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Reopening
This work action plan follows the guidance laid out by the
CDC, OSHA, county, state and federal governments that is
designed to keep employers, employees and customers safe.

Introduction
During these difficult days, while doors across the country have been closed, our thoughts have been
with our employees and residents. Special gratitude goes out to all of our essential workers such as
police, court, public works, engineering and community development personnel along with behind-thescenes personnel from finance, legal and the Town Manager’s office who have helped to keep things
running on the Town’s behalf during the shut-down. Whether it be the virus itself or the consequences
of the virus on the workforce and the economy, the impacts have been deeply felt by everyone.
Public health experts tell us that it will take some time for life to return to a sense of normalcy. We
cannot stop enjoying life until then. What we can do, is take what we know now about the virus and
give people the tools they need to be safe and responsible and create environments designed to curb
its spread.
At the Town of Paradise Valley, it is our priority to keep our employees and their families healthy,
especially in the midst of the COVID-19 pandemic. As such, we will abide by governmental guidelines as
we strive to balance public health concerns with the needs of our organization. This reopening of our
buildings action plan details how we plan to reopen our organization and still keep all of our employees
safe to every extent possible. The Town will remain flexible to continually reassess workplace
conditions, the implications of new public health recommendations and additional guidance.
While we will implement various protocols to ensure your safety, it’s up to ALL OF US to execute on
these protocols daily. By releasing this action plan, the Town of Paradise Valley hopes to clearly
communicate our plans moving forward, highlight workplace protocols in place to protect your safety
and establish a level of comfort for all our employees as we ask you to return to the office.
In addition to the protocols laid out in this plan, your departments will have additional detailed
protocols that are specific to your individual departments. We understand that every employee’s
situation is different and encourage those with specific risks or concerns to reach out to their manager
or HR to discuss alternate arrangements, should they be necessary.

Reopening Team Committee
As a part the Town’s action plan to reopen, an employee committee comprised of representative from
each department helped to develop this plan, along with added input from Town management.
Additionally, an employee survey (see Appendix 1) was conducted to draw upon ideas from all
employees and assess comfort levels before reopening. Finally, this plan also takes guidance provided
by the State, Maricopa County, Centers for Disease Control and Prevention (CDC), Occupational Safety
and Health Administration (OSHA) and the White House’s Opening Up America Again Guidelines and
highlights the responsibilities of managers and employees, and outlines the steps it is taking to address
COVID-19.
3

Reopening
Reopening Timeline
Due to the evolving nature of the COVID-19 pandemic, creating an exact
timeline for resuming “normal” operations is not possible. Town leadership
will continue to monitor applicable national, state and local guidance and
rely on key public health metrics to determine if and when it is appropriate
to proceed through reopening phases, including the coronavirus positive
test rate, the number of deaths and hospitalizations and increased testing
and tracing capabilities.
At this time, we’ve created a tentative phased approach for asking our
employees to return to work in our offices. Again, the Town will remain
flexible to continually reassess workplace conditions, the implications of
new public health recommendations and additional guidance from the
state, Maricopa County, CDC and OSHA.

Phase Zero

This is the current stage we are in. At this time, only essential workers are
permitted to work in the office and our buildings will remain restricted to
visitors. Although our offices are restricted, we have continued to provide
all services remotely with the exception of the Post Office. Employees who
are able to work remotely are asked to continue doing so until further
notice.

Phase One

National Guideline: 14-day decline of positive cases, limited crisis care for
patients, robust testing in place for health workers and gatherings restricted
to 10 people permitted. According to Governor Doug Ducey, Arizona has
met those guidelines.
Under Phase One, the Post Office will reopen to customers with social
distancing protocols put into place. The Town Hall and Public
Works/Engineering offices will be opened on an appointment only basis. A
limited number of employees designated by department directors will
physically return to work. Social distancing protocols will be put in place and
should be followed. However, any other employees who are able to do so
should continue to remain at home and work remotely as approved by the
department director. All public meetings (i.e. Town Council, Board of
Adjustment, Hillside, Planning Commission, etc.) will be conducted virtually.
The Town Hall restrooms and the Town’s public meeting rooms such as the
Community Room and PD Auditorium are restricted to the public during this
Phase. The Municipal Court operations will follow protocols and procedures
set forth in Administrative Order No. 2020-03 pursuant to Article VI, Section
3 and 5, of the AZ Constitution and the AZ Supreme Court Administrative
Orders 2020-79.
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Phase Two

