MAY 15, 2020
TO:

BOARD OF DIRECTORS

FROM:

PHILLIP A. WASHINGTON
CHIEF EXECUTIVE OFFICER

SUBJECT:

WEEKLY UPDATE ON RESPONSE TO COVID-19

ISSUE
This memo is the weekly update to the Board, for the Week ending May 15, on Metro’s
actions responding to COVID-19.

BACKGROUND
Due to the ever-changing crisis regarding COVID-19, staff will issue weekly updates to
the Metro Board of Directors on the latest actions to respond to federal, state, and local
directives during this national emergency.
DISCUSSION
Incident Management
Metro’s Incident Management Team (IMT), in coordination with the Emergency
Operations Center (EOC) and several departments, continues to respond to public
health and safety updates and intelligence briefs, deploy best practices in emergency
management, communicate and share information with City, County, State, and Federal
partners, and plan for needs related to logistics/supplies for staff, such as gloves and
masks, the impact of ridership reductions, the financial analysis associated with grant
reimbursement opportunities and other emergency response activities. The ICS will
remain activated during the continued declarations of emergencies and is linked to the
EOC on a 24-hour basis for emergency updates and response. Metro staff receives
regular updates and guidance on how to respond to cases of positive tests for COVID19 and to take prescriptive actions related to quarantine directives from LA County
Public Health.

This week, Emergency Management coordinated with Countywide Planning to submit
Request for Public Assistance to FEMA for COVID-19 response. We included details
about this to Board Staff yesterday during the monthly Board Staff Briefing.
Bike Month During COVID-19
Every May Metro celebrates bicycling as an essential transportation mode and healthy
way to get outdoors. This year many of us are staying home as a necessary measure to
slow the spread of COVID-19. As such, Bike to Work Day and bike week events and
promotions are postponed until further notice to September, when World Car Free Day
also occurs.
This May, we will continue to recognize the importance of safe bicycling for those biking
for essential travel and exercise. Visit metro.net/bikemonth for more info and updates,
including safety tips and virtual bike activities.
Metro ExpressLanes Service Center
Metro ExpressLanes will be re-opening the ExpressLanes Service Center back office in
Torrance on Monday, June 1, 2020 with limited staff in observation of social distancing
and based on current demand. Personal Protection Equipment will be provided for all
staff. However, the Walk-in Centers in El Monte and Torrance will remain closed until
further notice.
Operations
The most current ridership numbers indicate that Metro is carrying about 416,446
passengers/day. Customers are now required to wear masks/face coverings when
riding Metro. Field observations show that approximately 90% of customers are wearing
face masks/coverings when riding on our system. All Operations personnel have been
directed to wear masks/face coverings when working at divisions, locations or when
performing tasks where more than one employee is required to share Metro
revenue/non-revenue equipment or work in common areas. Lastly, Bus Operators are
required to utilize rear-door boarding and barriers, and maintain physical distancing to
the extent possible.
Service & Service Recovery Planning Underway
For just under four weeks now, Metro has provided a modified Enhanced-Sunday
schedule. Service includes the use of weekday consists and 60-foot buses to allow for
physical distancing and added capacity, to the extent possible. As of this week,
Operations added trips on 16 lines (11 directly operated, 5 contracted) and articulated
buses on 6 other lines. Service and customer feedback are actively being monitored so
adjustments can be made.
Service recovery planning is underway as Metro prepares to build up of service based
on sustainable resources and demand to support recovery. Metro’s bus recovery plan
will be discussed in further detail at the May 2020 Operations, Safety and Customer
Experience Committee meeting next week.
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In short, our recovery plan will follow:
 NextGen principles;
 Integrate with capital projects under construction;
 Incorporate post COVID-19 standards (e.g. social distancing & cleanliness
regimes);
 And will be nimble to easily adjust to changing trends in travel and economic
indicators.
Strengthened Cleaning Regimes, Consideration of Additional Cleaning Activities & PPE
Metro continues to practice strengthened cleaning regimes in addition to regular
cleaning activities in response to COVID-19 on all vehicles, stations and terminals.
Additionally, Operations, General Services, Corporate Safety and OEI will continue to
analyze the potential use of UV lights in addition to supplementary cleaning personnel
at end-of-line terminals for enhanced cleaning and sanitation during revenue service.
Metro will continue to monitor, distribute and procure necessary personal protective
equipment as safety remains our top priority.
Communications & Government Relations
Federal
Earlier today, the U.S. House of Representatives passed HR 6800, The Health and
Economic Recovery Omnibus Emergency Solutions (HEROES) Act. The estimated
$3 trillion bill provides almost $1 trillion in direct aid to state and local governments,
including to help cover revenue shortfalls caused by the COVID-19 pandemic. The
measure includes additional aid to impacted workers — such as through another round
of direct payments to Americans, an extension of enhanced unemployment benefits,
and food, housing and other federal assistance packages. With regards to
transportation, please find below an outline of the aid included for federal highway and
transit programs. This legislation is not expected to be taken up in the U.S. Senate as
currently drafted.
Highways
 $15 billion in highway formula funds (funding is from the Treasury’s General
Fund vs. Highway Trust Fund). The funding would be distributed to states in the
same way as FY 2020 highway funding was distributed. States may also use
their remaining FY 2020 highway funding for administrative and operations
expenses.
Transit
 $15.75 billion operating assistance grants related to COVID-19 response at
100% federal share. Funding can be used for “reimbursement for operating costs
to maintain service and lost revenue due to the coronavirus public health
emergency, including the purchase of personal protective equipment, and paying
the administrative leave of operations or contractor personnel due to reductions
in service”.
o $11.75 billion will be distributed by formula to “urbanized areas with
populations over 3,000,000”: 15 percent distributed under the Section
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5307 Urbanized Area Formula and 85 percent under the Section 5337
State Of Good Repair Formula.
$4 billion will be available for “grants to transit agencies that, as a result of
coronavirus, require significant additional assistance to maintain basic
transit services.”

