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REOPENING CCSD - PHASE ONE  
 

GENERAL OVERVIEW FOR PHASE 1 
 

It is expected that the Governor may soon lift the current “Stay at Home Nevada” order in the near 

future.  In preparation for when this occurs, this document and information contained herein is being 

provided to inform and support doing so in the safest manner.  It is expected that as the Federal 

Government's phased approach to opening is implemented by the State of Nevada, that CCSD will follow 

suit by ramping up its operations accordingly for employees, supervisors, offices and buildings.  

 Note: All CCSD Facilities and buildings will remain closed to the general public during Phase 1.  In 

addition, all schools will remain closed for students for the remainder of the 2019-2020 school year.  

Defined criteria to be satisfied before state proceeds with Phase 1: 

 

When this phased approach begins, it can mean additional employees will be asked to report to physical 

work sites to begin the work needed to resume our operations. This work is vitally important and must 

be completed in support of the safety and health of our employees and work environments. Every 

employee should be reminded that we are responsible not only for our own health and safety while we 

are at work, but also for the health and safety of our colleagues as well.   

The health and safety of every individual, our workforce and our community as a whole, depends upon 

the compliance and adherence to this guidance and those of the health professionals.  The COVID-19 

virus and our CCSD response has been an evolving situation and it is incumbent upon all employees to 

stay abreast of all developments and communications. Employees are encouraged to ask any and all 

questions related to the virus as it may relate to working conditions and safety. 

 

  

SYMPTOMS COVID-19

•Downward trajectory of 
influenza-like illnesses 
reported within a 14 day 
period, AND

•Downward trajectory of 
covid-like syndromic cases 
reported within a 14-day 
period.

CASES COVID-19

•Downward trajectory of 
documented cases within a 
14-day period, OR

•Downward trajectory of 
positive tests as a percent of 
total tests within a 14-day 
period (flat or increasing 
volume of tests)

HOSPITAL STATUS COVID-19

•Ability to treat all patients 
with our crisis care, OR

•Robust testing program in 
place for at-risk healthcare 
workers, including emerging 
antibody testing.
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General Guidance for COVID-19 and Employee Health 
 

All individuals should monitor their health and symptoms (fever, shortness of breath, etc.).  Any 

individual who does not feel well or is symptomatic (fever, shortness of breath, etc.) should remain at 

home and away from others. Under no circumstances should any employee with any symptoms report 

to the workplace (Appendix 1: CDC Poster Guidance). 

When in public or at work, all persons should maximize physical distance from others. Work locations 

will provide the appropriate size teams to support social distance and the personal space between 

individual employees should also be observed.  Both supervisors and employees should constantly 

monitor for socializing and ensure the avoidance of groups. All CCSD team members should also monitor 

to avoid those circumstances that do not allow for appropriate physical distancing. Again, every 

individual is responsible for the safety and health of themselves and their employees. 

Individuals returning to worksites who may have any of the serious underlying health conditions as 

noted by the CDC, should take any and all precautions necessary to protect themselves, especially 

while they are in the workplace. This may include (not all inclusive) maintaining social distances, 

following CDC recommended guidance for good hygiene and/or the wearing of proper equipment 

(masks) necessary to mitigate the contraction or spread of the COVID-19 virus.  

When an employee’s responsibilities cannot be completed at home, then the employee should work 

with their supervisor and the appropriate department to identify appropriate leave opportunities 

whether paid or unpaid. This may include available COVID-19 leave from the federal government, CCSD 

leave or perhaps leave which may be approved as an accommodation under the Americans with 

Disabilities Act Amendments Act (“ADA”).   

All employees should minimize any non-essential travel.  If an employee does travel, they must report 

it to their supervisor so as to protect others and follow CDC guidelines regarding isolation and protection 

of your colleagues following travel.  

Individuals Should Continue to Practice Good Hygiene. Employees should wash their hands with soap 

and water or use hand sanitizer, especially after touching frequently used items or surfaces.  CCSD team 

members should avoid touching their face or sneeze or cough into a tissue or the inside of your elbow.  

In addition, employees should disinfect frequently used items and surfaces as often as possible. Face 

coverings are permitted while in public or in the workplace but are not currently required (Appendix 2: 

CDC Hygiene Posters). 

All Individuals Feeling Sick Should Stay Home. Employees should not go to work or stay at work if they 

feel ill.  Employees should contact and follow the advice of their medical provider. In addition, 

employees and supervisors should stay in contact and communicate often and openly discuss any return 

to work to support the health of other employees (Appendix 3: Employee Return for Illness). 
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PHASE 1 CCSD WORK LOCATION GUIDELINES   
 

Five to Seven (5 to 7) Days Prior to Phase 1 Reopening 
 

Based on the Governor lifting the Stay at Home Nevada expectations, supervisors will set in place a 5 to 

7 day plan to return employees to work.  Work location supervisors will be expected to contact and 

review back to work expectations with all employees.   Where it is possible, feasible and aligned to 

business operations, employees can be allowed to continue with telecommuting (working from home) 

and be advised of the ability to continue such practices.   

It is noted however that there are some positions where telecommuting is infeasible due to the nature 

of the work provided. As such, those employees who cannot be approved for telecommuting (work from 

home or other off site location) because of their job functions, may have the opportunity to explore 

available paid or unpaid leave options, depending upon their individual circumstances. 