Under Phase Two, the office may reopen to more employees. Government guidance states that in Phase
Two, gatherings of up to 50 people are permitted. The Town will physically open more to the public as
outlined on pages 12-15 and, in the process, observe governmental guidelines related to occupancy and
capacity given our building’s square footage. Like Phase One, some employees may continue to remain at
home and work remotely as approved by the department director. Access to the office will be granted for
job roles that are critical to business operations or for employees who are not able to work remotely.

Phase Three
Under Phase Three, the office will reopen to the public. All employees are expected to return to work.
In reopening the office, we will continue to implement various protocols to ensure the health and safety
of our employees. The Town will resume unrestricted staffing of worksites.

Considerations
It’s important to note that these phases are tentative and are subject to change based on federal, state
and local guidance, and the pandemic itself. Individual Town buildings and departments may adopt
their own specific procedures that are consistent with this document to better define expectations,
policies, and accommodations for your specific work area or job. These procedures are put in to place to
protect you, your family, your fellow co-workers and their families, as well as the general public. It is
imperative we all observe these guidelines and recommendations to be successful in implementation.
Should an employee test positive for COVID-19 after the office reopens, our plan may change in an
effort to protect our employees. In addition, if cases of COVID-19 spike again in our state or in our local
area, we may return to a previous Phase based on data and guidance from CDC, OSHA, and State
guidelines.
We recognize that each individual will need to make a personal decision as to when he or she is
comfortable returning to the office based on individual circumstances. Please reach out to your
supervisor, manager or HR to discuss your personal situation.
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Workplace Protocols to Follow When Returning to Work at Our Worksite
The Town of Paradise Valley has implemented various workplace protocols designed to preserve the health and
safety of our employees as they return to work. This section further explains these protocols. For additional
information, please reach out to your supervisor or Human Resources.
The Town may add to the below list of workplace procedures as employees return to work. Employees should
monitor workplace communications to ensure they’re up to date on all health and safety communications.

CDC Guidelines – How COVID-19 Spreads

According to the CDC Guidelines, COVID-19 is thought to spread mainly through close contact from personto-person. Some people without symptoms may be able to spread the virus. We are still learning about how
the virus spreads and the severity of illness it causes.
Person-to-Person Spread
The virus is thought to spread mainly from person-to-person.
 Between people who are in close contact with one another (within about 6 feet).
 Through respiratory droplets produced when an infected person coughs, sneezes, or talks.
 These droplets can land in the mouths or noses of people who are nearby or possibly be
inhaled into the lungs.
 COVID-19 may be spread by people who are not showing symptoms.
The virus that causes COVID-19 is spreading very easily and sustainably between people. Information from
the ongoing COVID-19 pandemic suggest that this virus is spreading more efficiently than influenza, but not
as efficiently as measles, which is highly contagious.
The virus does not spread easily in other ways
COVID-19 is a new disease and we are still learning about how it spreads. It may be possible for COVID-19 to
spread in other ways, but these are not thought to be the main ways the virus spreads.