Metro’s Government Relations Department will continue to engage with the Los Angeles
County Congressional Delegation to advocate for funding to sustain critical
transportation services throughout Los Angeles County.
Media Coverage
The Agency and its staff members were mentioned in more than 40 print and electronic
stories including NPR’s the California Report and Wired Magazine.
Face Coverings Required for Metro Staff
To be consistent with the LA County order, Metro is requiring all staff to wear a facecovering during their normal workday when in shared spaces. This includes walking to
and from meetings, in hallways, on public transportation, in the garage or any time
proximity to another person is less than 6 feet. Metro will make 2 cloth masks available
to each employee. Masks have already been deployed to the operating divisions and
we expect deployment to the balance of the workforce through each Senior Leadership
Team member within the next week or so. These cloth masks are washable and
intended for re-use. Until staff receives their mask, it is important that they wear a facecovering of their choice to comply with best practices.
COVID-19 Confirmed Cases
Metro continues to post a list of confirmed cases of COVID-19 among Metro employees,
contractors and vendors. The list is available via this link on the Metro website and will
be updated by 6 p.m. daily.
As of May 15, 2020, 12 p.m., Metro has 67 Total Confirmed Cases:
 19 Operators
 11 Maintenance
 4 Administrative
 2 Security
 27 Contractors/Vendors
 1 Death (Contractor/Vendor)
 9 Recovered
Workforce and Leave Policy
We continue to support employees navigating the COVID-19 leave of absence process
that aligns with the Families First Coronavirus Response Act (FFCRA). Since April 1, we
have resolved more than 385 inquiries sent to our dedicated phone and email inbox for
COVID-related questions. The number of inquiries continues to decrease week-to-week
since implementing the new leave program. Additionally, staff continues to work through
the new return-to-work process for employees who were exposed to or confirmed to
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have COVID-19. To date, we have returned 14 employees to work who previously
tested positive for COVID-19 and 3 are currently pending clearance. In total, we have
returned 116 employees to work who were off due to COVID exposure or were
suspected/confirmed positive cases.
Path Forward for Metro Headquarters
We introduced Our Path Forward for Metro Headquarters, a three phased approach to
start the evaluation of staff and space needs within the Union Station Gateway (USG)
building. This plan will consider the unique business needs of each department, while
managing the risk of COVID-19 in the workplace. Our approach will remain flexible and
implement public health guidelines as we gradually reintroduce Metro employees into
the building. With ongoing changes in our environment, the safety and security of Metro
employees remains our number one priority.
Following are the goals and key elements within Our Path Forward for Metro
Headquarters:
Plan Goals
 Maintain a low-risk workplace for staff and visitors; modifications will be
guided by health risk and Metro’s commitment to equity
 Create clear expectations for all stakeholders to mitigate risks of potential
surges in the future
 Provide tools for alternate work options that will support social-distancing
guidelines and public health guidelines
 Focus on supporting a high-performance workforce within the evolving
circumstances
Plan Elements
 Phase 1: Engaging Metro’s Leadership Team to access business needs
 Phase 2: Begin the Reintroduction of Employees to USG Building
 Phase 3: Long-Term Adaptations: Evaluation of Space and Health Needs
*Please reference attached report for the complete details of Our Path Forward for Metro
Headquarters.

Labor Updates
Members of the Senior Leadership Team continue to meet twice a week with the
leaders of our 5 Unions. I have worked to join these meetings at least once per
week. This forum has been a good tool to resolve issues promptly and to readily answer
questions.
Construction
All construction projects continue to proceed. Although there continue to be reports of
impacts to productivity, contractors and workers continue to do an excellent job in being
able to effectively progress the work while maintaining all necessary safety protocols.
Several projects have had improved access to work areas during this time of decreased
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economic and travel activity. The photo attached shows the progress in piling and
decking work at the Rodeo Station site in Beverly Hills.
Finance
The Finance Department’s monthly forecast remains unchanged for sales tax, fare
revenue and expense from last week. We will have a sales tax loss update coming this
month.
NEXT STEPS
Metro continues to monitor and adapt to the evolving situation. As the crisis continues,
we will stay in close contact with the Board to keep everyone informed.
For more information or if you have questions, please contact me directly at 213-9227555 or our Chief of Staff, Nadine Lee, at 213-922-7950.
ATTACHMENTS
ATTACHMENT A – Rodeo Station in Beverly Hills
ATTACHMENT B – Our Path Forward for Metro Headquarters
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ATTACHMENT A

Rodeo Station Site – Beverly Hills
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ATTACHMENT B

Our Path Forward for Metro
Headquarters – One Gateway
Plaza
Building the environment for our people to excel.
Presented by
Human Capital & Development

Date

May 12, 2020

To

Phillip A. Washington
Chief Executive Officer

From

Joanne Peterson
Chief Human Capital & Development Officer

Subject

Our Path Forward for Metro Headquarters –
One Gateway Plaza

As we navigate through the global COVID-19 crisis and transition our workforce back to
Gateway, it is important to ensure employee awareness of our organization’s path forward as
stewards of public trust and as leaders within the transportation infrastructure industry.

Background
> On Thursday, March 12, 2020, the City of Los Angeles announced the temporary
closure of its City Hall to members of the public except for public except for essential
City business.
> On Monday, March 16, 2020, Los Angeles County Board of Supervisors announced
the closure of County buildings to the public.
> On Tuesday, March 17, 2020, consistent with executive orders by the Los Angeles
County Board of Supervisors and the City of Los Angeles, Metro closed its
headquarters building to the public.
> On Thursday, March 19, 2020, the Los Angeles County Board of Supervisors and the
City of Los Angeles ordered residents of Los Angeles to Stay at Home. Governor Gavin
Newsom followed suit almost immediately, ordering all residents in California to
Stay at Home as a measure to further combat the spread of COVID-19.
In response to these orders, Metro’s Senior Leadership Team worked to arrange alternative
work environments for staff to remain productive; encouraging telecommuting where it was
optimal. This decision resulted in a 67% capacity reduction at Metro’s Union Station
Gateway (USG), with approximately 800 building occupants daily since California enacted
Stay at Home Orders. Metro also provided various leave options to support employees
impacted by California’s Stay at Home orders. There has been 4% utilization amongst
non-contract staff on average since USG’s closure.
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Goals
> Maintain a low-risk workplace for staff and visitors; modifications will be guided by
health risk and Metro’s commitment to equity
> Create clear expectations for all stakeholders to mitigate risks of potential surges in
the future
> Provide tools for alternate work options that will support social-distancing guidelines
and public health guidelines
> Focus on supporting a high-performance workforce within the evolving circumstances