Those employees who are not authorized for telecommuting may:  

1. Request to utilize available paid leave (sick, vacation, Federal etc.) where appropriate   

2. Request an unpaid leave of absence in accordance with CCSD Regulation 4355.  

ADA Accommodations. Those employees who have exhausted all available leave options but have a 

serious underlying medical condition and/or are within the age group deemed to be most vulnerable by 

the CDC, may contact the Office of Diversity and Affirmative Action/ADA and Title IX programs at  

(702) 799-5087 to request an accommodation. Employees in these categories who request an 

accommodation may be granted additional unpaid leave as an accommodation.     

What will be needed to request an accommodation?  

Employees may need to take an “ADA Packet” containing a simple questionnaire to their 

healthcare professional. This questionnaire will give the Office of Diversity and Affirmative 

Action/ADA and Title IX programs critical information necessary to determine whether or not 

the employee has a “qualifying medical condition” under the ADA. This information is necessary 

as it helps to identify appropriate accommodation options for the employee.   

Alternatively, if the employee already has in their possession, information related to their 

medical condition and functional limitations and/or they have submitted similar information to 

another CCSD department (e.g. Human Resources or FML) then the employee may provide this 

information to the Office of Diversity and Affirmative Action/ADA and Title IX programs, in lieu 

of having the ADA questionnaire completed by their healthcare professional.  

Note: It is important to note that employees must be on some type of approved leave to avoid 

being counted as AWOL. Being AWOL could result in an employee being subject to discipline up 

to and including termination.   

Under Phase 1 where employees will return to work locations, they should be informed of their 

expected start date.  Supervisors and work location managers are expected to develop shifts or other 

phased approaches for returning employees to the workplace.  Employees should be divided into groups 
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and scheduled so as to allow for the necessary work to be completed safely and with required social 

distancing.  

Supervisors are expected to develop a plan for common areas  such as break rooms, bathrooms, work 

rooms, etc. so as to enforce the proper protocols based on group size and social distancing. 

 

One to Three (1 to 3) Days Prior to Reopening  
 

During this time period, work location supervisors will have already informed impacted employees and 

developed team, group or phased approaches for the workplace, to include all necessary safety 

precautions.  The expectation is that supervisors walk through the work locations as an employee in 

preparation for the first day’s reopening.  

Supervisors should be thinking about and preparing to inform each shift or group about what is 

necessary to safely enter and exit the workplace and the expectations for safety during the work day.  

Employees should be very clear of the expectations upon arrival.  This includes communication about, 

but not limited to, signing in, social distancing, information related to expectations and safety, workday, 

hours of operation, etc.  Supervisors should ensure the work location is fully prepared and ready for 

employees to return including supplies, CDC guidance, rules, plans for social distancing and support of 

PPE only if necessary. PPE necessary to maintain employee safety while performing regular job duties is 

still required per Occupational Safety and Health Administration (OSHA) standards and will be provided 

by the work site, as usual. 

 

Organizational Reopening (First Operational and Beyond)  
 

These processes and expectations should be repeated as many times as necessary based on the number 

of shifts or phases being utilized. 

The first day of return for employees should include a safety gathering following the necessary safety 

protocols related to COVID-19. These safety meetings should review all necessary guidance and 

workplace information for the employees. Information must include, washing of hands, staying or going 

home if not feeling well, social distancing, health monitoring, and other expectations for a safe and 

healthy work environment. 

All employees should be reminded that based on the length of closure that the environments they are 

working in are now considered safe by CDC and SNHD guidelines.  Keeping them safe will require 

everyone’s constant and consistent efforts. All individuals should be reminded that employee safety is 

related to a common approach where everyone is responsible to protect themselves and their fellow 

employees. 

This common approach should include reminders and guidance related to: washing your hands with 

soap and water or using hand sanitizer, especially after touching frequently used items or surfaces; to 

avoid touching your face; to sneeze or cough into a tissue, or the inside of your elbow; to disinfect 
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frequently used items and surfaces as much as possible; and to strongly consider using face coverings 

while in public, and particularly when using mass transit. 

In addition to the above reminders, workplace specific situations should be covered. These should 

include items such as: where to wait prior to the day beginning, how to sign in and out, where and how 

to take breaks and eat lunch; and how to conduct all business in compliance with social distancing. 

Employees should be encouraged to ask any and all questions they have concerning procedures in the 

work environment. 

All employees should be made aware that the guidance related to a phased reopening may change and 

should monitor email and other means of District communication.  The COVID-19 virus and our CCSD 

response has been an evolving situation and it is incumbent upon all employees to stay abreast of all 

developments and communications. 

 

Ongoing Expectations  
 

Phase 1 plans for operations for all work locations must be constantly reviewed and revised.  The 

organizational situations and guidance related to COVID-19 will continue to evolve and require work 

locations to change and adjust plans of operation.  Work location supervisors must be cognizant and 

aware of changing guidance and be ready to make necessary changes to support employee safety and 

the safe operations of the workplace. 

Phase 1 communication strategies and processes must be open and transparent.  In these times, 

supervisors will have to create opportunities for additional communication in person or via email, phone 

and text to ensure information flows directly to impacted employees.  Supervisors should assist in 

providing information to support the new workplace environment and aim to diminish employee fears 

and concerns. 