From touching surfaces or objects. It may be possible that a person can get COVID-19 by
touching a surface or object that has the virus on it and then touching their own mouth, nose,
or possibly their eyes. This is not thought to be the main way the virus spreads, but we are still
learning more about this virus.
From animals to people. At this time, the risk of COVID-19 spreading from animals to people is
considered to be low. Learn about COVID-19 and pets and other animals.
From people to animals. It appears that the virus that causes COVID-19 can spread from people
to animals in some situations. CDC is aware of a small number of pets worldwide, including cats
and dogs, reported to be infected with the virus that causes COVID-19, mostly after close
contact with people with COVID-19. Learn what you should do if you have pets.
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Social Distancing Protocol
Employees are required to follow social distancing best practices while at the Town’s facilities, including
but not limited to workstations, lunch rooms, common areas and office spaces. Specifically, employees
are asked to:
 Stay 6 feet away from others when working or on breaks.
 Avoid job tasks that require face-to-face work with others when possible.
 Avoid contact with others whenever possible.
 Avoid touching surfaces that may have been touched by others when possible.
 Avoid gathering when entering and exiting the facility.
 Follow any posted signage regarding COVID-19 hygiene or social distancing practices.
 Disinfect your workspace often.
 Avoid touching your face.
 Avoid nonessential gatherings.
 Stagger lunches to limit the number of individuals in the break room.
 Avoid using common areas.
The Town may extend our social distancing guidelines after the office reopens. Please monitor your
email and adhere to any additional guidance as it is provided.

Employee Health and Safety Protocols
The success of our reopening action plan relies on how well our employees follow social distancing and
health and safety protocols. As such, the following protocols have been implemented to ensure your
health and safety. Please bring any concerns regarding the following protocols to your supervisor or
Human Resources immediately.

General Employee Health and Hygiene
Practicing good hygiene is essential to prevent the spread of COVID-19. Do your part by practicing good
hygiene at work and at home:
 Regularly wash your hands for at least 20 seconds throughout the day with warm water and
soap, specifically before eating.
 Cover coughs and sneezes.
 Avoid touching your eyes, nose and mouth.
To help employees remain healthy, the Town has hand sanitizer and disinfecting wipes available
throughout offices and public counters. We have limited amounts of these supplies and will continue
to restock as we are able. It is suggested that employees wash their hands more frequently than
normal. Additionally, building management has instructed the office cleaning crew to disinfect key
areas such as faucets and door handles on a daily basis.
Most importantly, employees who are feeling sick are asked to stay home from the office. Employees
who have symptoms of acute respiratory illness, should immediately seek medical attention and follow
the guidance of a health care provider. Employees with symptoms are required to work remotely or take
PTO. Employees who have been diagnosed with or are aware they’ve been directly exposed to COVID-19
are required to notify HR.
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Office Safety Protocols


Signage – Signs will be posted at the entrances of buildings requesting visitors wear face masks.
Additionally, signs will be placed around the buildings to remind employees and visitors of
distancing protocols and other safety practices along with spacing guidelines placed on the floor.



Facial masks/ Face shields – Face masks should also be worn throughout the buildings in any

circumstance in which social distancing of six feet apart cannot be guaranteed. Visitors will be
encouraged with signage to wear face masks for the health of our employees. A limited supply of
masks will be available to employees and visitors. Employees and visitors are encouraged to bring
their own masks. Masks or face shields are required to be worn by employees at public counters
that are in direct contact with the public, in meetings and when accessing restroom/breakroom.
Employees conducting outside work are only required to wear face mask or facial shields if social
distancing cannot be guaranteed.


Cleaning and Sanitization – Everyone is expected to do their part to help keep the office as clean
as possible by cleaning and disinfecting their workstations and surfaces they commonly use.
Employees should also avoid using others’ workstations, tools and equipment. Additionally,
whenever an employee uses a common piece of equipment (e.g., printer or fax machine), it should
be wiped down prior to and following use. Proper cleaning and disinfecting supplies will be
provided. Employees should wash their hands with warm water and soap for at least 20 seconds
after cleaning or sanitizing a surface. Employees will be trained on the safe and proper cleaning and
disinfecting requirements. In addition to nightly cleaning by our janitorial service, employees will be
assigned to sanitize high touch areas such as public counters, door openers and sneeze screens
throughout the day.



Staggered schedules— Directors will implement rotating schedules whenever possible until all
restrictions are lifted to minimize employee contact.



Daily health checks – If you are sick stay home! Employees are required to take their temperature
at home PRIOR to leaving. Per the CDC guidelines, employees who have a fever of 100.4* or above
or other signs of illness should not come to work. If possible, the Town will supply no touch
thermometers in each building for use throughout the day. The Town reserves the right to
implement a screening protocol for symptoms, such as temperature checks, at any point.