Metrics
The following data will be put into a dashboard to understand the impacts, trends, and
outcomes of our path forward
> COVID-19 cases within the State of California, LA County, and Metro’s workforce with
focus on work location and other patterns (daily)
> Census of USG occupant traffic (daily)
> Staff leave usage (biweekly)
> Staff telecommuting usage (biweekly)
> Feedback collection and analysis (biweekly):
o USG leadership to learn about performance trends amongst their teams
o USG staff to integrate recommendations for continuous improvement
> Best Practices Implementation (upon completion):
o Recovery Taskforce Recommendations
o Telecommuting Study by Duke University (OEI)
o Business Needs Assessment Data
Transportation has continued to be an essential service to support communities throughout
Los Angeles County. As we adapt to the ongoing changes in our environment, the safety and
security of Metro employees and visitors remains our number one priority. The following
plan incorporates workplace best practices as we outline the path forward to guide the safe
and organized reintroduction of staff and visitors to Metro’s USG.
*Reference appendix B to review workplace best practices.
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Message from Our CEO
Metro Family:
First, I want to thank each of our employees for being resilient as we collectively navigate through the
impacts of COVID-19 on our business, communities and day-to-day lives. These last several weeks have
created opportunities for our organization to adapt to new ways of connecting and collaborating, all with
the intention of keeping ourselves and those around us, safe.
Our success will continue to depend on true partnerships from all of the Metro work groups as we define
our “New Mobility Normal.” While many of us look forward to returning to our usual routines and work
environments, it is important to understand that the process of reintegrating staff will be gradual. This
process will be guided by data-driven decision making and local and state public health guidelines.
I am introducing a three phased approach for department leadership to start assessing the business
needs of staff and space within the Union Station Gateway Building. We will work to customize our
approach to the business needs of each department and each phase will build upon the next. This will
ensure a comprehensive evaluation while implementing public health guidelines around COVID-19.
To provide needed flexibility within a very fluid environment, this plan will be impacted as things change.
Throughout these adaptations, our consistent priority remains the health, safety and security of Metro
employees and visitors. The following document outlines a path forward in guiding the safe and
organized reintroduction of staff and visitors to Metro’s Union Station Gateway Building.
Sincerely,

Phillip A. Washington
Chief Executive Officer

Our Path Forward
As stay-at-home orders are eased, managing the risk of COVID-19 within the workplace will require a
gradual approach to ensure stakeholders are informed and prepared to reintroduce occupants of the
Union Station Gateway (USG) into the building safely.
Background
>

On Tuesday, March 17, 2020, consistent with executive orders by the Los Angeles County Board
of Supervisors and the City of Los Angeles, Metro closed its headquarters building to the public.

>

On Thursday, March 19, 2020, the Los Angeles County Board of Supervisors and the City of Los
Angeles ordered residents of Los Angeles to stay at home. Governor Gavin Newsom followed suit
almost immediately, ordering all residents in California to stay at home as a measure to further
combat the spread of COVID-19.

In response to these orders, Metro’s Senior Leadership Team worked to arrange alternative work
environments for staff to remain productive; encouraging telecommuting where it was optimal. This
decision resulted in a 67% occupancy reduction at USG, with approximately 800 building occupants daily.
Metro also provided various leave options to support employees impacted by California’s stay-at-home
orders. There has been 4% utilization among non-contract staff on average since USG’s closure.
Goals
>
>
>
>

Maintain a low-risk workplace for staff and visitors with modifications guided by health risk and
Metro’s commitment to equity
Create clear expectations for all stakeholders to mitigate risks of potential surges in the future
Provide tools for alternate work options that support social distancing and public health
guidelines
Focus on supporting a high-performance workforce within evolving circumstances

Metrics
The following data will be put into a dashboard to understand the impacts, trends, and outcomes of our
path forward:
>
>
>
>
>
>

COVID-19 cases within the State of California, LA County, and Metro’s workforce with focus on
work location and other patterns (daily)
Census of USG occupant traffic (daily)
Staff leave usage (biweekly)
Staff telecommuting usage (biweekly)
Feedback collection and analysis (biweekly):
o USG leadership to learn about performance trends among their teams
o USG staff to integrate recommendations for continuous improvement
Best Practices Implementation (upon completion):
o Recovery Task Force Recommendations
o Telecommuting Study by Duke University (OEI)
o Business Needs Assessment Data
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Maintaining a Low-Risk Workplace

A phased approach to capture Metro’s short- and long-term adaptations to the impacts of COVID-19 to
our business environment within USG. We will continue to align our practices with federal, state, and
local guidance for reopening the economy as updates are made.
Plan Elements
o Phase 1: Short Term: Engaging Metro’s Leadership Team
 Departmental business needs assessment
 Guidelines for managing the risk of COVID-19 within the workplace
 Employee Resources
o

Phase 2: Reintroduction of Employees to USG Building
 Gradual integration of employees
 Employee Welcome Orientation
 Supervisor & Manager Learning Tools

o

Phase 3: Long-Term Adaptations: Evaluation of Space and Health Needs
 Evaluation of COVID-19 impacts
 Continued building occupancy and space evaluation
 Integration of Task Force best practices
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Short Term: Engaging Metro’s Leadership Team
Phase one will outline the steps to be taken in the first month after stay-at-home orders are modified.
The plan will engage department leadership and provide tools to assess their organizational needs and
determine new staffing plans to meet building capacity and social distancing guidelines.
Data collected in this phase will reinforce data-driven decision making as our agency navigates through
recovery and into phase two.
Key Considerations for Phase One

> Reinforce social distancing guidelines within USG building in accordance with federal,
state, and local government health guidance
> Support and encourage voluntary telecommuting, where appropriate and applicable
> Utilize virtual technology as the primary and preferred method of conducting
business
> Remain flexible in the case of potential changes to our environment which may
require emergency changes to business operations
Departmental Business Needs Assessment
Department leadership will work with their teams to evaluate their needs within USG. The assessment
will include space and schedule needs of employees while considering COVID-19 safety protocols.
The information gathered in this assessment must be communicated to General Services before
arranging for employees to return, ensuring the safety of all occupants within USG.

