
1 
 

 

Office of the City Manager 
MEMORANDUM 

 
 

 

 
Date:  May 15, 2020 

To:  All Employees  

From:  Alan Shear, Assistant City Manager  

Re:  Work Environment Guidelines – COVID-19 

The City of Benicia will begin the process to reopen City facilities that have been closed to 
the public effective Monday May 18, 2020.  As stated in the update issued May 8th, our goal 
is to reopen to the public beginning June 1. 

The intent of the City of Benicia is to create and maintain a safe work environment for its 
employees and a safe space for the community to conduct public business. The purpose of 
this memo is to mitigate City of Benicia employees’ potential exposure to the COVID-19 
virus and comply with the Social Distancing orders from the State of California and Solano 
County.  

This memo informs employees of the overall measures the City is taking and the 
precautions we must each follow to ensure a safe working environment for one another. As 
this is an everchanging situation and the fact it is hard to anticipate every situation, we 
anticipate updates will be needed as we move into this next phase.   It will take all of us, 
working together, to succeed in preventing the spread of COVID-19.  Together, we can 
accomplish great things.  We welcome your suggestions for any workplace changes or 
accommodations. 

Individual departments may have more specific policies addressing their needs and 
requirements; those guidelines accompany this policy. If questions arise, please work with 
your manager/supervisor.  

Social Distancing Protocol 

"Social Distancing" is maintaining at least a six-foot separation from all persons whenever 
possible, not gathering in large groups, and using a comparable level of protection against 
exposure to respiratory droplets or secretions using personal protective equipment, 
including face coverings and disposable gloves, or other physical or administrative 
controls. 



2 
 

Maintaining Social Distancing  

Measures to maintain at least six feet separation between all persons at all City facilities, 
both employees and members of the public.  

1. Signage and floor decals at least six feet apart in customer line areas inside the 
facilities and on sidewalks at public entrances with signs directing customers to use 
the decals to maintain the proper distance. 

2. Employee desks and individual workstations are separated by a minimum of six feet 
or a physical barrier between the work areas is provided.  

a. Employees that typically work in the field, on construction projects, or at the 
water and/or wastewater plant(s) can achieve this measure by wearing face 
coverings, or other appropriate personal protective equipment, when tasks 
require workers to be within six feet of each other.  

b. In general, face coverings must be worn whenever there are two or more City 
employees riding in the same vehicle.  Departments may have specific 
policies addressing this issue. 

3. All employees are instructed to maintain at least six feet distance from the public 
and from each other, except employees may momentarily come closer when 
necessary to accept payment, deliver goods or services, operate machinery, perform 
repairs or maintenance, provide public health and safety, moving about the office in 
the course of conducting regular City business, or as otherwise necessary. In these 
instances, employees should wear a face covering or other appropriate personal 
protective equipment. 

4. Building maintenance will be installing a plexiglass barrier/sneeze guard at all 
public counters.  

5. Employees may telework per the City’s telework policy, work alternate shifts, or 
utilize other options as practical. Please work with your manager/supervisor.  

Face Coverings 

Face coverings are an effective way to reduce the spread of COVID-19 when used properly. 
In order to keep City employees safe, community members, with a few exceptions, are 
required to wear a face covering when visiting a City facility. Per the CDC, face coverings 
should not be placed on children younger than 2 years of age, those with underlying 
respiratory issues (e.g. asthma, etc.), or is otherwise unable to remove the cover without 
assistance. 

City of Benicia employees are required to wear face coverings while at work when social 
distancing of six feet cannot be maintained or when barriers such as partitions, walls or 
other physical dividers are not present to reduce the spread of COVID-19.  Employees are 
also required to wear a face covering when they are interacting in the workspace of other 
employees less than six feet apart.  As stated previously, individual departments may have 
more specific policies addressing their individual needs and requirements depending on 
the job. 
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City employees will be provided appropriate personal protective equipment, including face 
coverings and disposable gloves, for their work tasks. Employees are required to wear face 
coverings when interacting with the public or working in areas visited by the public. The 
face covering shall cover the mouth and nose. Appropriate accommodations will be made 
upon request. 

Emergency Responders and employees with industry-specific requirements shall continue 
to follow appropriate protocols regarding face coverings and other personal protective 
equipment.  

Employees Exhibiting Symptoms of COVID-19 

A key element in maintaining a safe work environment is ensuring that employees 
exhibiting COVID-19 symptoms do not enter the workplace, potentially infecting other 
employees. Prior to entering the workplace, employees should conduct a general self-
screening of COVID-19 symptoms (see list of symptoms below). Employees are informed 
not to come to work if they are not feeling well and to inform their supervisor of their 
condition.   

The CDC has listed the following as symptoms of COVID-19.  

• Do you have a fever above 100.4 degrees? 
• Do you have a persistent cough? 
• Do you have a sore throat? 
• Are you experiencing shortness of breath? 
• Do you have chills? 
• Are you experiencing muscle pain? 
• Have you lost the sense of taste or smell? 