In addition, communication from the employees to supervisors must also be established and maintained 

as a workplace priority.  All employees and supervisors should be encouraged to ask any and all 

questions they have concerning procedure and conditions in the work environment.  The COVID-19 virus 

and our CCSD response will continue to evolve and change and it is incumbent upon all employees to 

stay abreast of all developments, keep lines of communication open and create an environment where 

dialog can occur. 

EMPLOYEE RETURN TO WORK GUIDANCE  
 

As a supervisor you are receiving this information in preparation for a future time when employees who 

have been determined to have been diagnosed with, been exposed to, or cared for a family member or 

other individual who had COVID-19 and are asymptomatic and feel well enough and desire to return to 

work.  We want our employees to return to work when they feel able, but all of us want to do so in a 

manner that is responsible and supports a healthy and safe workplace.  This guidance and the 

questionnaire were prepared using the latest CDC guidance and will be updated accordingly. This 
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questionnaire is ONLY for suspected or diagnosed COVID-19 situations outlined below or stayed home 

to care for a family member or other individual. 

Employees are expected to notify their supervisor if they were isolated at home due to a positive COVID-

19 diagnosis, had a potential exposure to COVID-19, or stayed home to care for a family member or 

other individual. The questionnaire is intended only to record information obtained from an employee 

when they call and indicate a desire and ability to return to work. In all cases, the supervisor must 

complete the questionnaire with the employee. The goal is to determine if the employee is eligible to 

return, based on the CDC guidance and to set a date for the employee to return to the workplace. 

Of importance to note, at this time, and in accordance with CDC Guidelines and the Nevada Department 

of Health and Human Services, the Medical Advisory Team (MAT) has indicated that employers should 

not require a COVID-19 test result or a healthcare provider's note for employees who are sick to 

validate their illness, qualify for sick leave, or to return to work.  

The questionnaire can be found at this link.   https://forms.gle/2NwThMbbThU86K427 

 

Questionnaire 
 

This questionnaire is intended ONLY for self-reported, suspected or diagnosed COVID- 19 situations 

and not for use in other situations. The Questionnaire Has Three Sections: 

Section One – Identifying Information. This section will ask for identifying information including 

work location, first and last name of an employee, an employee ID number (if available) and a 

job title. All of the information will have to be entered into the form.  The final question in this 

section requires a supervisor to determine what reason best describes why an employee was 

out.  In this case a pull down menu of choices is provided.  

Section Two - Conditions. This section will gather information on the conditions to make a 

determination for a return to work. Questions will capture the last day an employee reported to 

work, exposure date (if known), whether an employee experienced COVID-19 symptoms and the 

date symptoms began.  Answers will be recorded by a pull down calendar or a “yes” or “no” 

response.  As a supervisor you should mark these responses appropriately. 

 

The next two questions of Section Two relate to an employee's current condition. 

 

Question: Has it been at least 3 days (72 hours) since the employee has been symptom 

free? 

Answer:  Yes or No 

In this case, “symptom free” means no longer having a fever without the use of fever-

reducing medication and no respiratory symptoms (e.g. cough, shortness of breath).  

Select “YES” if the employee reports themselves as symptom free for at least 72 hours 

or the employee never experienced symptoms.  

https://forms.gle/2NwThMbbThU86K427
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Has it been at least 14 full calendar days since the employee first experienced 

exposure or onset of symptoms? 

Answer:  Yes or No 

 

In this case a supervisor needs to determine if the minimum standard of at least 14 full 

calendar days since the onset of symptoms or exposure has been met? Select “YES” if it 

has been seven full calendar days since the exposure, onset of symptoms or the 

employee never showed any symptoms. 

 

The last question in Section Two requires a determination if an employee can return to work.  

The questions is as follows 

 

Based on the employee's answers to the two previous questions and as supervisor for 

this employee, can the employee return to work? 

Answer:  Yes or No 

 

In order to answer "YES," to this question, the employee must be a "YES" to being 

symptom free for at least 3 days (72 hours) and must be a "YES" to being beyond 

fourteen (14) full calendar days since the exposure, onset of symptoms or did not suffer 

from symptoms at all. 

 

Section Three – Set a Return Date: This section will require a supervisor to finalize information 

and set a return date for the employee.  Note that the return date, where possible, should be 

reached by mutual agreement.  If an employee has a medical release (which will NOT be 

required) it can be requested in this section but is NOT a requirement to return. 

 

Guidance as Employees Return to Work 
These CDC recommendations will prevent most, but may not prevent all, instances 
of secondary spread. The CDC reports that the risk of transmission after recovery is 
likely substantially less than that during illness. All guidance is based upon current 
medical and scientific information and is subject to change based on updated CDC 
guidance. 

 
Supervisors should actively encourage and ensure the following standards are in place in work 
environments where employees are present:  

● Employees and Supervisors who have symptoms (i.e., fever, cough, or shortness of breath) 
should notify their supervisor and stay home. 

● Supervisors should prepare for when employees return to work. 

https://www.cdc.gov/coronavirus/2019-ncov/about/symptoms.html
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● Employees and Supervisors should ensure that all work spaces are cleaned and disinfected. This 
includes all areas such as offices, bathrooms, common areas, shared electronic equipment 
routinely. 

● Supervisors and Employees should NOT talk about individual employees or any health related 
information. 

● Employees and Supervisors should wash hands often with soap and water and if not available 
use hand sanitizer. 

● Employees and Supervisors should enforce workplace social distancing, limit all group gatherings 
to under 10 people and keep conversational distances of at least 6 feet. 