>

>

Assess functions that must be performed by on-site personnel to be effective. This will
result in a clear identification of emergent staff needs that require their return to their
workspace at USG within the phase one timeframe
o Consider starting with supervisors and managers to help guide the department’s
business needs assessment
Evaluate department needs to determine when and which employees may return to their
workspaces at USG during phase two
o Consider staggering work schedules, meal and rest periods to manage overall
building and common space occupancy
 For example: Adopt 4/10 work schedules which evenly distribute the 5th
day off across all five weekdays to reduce daily occupancy by 20%
*For additional resources to guide this business needs assessment, please reference Appendix A.
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Key Messages to relay during Departmental Business Needs Assessments
> When making selection criteria, consider risks and business needs
> Selection criteria cannot be based on a discriminatory purpose and must consider inadvertent
impacts on certain populations of the workforce
> Reinforce federal, state, and local guidance regarding managing the risk of COVID-19 within USG
o Social distancing
o Use of equipment
o Health checks
> Provide all employees returning to USG with Welcome Orientation eLearning and additional
resources listed on pages 10 & 11
> In the event of a spike of COVID-19 cases, develop contingency plan if workforce must return to
full-time telecommuting
Voluntary Telecommuting: Best Practices for Supervisors and Managers1

>
>
>
>
>
>
>
>

Work is what you do, not where you are
Focus on outcomes of the work, not presence of the employee
Ensure that workspace flexibility advances work outcomes
Recognize that mobility does not affect the ability to meet team members and customer
expectations
Work to the principle that telecommuting availability is equal to in-office availability
Employees don’t work alone, therefore they don’t telework alone; engage the entire
team and include teleworkers in decision-making processes
Foster a peer-to-peer feedback culture
Schedule time for team interaction by hosting a virtual lunch, or coordinate a day for an
in-person visit

____________________
1

Best Practices taken from General Services Administration Mobil Worker Toolkit
https://www.gsa.gov/cdnstatic/Mobile_Worker_Toolkit.pdf
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Current State: Union Station Gateway Building
Access to USG has been limited to essential staff and business, only.
>

>

Approximately 67% (1,600) decrease of daily USG building occupancy
o i.e.: Metro employees, LAPD, and contractors/vendors
o Most USG occupants have opted to telecommute, where appropriate
USG is closed to the public, with exception to business-essential guests

USG Utilization

Staff Leave Usage
% of Metro Employees Using COV Pay Codes - By Affiliation

Union
AFSCME
ATU
SMART
TCU
TEAMSTERS
NON CONTRACT
Metro

Pay Period 554 (3/8 - 3/21)
PP 554 COV Pay Codes
3.9%
11.2%
9.0%
11.7%
2.6%
3.2%
8.3%

Pay Period 555 (3/22 - 4/4)
PP 555 COV Pay Codes
23.6%
26.1%
23.8%
35.1%
25.7%
5.7%
22.4%
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Pay Period 556 (4/5 - 4/18)
PP 556 COV Pay Codes
20.6%
27.2%
21.0%
22.8%
33.6%
2.0%
19.6%

Telecommuting (VPN use)

Elevator Capacity Analysis Chart

Elevator capacity during social distancing can accommodate up to 50% of normal building occupancy on
floors 5-14, and up to 40% of normal building occupancy on floors 15-25 if all of the following strategies
are implemented, and much lower building occupancy if they are not.
>
>
>
>

Encourage use of Plaza Lobby to enter building
Increased use of stairwells
Staggered starting, lunch and ending times
Adopt 4/10 work schedules where practical
*For additional resources to guide, please reference Appendix A.
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Social Distancing Guidelines for USG Occupants
Prevailing social distancing standards related to elevators and seating will continue to limit the total
number of staff who can physically work in the USG building on a daily basis. The following will articulate
how Metro will maintain recommended social distancing guidelines set forth by federal, state, and local
government health authorities.
Metro Employees
> Require safe personal protective behaviors of all building occupants within USG
o Wearing of masks while inside the building, frequent hand washing and/or sanitizing,
eliminating handshaking and proper cough etiquette, etc.
> Maintain 6-foot social distancing standards
o Reduce elevator occupancy to only 2 passengers on an elevator at the same time
o Encourage the use of stairwells for short trips
o Limit use of conference rooms and implement seating guidelines to allow appropriate
space
o Establish enough distance between physical workspaces
> Utilize technology and virtual meeting tools as the preferred method of communication to limit
in-person meetings
> Stagger work schedules, meal and rest periods to manage overall building and common space
occupancy
> Employees are encouraged to enter the building using the plaza entrance, shuttle elevators on
parking levels and stairwells to reduce crowding during high traffic time periods
> Adjust operations to be consistent with local guidelines
o Cafeteria, One Fitness, childcare center, and credit union
o Discontinue use of building lobbies for events and social gatherings
> Continue specific engineered solutions to minimize high touch areas (keep common doors open
etc.)
Visitors
> Extend building closure to the public except for essential Metro business
> Require visitors to use masks while in building
> Departments should communicate PPE requirements in advance and plan to provide non-medical
masks to visitors who do not have them
> Establish one-way paths of travel for entry, exit and travel through the building
> We will continue to maintain a maximum capacity of 10 occupants per conference room, and will
adjust based on guidance from local authorities
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Guidelines for Supporting the Business of Metro
Equipment
> Safe use of office equipment (copy and fax machines, printers, phones etc.)
> Non-revenue vehicles (updated safety protocols in alignment with prevailing guidelines)
> Safe handling and delivery of mail within USG building
Meetings
> Continue holding Metro Board and Committee meetings virtually through September
> Encourage holding community meetings virtually whenever possible
> Utilize virtual technology as the primary and preferred method of conducting business
> We will continue to maintain a maximum capacity of 10 occupants per conference room, and will
adjust based on guidance from local authorities
Staying Connected
> Updates will be provided via email daily
> Corporate Safety: safetydept@metro.net
> Human Capital & Development: HumanCapDev@metro.net
> Encourage departments to hold regular virtual meetings, with a minimum of one
all-hands meeting per month.
> Senior Leadership Team will continue to hold virtual management meetings every three weeks in
support of agency leadership throughout the COVID-19 crisis.