If the answer is “yes” to any of the above questions, the employee shall notify their 
supervisor/manager and stay home to self-isolate. The list of symptoms is not inclusive. 
Please consult your healthcare provider for any other symptoms that are severe or 
concerning to you. Additional information, including a symptom self-assessment tool, is 
available on the CDC website at cdc.gov/coronavirus/2019 

If an employee conducts a self-assessment while at the workplace and determines they are 
symptomatic of COVID-19, they shall notify their supervisor immediately and return home 
to contact their healthcare provider.  

It is recognized that some employees may have ongoing, non-contagious, conditions that 
could exhibit one or more of the above symptoms.  The above list is intended to address 
new conditions employees may be experiencing that could be caused by COVID-19. Please 
consult your healthcare provider if you have questions and concerns. 
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Signage  

Signage will be posted at the public entrance to every City facility to inform employees and 
members of the public that face coverings are required to enter the facility and to practice social 
distancing by maintaining a minimum six feet from one another.  

Floor decals will indicate keeping at least six feet apart in customer line areas inside the 
facility and on sidewalks at public entrances directing the public to maintain the proper 
safe distance. 

Other Mitigating Efforts 

Employees are required to practice hygienic practices to limit the spread of the coronavirus, 
including:  

• not touching their face with unwashed hands or with gloves;  
• frequently washing hands with soap and hot water for at least 20 seconds;  
• use of hand sanitizer with at least 60% alcohol;  
• cleaning and disinfecting frequently touched objects, common areas and high contact 

surfaces such as workstations, keyboards, telephones, handrails, office machines, 
cabinets, shared tools, light switches and doorknobs;  

• covering the mouth and nose with cloth or a tissue when coughing or sneezing; if cloth or 
a tissue are not available, coughing or sneezing into one’s elbow;  

• not shaking hands or engaging in any unnecessary physical contact. 
 

Hand sanitizer, soap and water, and effective disinfectant will be made available to all employees 
to use to limit the spread of the coronavirus. Disinfecting all high-contact surfaces, including 
office equipment, public counters, and anywhere else there is direct interaction with the public, 
should occur frequently. 

Break Rooms 

Employees may not congregate in break rooms for any purpose, especially for food 
preparation, storage or consumption. Food consumption can be done outdoors, at an 
employee’s desk, or an indoor area approved by the department. Individual departments 
may have specific policies addressing their needs and requirements. If questions arise, 
please work with your manager/supervisor.  

Employee Acknowledgement 
The City of Benicia views employee safety as a top priority and wants to ensure all 
employees receive this memo and abide by its terms. Therefore, all employees are required 
to sign the acknowledgement form attached to this memo and return it to Human 
Resources. If you have any questions about this memo, please contact your department or 
Kim Imboden in Human Resources. 
 
Thank you for everything you do for the City of Benicia. Stay safe and healthy. 
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ACKNOWLEDGEMENT 

I have been provided a copy of the memo on Work Environment Guidelines - COVID 19 
issued on May 15, 2020. I acknowledge that I have read, understood, and agree to abide 
by this memo.   

Printed Name: 

Signature: 

Department: 

Position: 

Date Signed: 

THIS ACKNOWLEDGEMENT PAGE WILL BE ADDED TO YOUR PERSONNEL FILE TO 
DOCUMENT THAT YOU ARE AWARE OF AND UNDERSTAND THIS MEMO. 
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From: Erik Upson
To: Alan Shear
Subject: Police Staff Direction Regarding Covid-19
Date: Thursday, May 14, 2020 12:44:15 PM
Attachments: image002.png
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Importance: High

As we begin to see some rollbacks in the restrictions associated with Covid-19, I wanted to take a
moment to reinforce some very important things with you, to keep you safe over the coming
months and insure we are fully operational and ready to protect this community.
 
Nothing has changed with Covid-19 itself.  It is still just as transmittable.  In fact, as it has mutated, it
has gotten even more transmittable.  It is still just as deadly, especially to our most vulnerable.  We
are still at high risk, given our work.  We still do not have proven treatments (though some are
looking promising) and we certainly do not have a vaccine (though again, there is some promising
advances on this front).
 
Thus, it is imperative that we continue to take every reasonable action in our control to prevent
the transmission of this virus amongst our staff.
 
List of protective actions:

No more than 2 staff in break room at any given time.  Do not sit and eat in the break room. 
Consider eating in groups in the Briefing Room, where you can have appropriate social
distance,  with doors and windows open or outdoors.  We should have picnic tables set up
outside the station shortly.  Every shift please wipe down break room surfaces daily
(refrigerator, microwaves other publicly touched spaces).
Stay 6’ from other staff whenever possible.  We’ll be putting some new floor markings down
in the communications center and signage, please respect that guidance.
Masks (same guidelines as previously put out, but please try and wear them in public, anytime
you are likely to be within 6’ of someone, including a co-worker…set the example)
Patrol teams to decon Briefing Room and beginning of every shift (use wipes with bleach or
spray with alcohol).  Also open doors and windows of Briefing Room to allow for air flow.
Wash hands multiple times, at least every time you enter the building.  20 seconds with hot
soapy water.  This is still the number one prevention tool!
Decon your personal space (desk, vehicle) at the beginning of every shift.  Again, use wipes
with bleach or spray with alcohol.
Consider your off-duty behavior as well.  Be responsible!  Your actions off-duty could put your
team at risk.