● Employees and Supervisors should cover the mouth and nose with tissue or sleeve when 
sneezing or coughing and dispose of the tissue after each use. 

Supervisors should actively engage with ALL employees and be diligent in spreading the following 
information: 

● Pre-Screen: All employees must remain diligent about checking health status and symptoms 
before leaving for work. If ANY employee does not feel well or is displaying symptoms, they 
should remain at home. 
  

● Regular Monitoring: As long as the employee doesn’t have a temperature or displaying other 
symptoms, they should be diligent about self-monitoring throughout the work day and at home. 
If ANY employee does not feel well or is displaying symptoms, they should remain at home. 
  

● Masks: Employees may wear a face mask based on current CDC guidance, but they are not 
required. 
  

● Social Distance: All employees should maintain 6 feet and practice social distancing as work 
duties permit in the workplace. 
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Guidelines to Reduce Transmission among Employees 
Supervisors should actively encourage sick employees to stay home: 

● Employees who have symptoms (i.e., fever, cough, or shortness of breath) should notify their supervisor 
and stay home. 

● Sick employees should follow CDC-recommended steps: 

○ Stay home: Most people with COVID-19 have mild illness and are able to recover at home without 
medical care. Do not leave your home, except to get medical care. Do not visit public areas. 

○ Stay in touch with your doctor: Call before you get medical care. Be sure to get care if you have 
trouble breathing, have any other emergency warning signs, or if you think it is an emergency. 

○ Practice home isolation: Separate yourself from other people and pets in your home. You should 
stay in a specific “sick room” if possible, and away from other people and pets in your home. Use a 
separate bathroom, if available. 

 

Supervisors should actively encourage and ensure the following standards are in place in work 
environments where employees are present:  

● Employees and Supervisors who have symptoms (i.e., fever, cough, or shortness of breath) should notify 
their supervisor and stay home. 

● Employees and Supervisors should wash hands often with soap and water and, if not available, use hand 
sanitizer. 

● Employees and Supervisors should enforce workplace social distancing, limit all group gatherings to under 
10 people and keep conversational distances of at least 6 feet. 

● Employees and Supervisors should cover their mouth and nose with tissue or sleeve when sneezing or 
coughing and dispose of the tissue after each use. 

Return of an Employee from Home Isolation or COVID-19 Positive 
Supervisors should speak directly with any employee who desires to return to work from Home 
Isolation or a COVID-19 positive: 

● The return to work processes must begin by the employee notifying a supervisor of their desire to return 
to work.  

● Any date to return to work can only be established after an employee has been without symptoms for 
at  least 3 days or 72 hours AND is beyond fourteen (14) full calendar days since the exposure, onset of 
symptoms or did not suffer from symptoms at all . 

● Employees and supervisors must discuss and determine if the employee meets the CDC guidelines of 
being without symptoms. Returning to work without symptoms includes:                  

 

             

https://www.cdc.gov/coronavirus/2019-ncov/about/symptoms.html
https://www.cdc.gov/coronavirus/2019-ncov/if-you-are-sick/steps-when-sick.html
https://www.cdc.gov/coronavirus/2019-ncov/if-you-are-sick/steps-when-sick.html#warning-signs
https://www.cdc.gov/coronavirus/2019-ncov/if-you-are-sick/steps-when-sick.html#emergency
https://www.cdc.gov/coronavirus/2019-ncov/about/symptoms.html
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No longer having a fever without the use of fever-reducing medications for three full days; 

AND  

No respiratory symptoms (e.g., cough, shortness of breath);  

AND 

At least 14 days have passed since symptoms first appeared; 

OPTIONAL (Not Required) 

A document or email from the SNHD approving the employee to return to work. 

 

Return of an Employee after Caring for a Family Member or Other 
Individual 
 

Speak directly with any employee who desires to return to work from caring for a family member or other 
individual who has been isolated at home or received a COVID 19 positive: 

● Employees who show no symptoms, but who have a sick family member isolated at home or with COVID-
19, should notify their supervisor and follow CDC recommended precautions. 

● Any return to work processes must begin by the employee notifying a supervisor of their desire to return 
to work.  

● Any date to return to work can only be established after an employee has been without symptoms for 
at  least 3 days or 72 hours AND is beyond fourteen (14) full calendar days since the exposure, onset of 
symptoms or did not suffer from symptoms at all . 

● Employees and supervisors must discuss and determine if the employee meets the following CDC 
guidance and criteria to return to work.  

Return of an Employee Following Personal Travel 

 CCSD has restricted all business travel. 
 

 As to personal travel, CCSD cannot prevent an employee from traveling for personal reasons. However, 
CCSD must look out for the welfare of all employees and our work environments. Therefore employees 
must report any international or out of state travel during Phase One Reopening.  
 

 Any employee returning from international or out of state travel is either required to self-
quarantine for 14 days upon return or provide a COVID-19 test demonstrating a negative result dated 
after their return to Nevada.   
 

 In addition, any  date to return to work can only be established after an employee has been without 
symptoms for at  least 3 days or 72 hours  
 

https://www.cdc.gov/coronavirus/2019-ncov/hcp/guidance-prevent-spread.html#precautions
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 Supervisors should utilizes the following survey link to document and assist in returning employees to 

work following personal travel out of state or internationally. https://forms.gle/fP1bBYaqXmfC1KS18 
 

 Both employees and supervisors should note that employees may work from home during the quarantine 
time if their job responsibilities can be met or they may take the appropriate leave during this time 
period. 
 

