
Dear PHDC Family – 
 
As we prepare to return to the office the week of September 7, I wanted to share our Return to Work 
plan with you. We’ve prepared a detailed plan that you can review here [PHDC R2W Plan]. You can also 
review the FAQs provided by the City [FAQs]. What follows below is a summary and some guidance.  
 
When we return to the office, the number one thing to remember is that we should treat others as THEY 
wish to be treated. As we enter these unchartered waters let’s be kind to each other. Let’s be 
understanding of each other. Let’s be accommodating to one another. And always ASK FIRST. 
 
It’s not always going to go smoothly. But if we lead with respect and humanity, we can protect our 
collective and individual physical and mental health. We can maximize the benefits of being in the office 
– being able to see each other in person again AND minimize the downsides – the stress of personal 
interaction in the time of COVID. 
 
Some specifics regarding policies, procedures, and protocols are below. These may continue to change, 
and we will continue to update you as they do. If you have any questions, please reach out to our Chief 
of Staff Jojy Varghese. If you have any concerns after we return, please raise them with your supervisor. 
If you think your supervisor is part of the problem, feel free to reach out to Jojy. 
 
You all have been great during these past 17 months (that is not to say that you aren’t always great!). 
There is no other agency in this City that has responded to COVID as well as PHDC has. To say you have 
gone above and beyond is a gross understatement.  You are the best! 
 
I look forward to working with all of you to ensure the next chapter in PHDC’s story is as successful as 
the last one. And most of all I look forward to seeing you in person. 
 
Sincerely, 
 
David 
 
What are the most important protocols for returning to the office? 
Be respectful, be considerate, and be flexible.  
 
This is new to all of us, and there are bound to be some hiccups and conflicts along the way. Recognize 
and respect that everyone has their own comfort level with personal space, masking, and vaccines.  
 
Accommodate each other whenever possible. Don’t enter offices, cubicles, or other spaces without 
asking first. Wear your mask – double mask if you aren’t vaccinated – in common areas. Wipe down 
common facilities like conference room tables and chairs, copier keypads, and kitchen faucets and 
handles after you use them. Use headphones if you are on a Teams or Zoom call or try to find a vacant 
conference room (and then wipe it down when you’re done). 
 
How often do I have to come into the office? 
At least two days a week unless you have made alternate arrangements with your supervisor. Whether 
you need to come in more than that is dependent on the work needs of your unit. You should discuss 
the specifics of your schedule with your supervisor. 
 



Do I have to be vaccinated? 
PHDC is following the City’s COVID-19 policies.  As such, all PHDC employees must be fully vaccinated, 
meaning both shots if necessary, by September 1 or must double mask at all times. The double masking 
is a cloth mask over a surgical mask. Unvaccinated employees may also be subjected to covid testing in 
the future. PHDC will initially provide the surgical mask, if necessary. More information on masking is 
below.  
 
Exemptions to the vaccination requirement are available through the City’s current Americans with 
Disabilities Act accommodation process. Please contact Donna Trent, Vice President of Human 
Resources if you wish to seek an exemption. 
 
Do I have to do anything before I come into the office? 
Yes, you must complete the City’s employee screening tool. When done, please provide a screen shot of 
the result to your supervisor and to Denise Parker, Executive Assistant to the CEO & President at 
denise.parker@phdc.phila.gov. You must complete it every time you plan to go into the office. If you go 
in five days a week, you must complete it five times each week. Please answer honestly and to the best 
of your ability. It is a tool to help keep us all healthy. 
 
Note that the last question asks if you have been vaccinated. That information does not appear on the 
results page. The screenshot you provide to your supervisor and to Denise only shows that you are 
cleared (or not) to come to the office. 
 
What if the tool says I should not come in? 
Do not come to the office. Let your supervisor know that you will not be in the office. As the screening 
tool is designed to identify indicators and symptoms of a potential COVID-19 infection you should 
strongly consider contacting your doctor or another medical professional. 
 
I’m scheduled to come to the office, but I woke up a little under the weather. What should I do? 
Stay home. This should be our standard practice, pandemic or not, but often we feel like we should 
“suck it up” and head on in. Please don’t. For the sake of your health and the health of your coworkers, 
please stay home until you feel better, and the screening tool clears you to come in. 
 
If you feel like you shouldn’t go to the office but are well enough to work, please contact your supervisor 
for potential work-from-home assignments. 
 
How many people will be in the office when I get there? 
That will depend on the day. However, it will not exceed 50% of floor capacity.  
 
What if I’m not comfortable with how many people are in the office when I’m there? 
Everyone’s comfort level is different. Our hope is that each supervisor/manager will work with each 
employee to find the comfort level that works for them. The needs of the work should be given priority 
when determining which days staff will be in the office. 
 
Do I have to wear a mask when I’m on site? 
Everyone must wear a mask in the common areas. Unvaccinated employees must double-mask. A 
“common area” not only includes building entrances, elevators, and lobbies, but also conference rooms, 
copy rooms, storage rooms, rest rooms, hallways, and kitchens.  
 