Employee Resources
Resources for Employees
> Emergency Telecommuting Policy
> Social Distancing and Supporting Business of Metro Guidelines
> HC&D Coronavirus SharePoint
> Novel Coronavirus Factsheet (CDC), informational pamphlet
> Metro Public Health Pandemic Plan for Infectious/Communicable Diseases
> Avoid spreading germs that make you and others sick (poster)
> Disaster Service Worker (poster)
> Employee Assistance Program, flyer
> Corporate Safety
o COVID-19 Personal Protective Equipment Memorandum
o Responding & Reporting COVID-19 Cases, eLearning
o COVID-19 Confirmed Cases (Corporate Safety SharePoint)
o COVID-19 Process & Responsibilities for Directors/Managers/Supervisors,
informational pamphlet
o COVID-19 Environmental Cleaning and Disinfecting Procedure
o COVID-19 Forms 1, 2, 3, and 5
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Reintroduction of Employees to USG Building
Phase two is guided by assessment data collected in phase one: building usage, number of active COVID19 cases, and leave patterns to safely integrate USG employees back into the building and local/state
orders.
All employees returning to the USG building will be provided a Welcome Orientation to guide them
through the experience of reintegrating into our new environment and how we can keep each other safe.
Key Considerations for Phase Two

>
>

>
>
>

Continue encouraging voluntary telecommuting, including the implementation of more
robust online request, approval, and tracking process
Continue utilizing virtual technology and meeting tools as the preferred method of
conducting business; this includes continuing to conduct virtual Metro Board and
community meetings as well as staff activities (e.g. team, training and all-hands meetings)
Maintain social distancing guidelines within USG Building in accordance with federal,
state, and local government health guidance
Partial return and reorientation of USG occupants
Remain flexible in the case of potential changes to our environment which may require
emergency changes to business operations

Welcome Orientation

>
>

Redistribute employee resources provided in Phase One
Welcome orientation eLearning for all USG employees
Topics Covered:

o Leadership Welcome—Engage entire SLT
o Commitment to Safety—Safety protocols within the new environment
 Inform employees about the personal protective behaviors required for
everyone’s safety
 Ensuring everyone’s safety: See Something, Say Something
o Changes to the Environment—Physical & emotional elements
o Reorientation Activities—New social distancing and workplace norms to abide by
 Using equipment safely (copiers, phones, mail and fleet vehicles)
o Staying Connected—Virtual communication tools, EAP & internal resources
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Supervisor & Manager Learning Tools to Support Their Success

o Reporting and Responding to COVID-19 Cases eLearning
o How to best lead teams in the new environment training (via LinkedIn Learning)
 Some may have staff telecommuting and working at Gateway
o Emotional Intelligence refresher training (via LinkedIn Learning)
o Integrate the 4 C’s (Correct, Consistent, Confidential, Compassionate)

Long-Term Adaptations: Evaluation of Space and Health Needs
Metro’s General Services team will continue evaluating space planning options throughout the Union
Station Gateway Building to identify potential “hoteling” space (hoteling refers to workspaces that are
shared and available for temporary use). Long-term adaptations will evolve over time as stay-at-home
orders are eased, and our communities begin to move toward a path to normalcy.

>
>

>
>

Evaluation of COVID-19 impacts within Los Angeles County; make adjustments in
accordance to state and local guidelines
Continued building occupancy evaluation and Long-term space planning to create
hoteling space. Re-stack adjustments based on:
o Voluntary Separation Incentive Program (VSIP)
o Contingent Workers ending their assignments
o Contractors vacating workspaces
Assessment of capital projects to evaluate needs
Integrate best practices from COVID-19 Recovery Task Force Groups
o APTA
o LA Metro
o Human Capital & Development

Our Path Forward for Metro Headquarters – One Gateway Plaza: FINAL
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Appendix A: Space and Staffing Assessment Resources
Sample Workspace Occupancy for Social Distancing
This color-coded example from the 12th floor illustrates an example of how telecommuting and on-site
scheduling can support social distancing. In this example, employees are assigned to “red” and “green”
teams which do not work on-site on the same day.
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Strategies to Reduce Use of Elevators
Total building occupancy can be increased by reducing elevator use. Two work-schedule-related
strategies can substantially flatten demand for elevators.

Encourage use of Plaza Lobby to enter building
> Employees coming from buses and trains will be
encouraged to enter the building on Plaza Level
to reduce crowding on shuttle elevators from P1
to Plaza/3rd floor. They may use the escalators to
get to the 3rd floor as escalators offer greater
flexibility for social distancing.