 

Additional Reminders 
 

As employees return to work, Supervisors should actively encourage and ensure the following 

standards are in place in work environments where employees are present:  

● Employees and Supervisors who have symptoms (i.e., fever, cough, or shortness of breath) should notify 

their supervisor and stay home. 

● Supervisors should prepare for employees returning to work. 

● Supervisors should routinely monitor health conditions of all individuals multiple times during the work 

day. 

● Employees and Supervisors should take extra responsibility to ensure that all work spaces are cleaned and 

disinfected routinely. This includes all areas such as offices, bathrooms, common areas, and shared 

electronic equipment. 

● Supervisors and Employees should NOT talk about individual employees or any health-related 

information. 

● Employees and Supervisors should wash hands often with soap and water and, if not available, use hand 

sanitizer. 

● Employees and Supervisors should enforce workplace social distancing, limit all group gatherings to under 

10 people and keep conversational distances of at least 6 feet. 

● Employees and Supervisors should cover the mouth and nose with tissue or sleeve when sneezing or 

coughing and dispose of the tissue after each use. 

● Supervisors and Employees should wash hands often and frequently with soap and water and, if not 

available, use hand sanitizer. 

 

Supervisors should actively engage with ALL employees and be diligent in spreading the following information: 

● Pre-Screen: All employees must remain diligent about checking health status and symptoms before 

leaving for work. If ANY employee does not feel well or are displaying symptoms, they should remain at 

home. 

● Regular Monitoring: As long as the employee doesn’t have a temperature or isn’t displaying symptoms, 

they should be diligent about self-monitoring throughout the work day and at home. If ANY employee 

does not feel well or is displaying symptoms, the employee should go home or remain at home. 

● Masks: Employees may wear a face mask based on current CDC guidance.  At this time, masks have been 

reported to possibly limit the spread from one person to the other. 

https://forms.gle/fP1bBYaqXmfC1KS18
https://www.cdc.gov/coronavirus/2019-ncov/about/symptoms.html
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● Social Distance: All employees should maintain 6 feet and practice social distancing as work duties permit 

in the workplace. 
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REOPENING CCSD - PHASE TWO  
 

GENERAL OVERVIEW FOR PHASE 2 
 

As expected, the Governor lifted our current phase of reopening and we are entering Phase 2.  In 

preparation, this document and information contained herein is being provided to inform and support 

doing so in the safest manner.  It is expected that as the Federal Government's phased approach to 

opening is implemented by the State of Nevada, that CCSD will respond and increase its operations 

accordingly.  

Note: During Phase 2 CCSD facilities and offices will begin to increase its interactions with our 

constituents. It is expected that the vast majority of our work will continue to be done online and by 

telephone. While offices may be accessible to visitors by appointment, those appointments in Phase 2 

will be the exception, not the rule.  In addition, while all schools will remain closed for students, the 

main offices in our school buildings and other facilities will be expected to staff at appropriate ratios 

to increase the level of responsiveness to our stakeholders while maintaining strict adherence to 

social distancing and workplace safety requirements.  

Defined criteria to be satisfied before state proceeds with Phase 2: 

 

As Phase 2 begins, additional employees will be returning to physical work locations to begin the work 

needed to resume operations and increase our responsiveness to the public. It is the expectation of 

CCSD that most, if not all interactions with the public during Phase 2 be conducted, whenever 

possible, by phone or online.  If access is required or granted to a member of the public to our offices 

and buildings, then such access must be by appointment only.  Additional requirements for visitors 

are outlined in the following pages.   

These changes will mean additional diligence to support the safety and health of our employees and 

work environments. Every employee or visitor to our facilities, MUST be reminded that we are 

responsible not only for our own health and safety, but that we must also be thorough in our personal 

examinations of health to ensure the wellbeing and safety of our colleagues and community.   

The health and safety of every individual, our workforce and our community as a whole, depends upon 

compliance and adherence to this guidance and those of the health professionals.  Phase 2 is not time to 

 

 SYMPTOMS COVID-19 

 

 Downward trajectory of 
influenza-like illnesses 
reported within a 14 day 
period, AND 
Downward trajectory of 

COVID-like syndromic cases 
reported within a 14-day 
period. 

 CASES COVID-19 

 

 Downward trajectory of 
documented cases within a 
14-day period, OR 
Downward trajectory of 

positive tests as a percent of 
total tests within a 14-day 
period (flat or increasing 
volume of tests) 

 HOSPITAL STATUS COVID-19 

 

 Ability to treat all patients 
with our crisis care, OR 
Robust testing program in 

place for at-risk healthcare 
workers, including emerging 
antibody testing. 
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let down our guard.  The COVID-19 virus and our CCSD response has been an evolving situation and it is 

incumbent upon all employees to stay abreast of all developments and communications. Employees are 

encouraged to ask any and all questions related to the virus as it may relate to working conditions and 

safety. 

 

General Phase 2 Guidance  
 

In Phase 2, where it is both feasible and aligned to business operations, employees can be allowed to 

continue with telecommuting (working from home) and should be advised of the ability to continue 

such practices.   In Phase 2 however, there are some positions where telecommuting is not feasible due 

to the nature of the work provided and expectations of potential visitors to building and office locations. 