Restrooms – Town Hall restrooms will be closed to the public. Public restrooms in the police
department lobby and the courts will remain open. Touchless faucets, paper towel dispensers,
toilets, urinals and hand soap dispensers will be placed in all restrooms.



Breakrooms – Employees who are in the office should avoid gathering in groups such as
lunchrooms and other communal spaces. A limit of 3 individuals at one time are allowed in
breakroom to ensure social distancing. Use paper towels when handling coffee pots or other
frequently touched surfaces. Single packs of coffee will be provided for use in making coffee.



Ice machines – One use paper towels will be placed near all ice machines. A paper towel is
required when using ice scoops. Paper towels should be thrown away after each use.
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Payments – No cash will be accepted at the Post Office. Payments will be through check or credit
card only.



COVID-19 purchases – All COVID-19 purchases should be made through Jerry Cooper, Public
Works Superintendent. Avoid using P-Cards if possible. Use P-Cards when the regular A/P process is
not feasible, practical or using the P-Card is more advantageous to the Town. If a P-Card is used,
follow the current process of uploading to Wells Fargo and retain original receipts.



Public counter modifications – For counters not equipped with glass barriers, plexiglass barrier
screens will be added. The public will be encouraged to use their personal pens or may use throw
away pens provided for public use.



Sanitizer – Hygiene stations will be placed in all public areas. Hand sanitizer will be placed at all
public counters, office spaces and work stations.



Workstation modifications— Modifications of office layouts to create at least 6 feet of distance
between employee workstations.



Meetings— All public meetings will be conducted virtually until September when it will be
reevaluated. The Community Room and the PD Auditorium will be restricted to the public during
Phase 1 and will be considered for Phase 2. Until all social distancing requirements are lifted, the
Town will discourage all in-person meetings unless the spaces allow for at least 6 feet between
people. Instead the Town will encourage employees to continue to conduct virtual meetings. If a
meeting room is required for an in-person meeting, it is the person who reserved the room the
responsibility to clean and sanitize afterwards. Town Council, Board and Commission meetings will
all be conducted through Zoom until the summer recess ends.
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Notification of Exposures and Closures
Keeping employees safe is our priority. To accomplish this task, we have created various procedures for
screening employees who return to work, dealing with exposure to COVID-19, responding to a
confirmed case of COVID-19 and reporting transparency.

Reporting Transparency Protocol
Any employee who has tested positive for COVID-19 must notify Human Resources as soon as
practicable. The employee will be asked to assist with contact tracing and will be asked a list of question
per CDC Guidelines, which includes identifying all individuals who worked in close proximity (within six
feet) for a prolonged period of time (30 minutes or more) with them during the 48-hour period before
the onset of symptoms and what buildings they visited. The Town will notify those employees who
were possibly in contact of a confirmed case of COVID-19 in the workplace and they will be required to
self-quarantine for 14 days after last exposure, and self-monitor for symptoms (i.e., fever, cough or
shortness of breath). A Town-wide notification will go out to all employees; however, the Town cannot
identify the employee by name unless provided written authorization from the employee because it
would be a violation of confidentiality laws. The Town will close the office of the infected person for a
period up to 72 hours (unless occurring in the Communications Center, other protocols will occur)
following a confirmed case and deep-cleaning procedures will be triggered.
,

Returning to Work After Testing Positive for COVID-19
Employees who have tested positive should not return to work until the conditions outlined
in the table below are met. The Town has partnered with a health professional who will
provide the two tests in a row.

Return to Work Considerations
Employee was tested for COVID-19.
The employee may return to work if:
 They no longer have a fever.
 Coughs and other symptoms have
improved.
 They have received two negative
COVID- 19 tests in a row.
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Employee Mental Health Considerations
We understand that the COVID-19 pandemic has increased stress levels of employees across the
country. We want to prioritize our employees’ mental health during these uncertain times. As such, we
have made every effort to ensure that the workplace is safe for employees to return to work and are
ready to discuss personal situations. Managers and supervisors are aware of mental health
considerations during this transition. Employees with concerns regarding their mental health should use
Support Linc, the Town’s Employee Assistance Program (EAP) at 1-888-5462. It is free for up to 6
counseling sessions.