 
The department will continue deconning the fleet every week, and after every transport.  Facilities
Maintenance staff will continue the daily wipe-down of community surfaces. 
 
Additionally, we are working to transition all toilets, urinals, sinks, soap dispensers, and paper towel
dispenser to touchless systems.  We will continue our lobby protocols and are working on more
permanent marking solutions for that space.

mailto:EUpson@ci.benicia.ca.us
mailto:AShear@ci.benicia.ca.us





 
We are working on obtaining air filters capable of filtering out Covid-19 to place in Dispatch and the
Briefing Room.
 
Supervisors will continue to consider directing quarantine for any staff with any symptoms on paid
admin leave status.  We strongly encourage anyone feeling ill to call their supervisor, remain at
home and get tested as quickly as possible.  We will also continue to take everyone’s temperature at
the beginning of shift until further notice.
 
Here's a good piece on avoiding the risks:  https://www.erinbromage.com/post/the-risks-know-
them-avoid-them
 
Here’s some tips on decon:  https://www.sciencealert.com/here-s-the-expert-advice-on-which-
cleaning-products-to-use-against-coronavirus
 
Beginning of Shift Well Check:
 
All staff shall have their temperature taken at the beginning of the shift.  Admin staff please use the
Dispatch thermometer.  Use gloves when operating or wipe down with a disinfectant wipe before
and after use.
 
Anyone with a fever (100.4 or higher), or other symptoms of Covid-19, shall immediately mask up
and separate from staff pending instructions. 
 
Masks:
 
The CDC recently put out guidelines recommending people wear masks anytime outdoors (especially
in areas where social distancing is difficult to achieve) to protect yourself and to help slow the
spread of COVID-19. Currently, all of our patrol and investigators have been issued N95 masks and
our inventory should last a few months. We are working toward building our inventory in case this
turns into a longer event. All employees assigned to work from home or assigned to the police
department have or will soon be issued cloth masks. We also an inventory of disposable surgical
masks and have an larger order on the way.  All of the department supervisors have been issued a
supply of masks so if you need one please ask.
 
I am strongly recommending all employees wear a mask anytime while working outside of the
building or their vehicle. I’m mandating the use of a mask in the following situations (minus exigent
circumstances):

Anytime an employee reasonably believes they will come within 6 feet of a community
member
Anytime an employee reasonably knows they will need to enter a confined environment, e.g.
residence, suspect vehicle, restaurant etc.
Anytime an employee is dealing with a prisoner inside the holding area
Anytime an employee is transporting a suspect or other community member inside a vehicle.
During any in person interviews

https://www.erinbromage.com/post/the-risks-know-them-avoid-them
https://www.erinbromage.com/post/the-risks-know-them-avoid-them
https://www.sciencealert.com/here-s-the-expert-advice-on-which-cleaning-products-to-use-against-coronavirus
https://www.sciencealert.com/here-s-the-expert-advice-on-which-cleaning-products-to-use-against-coronavirus


Appendix X - Public Works Department 
1. Employees shall always wear appropriate, task specific personal protective equipment. 
2. Employees shall maintain Social Distancing whenever practicable.  
3. Social Distancing guidelines will not prevent employees from completing tasks that require 

employees to work together in close proximity. 
4. If employees are working in close proximity and face coverings are not required for the specific 

tasks, employees shall wear face coverings unless there is an underlying health issue (already 
vetted through Human Resources Department) or wearing of face coverings presents a health 
and safety issue that would jeopardize employee health. 

5. Employees should encourage contractors to follow these guidelines whenever practicable. 































 
The following are some guidelines on the use of the N95 and cloth masks.  
 
N95 masks:

Discard N95 respirators contaminated with blood, respiratory or nasal secretions, or other
bodily fluids from patients.
Discard N95 respirators following close contact with any patient co-infected with a confirmed
infectious disease requiring contact precautions (COVID-19).
Clean hands with soap and water or an alcohol-based hand sanitizer before and after touching
or adjusting the respirator (if necessary for comfort or to maintain fit).
Discard used N95 respirators after each shift.  

Cloth masks:
Here is a link to CDC on the proper use and cleaning of cloth masks.
 
https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/diy-cloth-face-coverings.html
 
Chief Erik Upson
Benicia Police Department
200 East L Street
Benicia, CA  94523
(707) 746-4265
eupson@ci.benicia.ca.us

Follow us on:

 
 

https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/diy-cloth-face-coverings.html
mailto:eupson@ci.benicia.ca.us
https://www.facebook.com/Benicia-Police-Department-189065628095238/?fref=nf
https://twitter.com/BeniciaPD
https://www.instagram.com/beniciapd/?hl=en
https://nextdoor.com/
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