As such, those employees who cannot be approved for telecommuting (work from home or other off 

site location) because of their job functions, may have the opportunity to explore available paid or 

unpaid leave options, depending upon their individual circumstances. 

In Phase 2, the recommended group size increases to less than fifty people (<50).  Work locations must 

still provide the appropriate size teams to support working social distance, personal space between 

individual employees, and continuing to support an employee’s wishes to wear a mask.  Both 

supervisors and employees should constantly monitor for socializing and ensure the avoidance of large 

groups. All CCSD team members should also monitor to avoid any circumstances that do not allow for 

appropriate physical distancing. Again, every individual is responsible for the safety and health of 

themselves and fellow employees. 

AT THIS TIME, CCSD IS NOT IMPLEMENTING ANY RECOMMENDED VENUE CAPACITY PERCENTAGE.   

In Phase 2, district work-related and student travel remains restricted, however any requirements 
related to returning from personal travel have been lifted.  Any employee returning from international 
or out of state travel should follow CDC and SNHD guidelines.  Employees traveling should take extra 
precautions when traveling and upon return including actively monitoring their health and symptoms 
for COVID-19.  

Finally, all youth sports, including school sports and activities are NOT allowed to re-open. 
Additionally, school facilities are NOT open to any in-person instruction or coaching. 
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PHASE 2 WORK LOCATION GUIDELINES   
 

Five to Seven Days Prior to Phase 2 Start Date 
 

Based on the Governor moving to Phase 2, supervisors will either set in place a 5 to 7 day plan or revise 

current plans for employees and any person entering a work location.  Work location supervisors will be 

expected to review Phase 1 and Phase 2 guidance.   In Phase 2, where it is possible, feasible and aligned 

to business operations and vulnerable populations, employees can be allowed to continue with 

telecommuting (working from home) and should be advised of the ability to continue such practices.  

However, there are some positions in Phase 2 where telecommuting will become infeasible due to the 

nature of the work, expectations related to potential visitors and the necessity to increase customer 

service.  

In order to staff offices safely and appropriately to increase responsiveness and interaction with the 

community, supervisors will be required to develop or revise an operational plan. Supervisors can 

create alternative work groupings, alternative schedules or other arrangements to divide the number of 

people in the building or location on a daily, weekly or other basis. These groupings must ensure the 

work can still be accomplished under CDC guidance.  These plans must be submitted and reviewed by 

the immediate supervisor or designee to ensure safety and health compliance, as anticipated staffing 

levels so as to increase customer service and responsiveness to the necessary stakeholders. 

Additionally, the plan should align to the expectation that the offices and other facilities will be staffed 

at appropriate ratios to increase the level of responsiveness to our stakeholders while maintaining strict 

adherence to social distancing and workplace safety requirements.  Supervisors should be reminded 

that the expectation is the vast majority of the work will continue without direct contact with the public. 

When offices are made accessible to visitors by appointment, the plan must address the visitation 

protocols outlined later in this document.  All plans should always account for and reflect CDC and SNHD 

guidance. 

Those individuals required to return in Phase 2 to work locations, but express a desire or need to remain 

at home, must have the opportunity to explore working from home if appropriate, available paid or 

unpaid leave options.  These determinations will be specific and depend upon their individual job 

responsibilities and circumstances. 

Those employees who are not authorized for telecommuting may:  

1. Request to utilize available paid leave (sick, vacation, Federal etc.) where appropriate.   

2. Request an unpaid leave of absence in accordance with CCSD Regulation 4355.  

ADA Accommodations. Those employees who have exhausted all available leave options but have a 

serious underlying medical condition and/or are within the age group deemed to be most vulnerable by 

the CDC, may contact the Office of Diversity and Affirmative Action/ADA and Title IX programs at  

(702) 799-5087 to request an accommodation. Employees in these categories who request an 

accommodation may be granted additional unpaid leave as an accommodation.     
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Under Phase 2 where employees will be returning to work locations, they should be informed of their 

expected start date.  Supervisors and work location managers are expected to examine all potential 

work configurations and if necessary, develop shifts or other phased approaches for returning 

employees to the workplace.  Employees should be divided into groups and scheduled so as to allow for 

the necessary work to be completed safely and with required social distancing.  

Supervisors are expected to review plans for common areas  such as break rooms, bathrooms, work 

rooms, etc. so as to enforce the proper protocols based on group size and social distancing.  In addition, 

supervisors must also be developing plans for potential visitors and the public reception areas within 

the work location and facility.  Appropriate and focused planning for visitors must be undertaken and 

include the necessary forms, signage and social distancing requirements. 

 

One to Three Days Prior to Start Date  
 

During this time period, work location supervisors will have already informed any impacted employees 

and developed team, group or phased approaches for the workplace, to include all necessary safety 

precautions.  The expectations are that supervisors walk through the work location as an employee to 

ensure compliance with Phase 2 guidance and finalize as well as submit the operational plan as 

previously explained. 

Supervisors should inform and orient each shift or group about what is necessary to safely enter and exit 

the workplace and the expectations for safety during the work day.  Employees should be very clear of 

the expectations upon arrival.  This includes communication about, but not limited to, signing in, social 

distancing, information related to expectations and safety, workday, hours of operation, etc.  

Supervisors should ensure the work location is fully prepared and ready for employees to return 

including visitors, supplies, CDC guidance, plans for social distancing and support of necessary PPE.  