Staggering
Entry

Staggering Entry
&
4/10 Schedules

Scheduling
Strategy

Increased use of stairwells
>
>

>
>
>
>
>

Encourage use of stairwells for short vertical trips
4/10
Modify stairwell exit security settings during business
No Change
Schedules
hours to allow all employee badges to unlock
stairwells 1 & 2 doors on floors 4-8,
11-13, 15-19 and 21-24
Discuss potential to modify security settings with management on secured floors 6, 9, 10, 14, 20,
25
This will require significantly more stairwell and handrail cleaning
Stairwell emergency lighting and intercoms will all be tested
Add signs on stairwell exterior doors advising:
o Floors that may be accessed with a standard employee badge
o Floors that require special access permission
Safety & Security advisory signs indicating that use of stairwells 1, 2, and 3 below level 3, and use
of emergency exits are restricted to emergency use only

Staggered starting, lunch and ending times
>

Staggering shift start, lunch and ending times spreads demand over more time-windows. For
example, five entry time-windows reduces elevator demand to 20% per time-window, compared
to demand level of 33% if demand is concentrated over three time-windows

Adopt 4/10 Work Schedules Where Practical
>

>

A 4/10 work schedule that evenly distribute the weekdays off can reduce daily occupancy by 20%.
In planning modified work schedules, departments are encouraged to be mindful of employee
family obligations, such as drop-off before and pick-up after childcare and school

Taken together, these strategies reduce elevator demand by half, from 33% to 16% of all
employees per time-window
*Please reference the example on the following page for additional information.
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Alternate Scheduling Resources
Each section supervisor shall create their own alternate work schedules because no two worksites are the
same. The following are examples to help guide department leadership with the assessing of staff and
space on their perspective floors in a way that complies with USG building and elevator capacity limits.
Distribute On-Site Workforce
Impact of
4/10

Schedule (1)

Impact of
Staggered

Start Times (2)

100%

M
80%

T
80%

W
80%

Th
80%

F
80%

Arrive
Start Lunch
End Lunch
Leave

700
1200
1300
1730

730
1230
1330
1800

800
1300
1400
1830

830
1330
1430
1900

Distribute
Distribute

100% over 5 starting windows
20%
20%
20%
20%
80% over 5 starting windows
16%
16%
16%
16%

VS. Standard
5/8 Schedule

900
1400
1500
1930

20%
16%

VS. Standard
Start Times

M
T
W
Th
F
100% 100% 100% 100% 100%
Arrive
Start Lunch
End Lunch
Leave
Distribute
Distribute

730
1130
1230
1600

800
1200
1300
1630

830
1230
1330
1700

80% Over 3 starting windows
27%
27%
27%
100% Over 3 starting windows
33%
33%
33%

(1) Weekday Off to be evenly distributed among each weekday
20% Work Days: M, Tu, W, Th Rest Days: F, Sa, Su
Rest Days: Th, Sa, Su
20% Work Days: M, Tu, W, F
Rest Days: W, Sa, Su
20% Work Days: M, Tu, Th, F
Rest Days: Tu, Sa, Su
20% Work Days: M, W, Th, F
Rest Days: M, Sa, Su
20% Work Days: Tu, W, Th, F
(2) Spreading Start Times Evenly over five 30-minute windows vs three 30-minute windows

Referenced from Los Angeles World Airports COVID-19 Return to Work Plan

> Alternate team schedule example:
o Team A (1st Monday RDO) works in the office on Tuesday and Thursday of Week 1
and works in the office on Monday, Wednesday, and Friday on Week 2 = 44 hours
in the office.
o Team B (2nd Monday RDO) works in the office on Monday, Wednesday, and Friday
of Week 1 and works in the office on Tuesday and Thursday of Week 2 = 44 hours
in the office.
o Team C (1st Friday RDO) works in the office on Monday and Wednesday of Week 1
and works in the office on Tuesday, Thursday, and Friday of Week 2 = 44 hours in
the office.
o Team D (2nd Friday RDO) works in the office on Tuesday, Thursday, and Friday of
Week 1 and works in the office on Monday and Wednesday of Week 2 = 44 hours
in the office.
o Employees on the 5/40 would be staggered and assigned to Team A, B, C, or D
and would work 40 hours in the office in a pay period.
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Your Return To Work
Framework
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5

• CHINA Goes Back to Work:
–
–
–
–

Limited Global
Experience to
Date

– New workplace rules
Regulations vary by province
Rigorous testing
– Frequent temperature testing
Travel restrictions
– Expanded telework opportunities
Comprehensive smart phone tracking

• GERMANY: Cautiously welcoming “fragile intermediate success”
due to social distancing measures, examples include -– Shops of up to 800 square metres in size, as well as bookshops, bike
stores, and car dealerships opened April 20.
– Schools reopen May 4, initially for students in their final years of primary or
secondary school, in staged approach.
– Hairdressers reopening May 4.
– Large cultural events, like concerts and beer festivals, banned until end
of August.

• AUSTRALIA: Three conditions for easing restrictions -– Increased test capacity.
– Contact tracing.
– Strengthened “local response capabilities,” or ability to lock-down hot spots
where outbreaks occur.
6

Federal
Guidelines for
Reopening
America
April 16, 2020

• Three Phased Approach

– Based on Up-to-Date Data and Readiness
– Mitigates Risk of Resurgence
– Protects the Most Vulnerable
– Implementable on Statewide or County-by-County Basis
at Governors’ Discretion
• April 15 US Senate Letter to Leaders McConnell and
Schumer requesting that OSHA issue an Emergency
Temporary Standard (ETS) requiring employers to develop
and implement a comprehensive plan to protect their
workers.
– Signed by 35 Senators

https://www.whitehouse.gov/
openingamerica/

• April 21 COVID-19 Every Worker Protection Act of 2020
• COVID-19 Does Not Override Existing Employment Laws
7

Three Regional Alliances

State Alliances to
Coordinate an Eventual
Easing of COVID-19
Shutdowns

Three Goals:
1. Safety
2. Strengthening Health Care Systems
3. Developing Systems for Testing, Tracking, and Isolating
COVID-19 Carriers
8

States
Reopening
Business Over
Next Two Weeks
• Social Distancing Continues
• Not Business as Usual
• Not All Businesses Reopen

COLORADO
Three Phase Process:

SOUTH CAROLINA
April 27: Opening public beaches,

1. Urgent Phase
(Current Status)
2. Stabilization Phase
3. Recovery Phase

furniture stores, florists, flea markets,
department stores.

April 26: Statewide stay-at-

TENNESSEE
Not extending the stay-at-home order;
expires April 30.

home order expires

Some businesses allowed to open

GEORGIA
April 24: Opening Gyms,

April 27.

fitness centers, bowling
alleys, body art studios,
barbershops, hair salons and
beauty parlors

Other businesses permitted to resume

May 1.
TEXAS
Some retail businesses will open

April 27: Opening dine-in
restaurants, theaters, and
private social clubs.