Conclusion
The Town looks forward to the future of our employees returning to work in our buildings. The COVID19 pandemic has created uncertain times and resulted in unprecedented workplace changes. As
communicated throughout this reopening action plan, we are prioritizing the health of our employees
every step of the way as we consider reopening our business’s doors.
We will execute on our plan cautiously, following applicable state and local guidance as much as
possible. We also understand that each employee’s needs and situations will be different as our doors
begin to reopen. Employees should discuss any concerns they have about returning to the worksite as it
relates to their personal health or situation with their manager or supervisor.
Finally, we ask that employees are patient and understanding of the fact that the COVID-19 pandemic
may require our return to work plans to change. Employees will be given as much notice as possible in
the event of an unforeseen setback or office closure.
Employees should direct questions regarding the content of this action plan to their supervisor.
Furthermore, while the strategies highlighted in this document can protect workers from COVID-19, it’s
important to follow CDC guidance at all times. For more information, click here.
The following pages provide an overview of each of the Town’s buildings phased opening guidelines.
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Municipal Courts
PHASE
1

PHASE
2

PHASE
3



In person appearances are limited to 10 participants per docket with
staggered start times to keep the crowd size to a minimum.



Phone and video appearances highly encouraged



Masks and temperature check required on all visitors prior to entrance



Non-essential persons to case/proceedings not admitted



Social distancing requirements in courtroom.



Allowance of a maximum of 14 persons in the court at any given time



Walk-in by appointment only



Use of technology will continue to be encouraged with video and
telephonic options to limit in court appearances



Strict social distancing procedures



Scheduled appearances and services to fully resume



Continued social distancing procedures



Use of technology will continue to be encouraged with video and
telephonic options to limit in court appearances



Social distancing procedures maintained
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Municipal Courts
PHASE
1

PHASE
2

PHASE
3









Post Office open with strict social distancing protocols
Face mask requested for all visitors
Community Room and public restrooms restricted to the public
Visitors by appointment only for Community Development, Finance, Town
Clerk, Town Manager and Legal
All Town Council, Boards and Commission meetings via Zoom
Acceptance of paper submittals but electronic submittals preferred
Field inspections continue following social distancing guidelines



Public counters to open with strict social distancing in place



A limited number of key staff members to return



Continue online business practices



Town staff continue to work remotely as much as possible



Return to regular business practices, following CDC guidelines



Resume In-person Town Council, Boards and Commission meetings



Walk-ins to public counters with social distancing protocols



Use of technology will continue to be encouraged
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Municipal Courts
PHASE
1

PHASE
2

PHASE
3



No change - Public works, fleet and building maintenance continue to
work onsite



Visitors by appointment only



Staff that can work remotely continue to do so



Field inspections continue following social distancing guidelines



Public counter opens, with restriction of 1 visitor at a time.



A limited number of key staff members to return



Town staff that can work from home continue to do so



Return to regular business practices, following CDC guidelines



Walk-ins to public counters with social distancing protocols



Use of technology will continue to be encouraged
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Municipal Courts
PHASE
1








PHASE
2

PHASE
3

No change – Police and Communication staff continue regular duties
Dispatchers continue to screen calls for COVID-19 concerns
Visitors are restricted to police department lobby only
Limited administrative staff onsite at public counter and continue to
work remotely as much as possible
In-person community outreach events suspended
Police Department Auditorium restricted to the public



Continue Phase 1 protocols



Return to regular business practices, following CDC guidelines



Walk-ins to public counters with social distancing protocols



Use of technology will continue to be encouraged
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APPENDIX 1 – Town of Paradise Valley Employee Return to Work Survey
1. For those currently working remotely, how comfortable do you feel about returning to work on June
1st?