General Phase 2 Guidance for Employee Health 
 

All individuals should continue to monitor their health and symptoms (fever, shortness of breath, 

etc.).  Any individual who does not feel well or is symptomatic (fever, shortness of breath, etc.) should 

remain at home and away from others. Under no circumstances should any employee with any 

symptoms report to the workplace (Appendix 1: CDC Poster Guidance). 

Effective Friday June 26, 2020, All individuals in work locations are expected to utilize a personal face 

covering in ALL public spaces. That means all employees must cover their face from the time of arrival, 

until they reach their personal workspace/office.  If employees can properly social distance in their 

personal workspace/office, they may remove their face covering.  Those employees working in the lobby 

or entrance area of all work locations MUST wear a face covering at all times. Any travel between 

offices, including breakrooms, hallways, parking location, etc. REQUIRES a face covering. We are all 

responsible for each other’s health and safety.  Compliance with these expectations is not optional. 

Supervisors are responsible to ensure compliance with the State of Nevada expectations as outlined in 

Directive 024. (Appendix 6: Directive 024: Face Coverings) 
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should continue to monitor their health and symptoms (fever, shortness of breath, etc.).  Any 

individual who does not feel well or is symptomatic (fever, shortness of breath, etc.) should remain at 

home and away from others. Under no circumstances should any employee with any symptoms report 

to the workplace (Appendix 1: CDC Poster Guidance). 

 

 

When in public or at work, all persons should maximize physical distance from others. Work locations 

will provide the appropriate size teams to support social distance and the personal space between 

individual employees should also be observed.  Both supervisors and employees should constantly 

monitor for socializing and ensure the avoidance of large groups. All CCSD team members should also 

monitor to avoid those circumstances that do not allow for appropriate physical distancing. Again, every 

individual is responsible for the safety and health of themselves and fellow employees. 

Individuals returning to worksites who may have any of the serious underlying health conditions as 

noted by the CDC, should take any and all precautions necessary to protect themselves, especially 

while they are in the workplace. This may include (not all inclusive) maintaining social distances, 

following CDC recommended guidance for good hygiene and/or the wearing of proper equipment 

(masks) necessary to mitigate the spread of the COVID-19 virus.  

When an employee’s responsibilities cannot be completed at home, then the employee should work 

with their supervisor and the appropriate department to identify work at home or the appropriate 

leave opportunities whether paid or unpaid. This may include available COVID-19 leave from the 

federal government, CCSD leave or perhaps an approved accommodation under the Americans with 

Disabilities Act Amendments Act (“ADA”).   

Individuals should continue to practice good hygiene. Employees should wash their hands with soap 

and water or use hand sanitizer, especially after touching frequently used items or surfaces.  CCSD team 

members should avoid touching their face and sneeze or cough into a tissue or the inside of your elbow.  

In addition, employees should disinfect frequently used items and surfaces as often as possible. Face 

coverings are permitted while in public or in the workplace, but are not currently required (Appendix 2: 

CDC Hygiene Posters). 

All individuals feeling sick should stay home. Under no circumstances should an employee go to or 

stay at work if they feel ill.  Employees should contact and follow the advice of their medical provider. 

In addition, employees and supervisors should stay in contact and communicate often and openly 

discuss any return to work to support the health of other employees (Appendix 3: Employee Return for 

Illness). 

When in public or at work, all persons should maximize physical distance from others. Work locations 

will provide the appropriate size teams to support their own social distancing and ensure the required 

personal space between individual employees is observed.  Both supervisors and employees should 

constantly monitor for socializing and ensure the avoidance of large groups.  

All CCSD team members should examine their public spaces where appointments could gather to ensure 

appropriate physical distancing (6ft). These numbers should be strictly monitored for compliance. 
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General Phase 2 Guidance for Visitors 
 

Prior to Accepting Visitors 

While the guidance that follows may seem stringent and inflexible, it in no matter or means precludes 

every CCSD employee from acting in support of providing superior customer service. 

All business with the public, whenever possible, should be conducted over the phone or online. In 

cases where this is not possible, the following requirements should be in place.  

All buildings are required to continue to follow CCSD visitation and policy regulations. 

Appointments should only be arranged when the business to be conducted cannot take place 

on the phone or online.  Appointments should be the exception, not the rule in Phase 2. 

All buildings must have proper signage and social distancing materials placed in visible and 

appropriate locations to ensure safety of employees and visitors. 

Person(s) requiring access to our building, offices and facilities must do so only with a scheduled, 

pre-arranged appointment (This does not include CCSD employees conducting regular business). 

All CCSD supervisors must examine their public reception spaces where appointments could 

gather to ensure appropriate physical distancing (6ft). Estimates for the number of people 

present in these locations at any one time should be extremely conservative. These numbers 

should be stringently monitored for compliance. 

Any additional furniture/seating that would support more than that number of visitors should 

be removed. 

A daily schedule, by hour, for visitors should be established and those scheduling be informed of 

the need to ensure no number greater than those established for visitors will be exceeded. 

Visitor Questionnaire and Acknowledgement forms must be customized and copied in 

advance and provided to every visitor upon arrival (Appendix 4: Visitor Questionnaire and 

Acknowledgement). 

Arranging an Appointment 

All Visitors requesting an appointment must be explicitly informed of the following requirements. 

Visitors must be explicitly informed that they will be asked questions about their health, 

visitation requirements for social distancing and the requirement to use a mask or face covering.  