If you are vaccinated you do not need to wear a mask in a private space, such as your office or cubicle. 
 
If you are unvaccinated you must double-mask at all times, even when you are alone in your cubicle. 
The only exception is if you are in your office and the door is closed. Your supervisor and HR will be 
made aware of who needs to double mask so that they can enforce the mandate.   
 
Is PHDC really requiring me to get vaccinated or double mask at all times? 
Yes, we are following the City’s Covid-19 policies. Nearly 100 percent of COVID cases now are among the 
unvaccinated. The COVID vaccines are far more effective than the flu vaccine many of us get every year. 
Being vaccinated not only protects you but also your loved ones, your coworkers, and the people you 
encounter as you live your life. The fastest way we can return to normal as a society is through people 
getting vaccinated. 
 
If a coworker asks if I am vaccinated do I have to answer? 
No. No one is required to disclose vaccination status.  
 
Do I really have to wipe down everything I touch in a common space? 
For the most part, yes please. The best way to ensure that we have a safe workspace is for each of us to 
take personal responsibility for wiping down conference room chairs and tables, copiers and other office 
equipment, and items in kitchens like refrigerator handles to leave them clean and sanitary for the next 
user. We don’t have to go so far as wiping down door handles, but knowing our coworkers are taking 
steps to help keep us healthy will help make our return to the office more comfortable. And continue to 
wash your hands on a regular basis. 
 
Can I eat lunch with my colleagues inside the office?  
At this time, being in close contact without a mask is not recommended. 
 
I have a laptop for the first time at the office. What are my responsibilities? 
You are responsible for taking reasonable steps to protect your laptop. When you leave it in the office 
please lock it in a desk drawer, an overhead cabinet, or an office. If you have it at home take the same 
steps as you would if it were your personal laptop. 
 
Do I have to take my laptop back and forth between home and the office? 
Yes, if you plan to alternate between working from home and working in the office. Leaving your laptop 
at home or at the office will not be a valid reason as to why you may not be able to perform required 
work tasks. 
 
Am I required to meet with members of the public, either on site or in a community setting? 
Our goal is to serve our clients and the community in a safe setting. We also expect our clients and the 
community to support us in those efforts. 
 
Current City guidelines require masks for indoor settings where there is no vaccination requirement. 
This includes all community meetings held indoors, so members of the public and City staff must wear 
masks. Assuming this guideline is followed by the meeting host and attendees, employees are expected 
to participate in the meeting. 
 



On site we will continue our steps to minimize sustained contact with the public. Plans and documents 
will be exchanged in a contactless process. Where in person meetings are necessary, masking for all 
participants, social distancing, and plexiglass barriers will be used to separate staff from the public. 
 
Will our public board meetings also return to in person? 
Not yet. We are working on strategies to allow for a hybrid where some board members and members 
of the public are on site and others are remote. We hope to have more information on this later in the 
fall. In the meantime, staff may participate in these meetings remotely. 
 
I’m having an internal meeting. Does everyone need to be on site? 
No. Staff may participate remotely as they do today. On site employees may meet in one room if they 
wish, as long as they adhere to safety protocols applicable to the common areas. Any room capacity and 
distancing requirements will be posted on signs outside each meeting room. 
 
If people in the office are on Teams and Zoom calls, won’t it get loud and distracting? 
It doesn’t have to be. People located in open spaces should use headphones while on a Teams or Zoom 
call. We will be ordering headsets for employees. They can also look for an available private space like a 
conference room (assuming no meeting is scheduled). In general employees on a phone call or in a 
remote meeting should be aware of and respectful toward the coworkers around them regardless of 
whether we are in a pandemic or not. 
 
A coworker and I are travelling to the same in person community meeting.  Are there protocols for 
sharing a car? 
A car should be treated as a “common area”. If you are traveling with another staff person, everyone 
should wear a mask regardless of vaccination status.  Unvaccinated staff should double-mask. 
Additionally, staff are responsible for wiping down interior before returning it.  
 
What should I do if I get word while I’m in the office that I have tested positive for COVID-19? 
Put on a mask (double mask if possible) and go home immediately, avoiding contact with coworkers as 
you leave. Let your supervisor know you are leaving. Email Donna Trent and Jojy Varghese so that 
contact tracing can begin.  
 
What happens if a coworker tests positive for COVID-19? 
The on-site calendar will help PHDC with contract tracing, which is another reason it is important to use 
the employee screening form and submit it to your supervisor and Denise. If an employee tests positive, 
an HR professional will investigate to determine possible contacts. Any employee who has come in close 
contact with a coworker who has tested positive will be notified of their possible exposure. That 
notification will not include the name of the employee who tested positive. 
 
How long will we operate this way? 
We expect to operate this way at least through the end of the year. We will evaluate how things are 
going and adjust before then if necessary. As we approach the end of the year, we will review to see 
what changes we might implement for January 1, 2022. 
 
David S. Thomas 
President & CEO 

 

 