Very Comfortable
Comfortable
Somewhat Comfortable
Not Comfortable
Very Uncomfortable
Not Applicable
No Responses
Total

Number of
Response(s)
11
12
12
11
5
22
0
74

Response Ratio
16.2%
16.2%
16.2%
14.8%
6.7%
29.7%
0.0%
100.0%

2. What is your biggest concern about coming back to work? Explain.
74 Response(s)

3. What safeguards would you like to see in place before returning to work? Choose all that apply.

Social distancing signage
Germ guards - plexiglass or glass barriers at public
Intensified cleaning and disinfection of buildings
Staff required to wear masks
Staff required to wear gloves
Customers required to wear masks
Entry into buildings by appointment only
Floor decals that show proper social distancing
Staggered work time
Restricted use of any shared items or spaces
Established sanitizing protocols and daily schedules
Sanitation stations at every public counter
Daily employee health checks - temperature taking
Research alternatives to cash payments
Bathrooms closed to the public
No touch sinks
No touch soap dispensers
Exposure protocols in place
Communication plan if employee is infected
Training all staff in COVID-19 safety precautions - how to
Other
Total

Number of
Response(s)
38
34
49
26
8
35
27
30
24
25
38
50
18
15
27
48
48
32
52
25
3
74

Response Ratio
51.3%
45.9%
66.2%
35.1%
10.8%
47.2%
36.4%
40.5%
32.4%
33.7%
51.3%
67.5%
24.3%
20.2%
36.4%
64.8%
64.8%
43.2%
70.2%
33.7%
4.0%
100.0%
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4. Should all employees be required to wear face masks at all times while at work?

Yes
No
Voluntary
Only when dealing with the public
Only during meetings with other employees and/or at public
No Responses
Total

Number of
Response(s)
13
14
28
6
13
0
74

Response Ratio
17.5%
18.9%
37.8%
8.1%
17.5%
0.0%
100.0%

5. Should all employees be required to wear gloves at all times while at work?

Yes
No
Voluntary
Only when dealing with the public
No Responses
Total
11 Comment(s)

Number of
Response(s)
1
29
34
10
0
74

Response Ratio
1.3%
39.1%
45.9%
13.5%
0.0%
100.0%

6. Should all employees be required to get daily health/temperature checks?

Yes
No
Voluntary
No Responses
Total

Number of
Response(s)
28
17
29
0
74

Response Ratio
37.8%
22.9%
39.1%
0.0%
100.0%

Number of
Response(s)
51
23
0
74

Response Ratio
68.9%
31.0%
0.0%
100.0%

7. If working remotely is still an option, would you be interested?

Yes
No
No Responses
Total

8. When we return to work, would you feel more comfortable with staggering days/weeks?

Yes
No
No Responses
Total

Number of
Response(s)
38
36
0
74

Response Ratio
51.3%
48.6%
0.0%
100.0%
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9. Were communications about the Town's response or the work-from-home order with employees
timely and clear?

Yes
Somewhat
No
No Responses
Total

Number of
Response(s)
49
23
2
0
74

11. Did you have enough interaction with your supervisor while working remotely?
Number of
Response(s)
Yes
52
Somewhat
7
No
0
Not Applicable
15
No Responses
0
74
Total

Response Ratio
66.2%
31.0%
2.7%
0.0%
100.0%

Response Ratio
70.2%
9.4%
0.0%
20.2%
0.0%
100.0%

12. Were video calls with your supervisor preferable to telephone calls or email?

Video Calls
Telephone Calls / Email
No Responses
Total

Number of
Response(s)
28
46
0
73

Response Ratio
37.8%
62.1%
0.0%
100.0%

13. Were there technology or operational impediments to working from home? Explain.
73 Response(s)

14. Thinking back, what can the Town do or have done differently or better in responding to the COVID19 pandemic? Explain.
73 Response(s)

15. What building do you work in?

Court
Police Department
Public Works/Engineering
Town Hall
No Responses
Total

Number of
Response(s)
5
28
12
29
0
74

Response Ratio
6.7%
37.8%
16.2%
39.1%
0.0%
100.0%
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