Visitors must be explicitly asked if they have vulnerable conditions related to themselves or 

family members they reside with. If they answer in the affirmative then the person should be 

directed to wait until later reopening phases to resolve the matter. 

Visitors must be explicitly informed they may have to submit to a temperature check. Persons 

with a temperature above 100.4 will be rescheduled.  
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Visitors must be explicitly informed they will have to answer a Visitor Questionnaire and 

Acknowledgement prior to or immediately upon entering the building or office location. The 

form and its requirements should be explained. 

Visitors must be explicitly informed that they are expected to be on time for the scheduled 

appointment.  

Visitors must be explicitly informed to call the provided office number upon arrival to the 

locations to ensure appointments are still on time and the reception area and staff are prepared 

prior to approaching the building.  If the visitor is more than 5 minutes late for the 

appointment, then the appointment may be rescheduled for another date and time. 

Visitors must be explicitly informed that access to the facility will be denied if they fail to 

complete the Visitor Questionnaire and Acknowledgement, feel sick or do not have a mask or 

face covering. 

 

 

Prior to Entering the Facility 

All Visitors requesting an appointment must be explicitly informed of the following requirements. 

Visitors must call upon arrival to the location to ensure the lobby or location are prepared for 

their arrival.  If the visitor is more than 5 minutes late for the appointment, then the 

appointment may be rescheduled for another date and time. 

While on the phone, persons with an appointment must explicitly state that they feel well and 

are asymptomatic (no fever, shortness of breath, etc.).   If they cannot meet this criteria, they 

must be rescheduled.  

While on the phone, persons with an appointment must be reminded of the requirement for 

social distancing and confirm they have a mask. If they cannot meet this criteria, they must be 

rescheduled.  

Visitors must be explicitly informed that they may have to submit to a temperature check and 

will be required to answer a Visitor Questionnaire and Acknowledgement prior to or 

immediately upon entering the building or office location. Failure to do so will prevent the 

visitor from keeping their scheduled appointment. 

Following the Appointment 

All visitor and scheduled appointment  information for each day must be collected and 

preserved in case the information is needed by the Southern Nevada Health District (SNHD) at a 

later time. 

If a visitor self-reports illness after their visit, based on the Visitor Questionnaire and 

Acknowledgement form, the supervisor should report that information to the appropriate Chief. 

In turn, the information will be sent to SNHD health contacts to confirm and determine next 

steps as required by the health district.  
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Phase 2 Additional Guidance 
 

These processes and expectations included within this document should be repeated as many times as 

necessary based on the number of shifts or phases being utilized. 

The return for employees should include safety gatherings and constant communications related to the 

safety protocols of COVID-19. These safety meetings should review all necessary guidance and 

workplace information for the employees. Information must include, washing of hands, staying or going 

home if not feeling well, social distancing, health monitoring, and other expectations for a safe and 

healthy work environment. 

All employees should be reminded that based on the length of closure that the environments they are 

working in are now considered safe by CDC and SNHD guidelines.  Keeping them safe will require 

everyone’s constant and consistent efforts. All individuals should be reminded that employee safety is 

related to a common approach where everyone is responsible to protect themselves and their fellow 

employees. 

In addition to the above reminders, workplace specific situations should be covered. These should 

include items such as: where to wait prior to the day beginning, how to sign in and out, where and how 

to take breaks and eat lunch; and how to conduct all business in compliance with social distancing 

including any potential visitors. Employees should be encouraged to ask any and all questions they have 

concerning procedures in the work environment. 

All employees should be made aware that the guidance related to a phased reopening may change and 

they should monitor email and other means of District communication.  The COVID-19 virus and our 

CCSD response has been an evolving situation and it is incumbent upon all employees to stay abreast of 

all developments and communications. 

 

Ongoing Expectations  
 

As with all phases, plans for operations for all work locations must be constantly reviewed and revised.  

The organizational situations and guidance related to COVID-19 will continue to evolve and require work 

locations to change and adjust plans of operation.  Work location supervisors must be cognizant and 

aware of changing guidance and be ready to make necessary changes to support employee safety and 

the safe operations of the workplace.  To that end, we are including additional guidance posters and      

floor stickers. (Appendix 5: Ordering Information)  

In all cases, communication strategies and processes must continue to be open and transparent.  In 

these times, supervisors will have to create opportunities for additional communication in person or via 

email, phone and text to ensure information flows directly to impacted employees.  Supervisors should 

assist in providing information to support the new workplace environment and aim to diminish 

employee fears and concerns. 
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In addition, communication from the employees to supervisors must also be established and maintained 

as a workplace priority.  All employees and supervisors should be encouraged to ask any and all 

questions they have concerning procedure and conditions in the work environment.  The COVID-19 virus 

and our CCSD response will continue to evolve and change and it is incumbent upon all employees to 

stay abreast of all developments, keep lines of communication open and create an environment where 

dialog can occur. 
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Appendix 1: CDC Poster Guidance
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Appendix 2: CDC Hygiene Posters 
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Appendix 3: Southern Nevada Health District Guidance 
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Appendix 4: CCSD General Visitor Questionnaire 
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Appendix 5a: Social Distancing Decal Instructions 
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Appendix 5b: Graphics Poster Ordering Guide - COVID-19 Safety 
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Appendix 6: Directive 024: Face Coverings 
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