April 24.
Schools remain closed for rest of
academic year.

9

Consumer Facing Companies

Industry
Considerations

Industrial, Manufacturing, and
Construction Companies

Office-Based Companies

High Consumer Density Companies

10

Issues To Consider
Before Employees
Return

2020 Seyfarth Shaw LLP. All rights reserved. Private and Confidential

11

Determine Which Federal, State
and Local Laws and Orders Apply
– State and local shelter-in-place orders
– OSHA and other health and safety laws and orders (may vary
by location)
– Paid sick, paid leave, unpaid leave, and other relevant laws
(will likely vary by location)

– Determine whether there is a need to bargain with any
union(s) regarding additional workplace health/safety
protocols and other changes to policies and practices, and
whether local rules or orders will impact bargaining
– Consider any industry-specific requirements or business
considerations (e.g., healthcare)

12

Determine an Organizational Approach
• Designate a point person or core Return To Work
team who can make company-wide policy decisions
–
–
–
–
–
–

HR
IT
Building Facilities
Health & Safety
Office Managers
Senior Management

• Determine an approach that is right for the business
and the workforce

13

Determine Which Employees Will Return
to Work (and How & When)
• Decide when to bring employees back
• Determine which employees are legally permitted to return
to the worksite
• Decide which employees to return to the worksite
immediately (and timing for others)
• Consider that certain employees may be prohibited from
returning to the worksite due to actual COVID-19, symptoms,
potential exposure, isolation or quarantine by a health care
provide or public health officer, etc.
• Determine which employees are on legally-protected leaves
(plan for business impact of anticipated future requests)
• Decide how to handle high-risk employees
• Decide how to handle employees with logistical/other barriers
to returning to the worksite (e.g., child care, transportation)
14

Requests to Work Remotely After
Worksite Opens
– Has overall philosophy toward remote work changed since
COVID-19?
 Requests for reasonable accommodations for a disability (including
potential need to revisit pre-COVID-19 accommodation request denials)
 Requests due to fear of COVID-19 (note: potential ADA and
whistleblower issues)
 Requests due to membership in a vulnerable population
 Requests due to allegation(s) of violations of health and safety orders
and/or laws or need to quarantine due to potential exposure
 Requests due to child/senior care challenges
 Requests due to transportation challenges
 Requests due to household family members being in a vulnerable
population (pre-vaccine) (e.g. household family members with underlying
medical conditions/immuno-compromised or who are senior citizens)

 Requests due to other personal reasons
15

Determining if Individual Employees
are Safe to Return
• Screening process to determine if individual
employees are safe to return
• Determine protocol for employees who:
– have tested positive for COVID-19
– have been diagnosed as presumptively positive
for COVID-19
– have experienced COVID-19 symptoms
– have potential exposure, but no symptoms
• Questionnaires, temperature checks, selfcertifications and testing

16

Logistics and
Communication
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Reintegration Logistics and Other Considerations
• Develop a transition plan and process to handle reintegration logistics

• Develop a process for identifying and communicating with
employees who may need additional accommodations
when they return to work, and/or requests to continue
working from home
• Confirm accuracy of sick, vacation, and PTO banks
• Determine if there is a need to bargain with any union(s)
regarding return to work policies, protocols, and/or
practices

18

Potential Changes in Pay, Hours, Schedules
Duties/Wage Hour
• Considerations for potential reductions in pay or hours,
changes to work schedule, changes to duties
• Evaluate need to reclassify exempt employees to
nonexempt (salary basis test, salary thresholds, changes
in duties) and, if yes, development of protocol/notice
• Distribution of any legally required notices regarding
changes in pay
• Identify and address potential off-the-clock issues (e.g.,
symptoms checks at home, temperature check lines at
work, putting on PPE at home, cleaning tools at home)

• Identify and address potential additional meal and rest
break claims (e.g., if employees are asked to eat lunch at
their work stations, if COVID-19 procedures cut into meal
breaks)
19

Update Employment Policies and Other Practices
• Determine new COVID-19 legal requirements (and
applicable sunset provisions)

• Update employee handbook or other policies as
necessary
• Create and implement COVID-19 related and other
policies/protocols
• Anticipate more requests for time off, reasonable
accommodations, remote work, etc.

20

Communication of Updated Policies / Protocols
• Consider remote communication of new policies
prior to employees’ return to work
• Orientation or training for employees upon return to
work, especially for HR and management
• Renewed communication of policies that are already
in place
• Posting requirements for employers based on
COVID-19 related orders
• Evaluation of hiring practices in light of COVID-19

21

Protocols to
Consider
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Social Distancing Protocols
Considerations for Reconfiguring Workspaces
– Ability to maintain at least six foot distance
– Workstation paths (e.g., one-way aisles and floor
markers to facilitate social distancing)
– Redesign of production lines (e.g. to increase
space between employees)
– Use of physical barriers (e.g., plexiglass, etc.)
– Repurposing conference rooms, lunch rooms, and
other communal spaces to allow for more distance
– Limiting in-person meetings
– Posters, training

23

Social Distancing Protocols
Considerations for Reconfiguring Schedules
– Reconfigure work schedules and/or shifts to limit
the number of employees physically present in a
specific office, facility, plant, or other work location
at any one time
– Staggering of meal periods and rest breaks to the
extent consistent with applicable law; consider
requiring employees to eat at their work stations
– Implementation of full-time and/or part-time workfrom-home arrangements for positions where it is
feasible for employees to work from home, either
full-time or a number of days each week

24

Other Health and Safety Protocols
• Best Practices
– Identify point person to keep track of changes
– Evaluate need to retain outside safety consultant
– Determine minimum legal requirements — OSHA, CDC
guidance, state and local shelter-in-place orders
 Perform a hazard assessment as required by OSHA

– Consider type(s) of health screens/testing to implement
 Frequency
 Self-checks vs. employer-administered checks

