVID-19, updated March 2021.

7he agency has estaElished occupancy limitations Eased on physical distancing and 
+9$&�Uelated factoUs foU all woUNspaces it cuUUently occupies oU plans to occupy.

7he agency has developed and implemented a plan foU staff that have Eeen woUNing 
Uemotely to UetuUn to the office �eitheU full time oU in paUt� that aligns with the occupancy 
limitations. 
7he agency has developed, implemented, and communicated to their employees the 
UeTuisite woUNfoUce policies and pUoceduUes.
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Managing the Return to the Office in the Age of COVID-19

MAY ϮϬϮ1 A'�NCY RETURN TO OFFICE W>AN

(ach City agency must complete this form and submit it to the 0ayoUal 5estaUt 7asNfoUce for 
approYal. 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 wUitten explanation to 
the 0ayoUal 5estaUt 7asNfoUce. 

Agencies should refer to 'CA6
 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, fedeUal and state agencies, and industry experts. 7hese UefeUences 
should Ee Ueviewed UegulaUly as they aUe fUeTuently updated.

NDPH RI AJHQF\�

AGGUHVV�V��

AJHQF\ &KLHI 5HVWDUW 2IILFHU �A&52��

AC52 EPDLO AGGUHVV�

AC52 3KRQH�

'&$6 Uev ��������

WKH IROORZLQJ DFWLRQV KDYH EHHQ WDNHQAV WKH AC52 IRU WKH DJHQF\� , DIILUP DV RI 
RU ZLOO EH WDNHQ EHIRUH 0D\ �� �����



C� 0DQDJLQJ C29,'��� CDVHV

3olicies have Eeen implemented for cleaning and disinfecting afteU an indiYidual with symptoms
of &29,'��� oU an individual with a positive &29,'��� diagnosis has Eeen in the woUNplace.

3rocedures are in place for the agency to notify the building manager afteU an individual with a
positive &29,'��� test Uesult has Eeen in the woUNplace.

3olicies have Eeen implemented and posted foU enfoUcing the &ity
s face coveUing UeTuiUements
and face coveUings aUe availaEle at the Euilding entUance foU those who do not have one. 

3olicies have Eeen implemented and posted foU enfoUcing the &ity
s health assessment 
UeTuiUements foU employees, visitoUs, and clients. 

� ft. maUNeUs have Eeen installed at entUances, elevatoUs, and any aUeas wheUe people may 
congUegate.

(levatoU occupancy limitations, UeTuiUements, and physical distancing flooU maUNings have Eeen 
posted.

2ne�diUectional flow has Eeen estaElished and posted wheUeveU feasiEle.

6taiUways, additional access dooUs, and fUeight elevatoUs have Eeen opened and made 
accessiEle wheUe possiEle� one�diUectional flow has Eeen posted on staiUs wheUe possiEle.

$llowaEle occupancy peU elevatoU has Eeen posted� and flooU maUNeUs indicating wheUe to stand 
and which diUection to face have Eeen installed in elevatoUs, wheUe Eeneficial.

3uElic aUeas aUe Eeing cleaned in accoUdance with '2+0+
s guidance.

+9$& systems have Eeen adMusted to ma[imi]e outside aiU intaNe and aiU changes. 

)ilters have Eeen upgUaded to the highest efficiency systems allow.

6ystems have Eeen set to Uun with ma[imum outside aiUflow foU � houUs EefoUe and afteU 
the Euilding is occupied, as feasiEle.

,� %8,/',1*6
, confiUm the following actions have Eeen taNen foU all Euildings wheUe agency staff aUe 
cuUUently oU will Ee woUNing. 7his includes Eoth city and pUivately owned Euildings.

A� %XLOGLQJ COHDQLQJ DQG 6\VWHP 0DLQWHQDQFH

%� AFFHVV CRQWURO DQG CLUFXODWLRQ
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,,� :25.63ACE6
, confiUm the following actions have Eeen taNen foU all Euildings wheUe agency staff aUe 
cuUUently oU will Ee woUNing.

2ccupancy limitations foU employee woUNspaces have Eeen set consideUing Eoth physical
distancing and +9$&�Uelated factoUs. 7he agency has implemented the following stUategies�

8se of alteUnating desNs 

'esN shaUing

,nstallation of physical EaUUieUs

5econfiguUation of woUNstations

2ccupancy limitations foU shaUed spaces �e.g., confeUence Uooms, huddle spaces, pantUies, 
EUeaN Uooms, copy Uooms� have Eeen posted. 

A� 2FFXSDQF\ 3ODQQLQJ

6ignage has Eeen posted thUoughout all woUNspaces Ueminding individuals to adheUe to pUopeU
hygiene, physical distancing Uules, face coveUing UeTuiUements, and cleaning and disinfecting 
pUotocols.

:oUNspaces that do not allow foU physical distancing have Eeen ElocNed off.

$ppUopUiate measuUes have Eeen implemented in Ueception aUeas.

2ne�diUectional pathways have Eeen designated and posted wheUe possiEle.

��foot maUNeUs have Eeen installed at entUances, elevatoUs, and any aUeas wheUe people
congUegate.

%� 3K\VLFDO 'LVWDQFLQJ DQG 2IILFH CLUFXODWLRQ

:oUN aUeas aUe Eeing cleaned in accoUdance with Uecommended guidance and all cleanings
are Eeing documented.

+and saniti]eU containing at least ��% alcohol and cleaning wipes aUe availaEle thUoughout 
the woUNspaces.

6igns have Eeen posted UeTuiUing employees to clean woUNspace suUfaces and eTuipment 
EefoUe and afteU use.

C� COHDQLQJ DQG 3HUVRQDO +\JLHQH
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7elewoUNing

)le[iEle aUUivals

)le[iEle woUNdays

&ompUessed woUN weeN

� UeTuiUements foU the contUactoUs. �as applic0aNe messaging accessiEle to all Ey using a wide Uange of communication 
channels and mateUials and pUoviding alteUnate foUmats that meet $'$ standaUds.

1ew policies and pUoceduUes have Eeen communicated to employees.

(mployee tUaining and infoUmation on &29,'��� UisN factoUs, pUotective measuUes, cleaning, and 
disinfection pUoducts used in the woUNplace have Eeen pUovided to employees.

,nfoUmation Uelated to testing, vaccinations, and health and wellness UesouUces have Eeen pUovided to 
employees.

0essaging is accessiEle to all in accoUdance with the &ity
s accessiEility UeTuiUements. 

A plan foU Neeping employees aEUeast of new polices and pUoceduUes that have Eeen implemented.

&ommunication channels and pUoceduUes foU pUoviding ongoing infoUmation to employees, visitoUs, 
and clients have Eeen implemented and communicated.

&ommunication channels and pUoceduUes foU employees, visitoUs, and clients to asN Tuestions and 
UeTuest infoUmation have Eeen implemented and communicated. 

,,,� :25.)25CE
, confiUm the following policies have Eeen developed, implemented and communicated� and 
the following actions have Eeen taNen.

C� CRPPXQLFDWLRQV

)ace &oveUings

+ealth 6cUeenings

0anaging 3ositive &29,'��� &ases

&leaning $fteU a 3ositive &29,'��� &ase

&onfidential +andling of +ealth ,nfoUmation

7ime and /eave 

7Uavel

&ity 9ehicles 8se

$gUeements, acNnowledged Ey Eoth the employee and the supeUvisoU, have Eeen estaElished foU
employees with alteUnative woUN schedules.

7he agency is using the following alteUnative woUN schedules�

%� 6FKHGXOLQJ

A� 3ROLFLHV
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