– Consider requiring health and safety items
(masks, etc.)
– Develop handwashing protocols
• Consider implication of any applicable off-duty
conduct laws

25

Other Health and Safety Protocols
• Cleaning Considerations
– Perform deep workplace cleaning prior to reopening
– Consider implementation of more frequent or robust routine
cleaning
– Develop protocol around cleaning work stations
– Coordinate with landlords and building management
 Adequate cleaning of common areas
`

 Social distancing protocols in common areas
 Notification protocols in event of COVID-19 positive test in
building

– Consider temporarily removing shared items (e.g., staplers,
three-hole punchers, and other office supplies; coffee
mugs; etc.)
– Develop a protocol for shared tools and other items (e.g.,
leave it for the other employee to pick up rather than handing
it off in person, cleaning tools before each use, etc.)
26

Other Health and Safety Protocols
• Cleaning Considerations Continued
– Develop a protocol for locker areas; ask employees to
leave items at home or in cars to the extent possible.
Consider whether uniforms and PPEs can put on/off at
home or in the car (note: potential wage hour issues)
– Stock the workplace with hand sanitizer, facial tissue,
and sufficient cleaning supplies
– Reminders about proper hygiene, handwashing,
coughing and sneezing etiquette
– Ensure adequate ventilation
– Consider increased cleaning of high traffic areas,
common areas, office equipment (e.g., copiers,
keyboards, printers, etc.) and periodic deep cleaning of
office, facility, plant, and/or other work locations by a
professional cleaning service
27

Other Health and Safety Protocols
• Other Safety Considerations
– Provide safety training and communications
– Consider temporarily switching to disposable
items where possible (kitchen ware, desk blotters, etc.)
– Limit unnecessary mail
 Consider prohibiting employees from receiving
personal mail at the workplace

– Consider temporarily closing any cafeteria or,
instead, selling only pre-packaged foods
– Consider temporarily stopping any fresh meal
delivery (or avoid shared food items, shared
utensils)

28

Stay Informed, Be
Prepared, Be Flexible
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Rules for Visitors and Other Workers
in the Workplace
• Determine how and in what respects the above
Return to Work Plan will apply to temporary workers,
staffing agency workers, independent contractors,
vendors, clients, customers, delivery workers,
visitors, and others when they are in the workplace
– Consider joint employer issues
– Consider independent contractor classification issues
– Work with staffing agencies on protocols

• Consider limiting visitors to the workplace
• Require any visitors to complete a questionnaire
before entering an office, facility, or other work
location

30

Develop Plan to Quickly Respond to any COVID-19
Diagnosis, Symptom Reports, or Exposure
• Make sure employees know to notify the company
of COVID-19 diagnosis, symptoms, exposure (and
how)
• Develop a protocol in the event of a report of
confirmed or possible COVID-19
– Send home if symptoms or positive test result
– CDC guidance currently permits essential workers with
potential exposure to remain in the workplace if certain
steps are taken

• Identity a point person or task force to oversee the
response

31

Develop Plan to Quickly Respond to any COVID-19
Diagnosis, Symptom Reports, or Exposure
• Contact tracing
– Compliance with privacy and disability discrimination
law requirements
– Determine which employees to send home

• Protocol for a temporary shutdown and deep
cleaning of the workplace.
–
–
–
–

May come with little to no advance notice
The entire building or select areas?
Outside vendor for cleaning?
Additional measures when reopen?

32

Develop Plan to Quickly Respond to any COVID-19
Diagnosis, Symptom Reports, or Exposure
• Determine if there is any requirement to notify any
government or other public authorities and, if so,
develop protocol to provide such notice
• Determine whether to notify the workers’
compensation insurance carrier
• Determine whether an OSHA log report is required
• Develop protocol for responding to questions and
concerns raised by other employees, temporary
workers, independent contractors

33

Protocol in the Event of an Unannounced
Inspection by OSHA, A Public Health Officer
or the Police
• Anticipate possible government enforcement
– Surprise OSHA inspections
– Police/Sheriff (enforcement of shelter in place and other
state and local orders and laws)

• Develop an action plan in advance
– Train managers on what to do if OSHA, police, etc.
show up onsite unannounced
– Designate a point person to take the lead
– Seek legal advice – whether to have managers
represented during interviews, decisions about what to
keep privileged, etc.

34

Protocol in the Event of an Unannounced
Inspection by OSHA, A Public Health Officer
or the Police

• Prepare ahead by self-auditing for compliance
• Have key documents ready to produce promptly
–
–
–
–

Required posters
Health and safety measure/social distancing protocols
Required policies
OSHA programs and logs are up to date

35

Stay Informed
• Monitor for new legal requirements
– CDC guidance on workplace safety, travel
– EEOC guidance
– State and local orders and laws – employer
responsibility to stay informed

• Watch countries, states, and other businesses that
open up first

36

Be Prepared
• Be prepared for the possible need for future
employee layoffs and/or temporary furloughs or
alternatives such as wage and hours reductions
• Be prepared in the event a large number of
employees take sick time or other leaves.

• Be prepared for another shutdown or a partial
shutdown due to future government orders
– What will that look like the 2nd time around?

– Second wave next fall?

37

Stay Informed Be Prepared Be Flexible
• Have a good communication notification plan ready
– Update employee contact information
– Method for communicating quickly with the workforce

• Develop a media/PR strategy
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• Webinars Coming Up
– COVID-19 Potential Impact on Lender Liability
– Administrative Developments and Guidance for
Accessing Small Business Stimulus Dollars

Coming up

• Seyfarth’s COVID-19 Resource Center is updated
daily. Be sure to sign up for more webinars,
updated legal alerts, and other helpful resources:

www.seyfarth.com/covid19
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Coming up
• Seyfarth’s COVID-19 Resource
Center to sign up for daily updates:

www.seyfarth.com/covid19
• Webinars Coming Up
– COVID-19 Potential Impact on Lender
Liability

– Administrative Developments and
Guidance for Accessing Small Business
Stimulus Dollars

• Post-Pandemic Return to Work
Checklist
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Coming up
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Coming up
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thank you!

