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September 2021 Return to Office Q & A  
 

The City of New York has entered its final phase of returning all employees back to the office on a 
regular basis effective September 2021.  All agency staff are expected to report to the office five 
days per week. 
 
The following are questions and responses compiled from the most asked questions from DYCD 
staff that we have received from our Return to Office staff meetings and from our 
Questions@dycd.nyc.gov inbox.   
 
(Note that some of the guidance used to provide the following responses are subject to change 
because of updated requirements from our oversight authorities.  The agency will endeavor to 
update our responses accordingly.) 
 

RETURN TO WORK/TELEWORKING  
 

1. Who is required to return to the office?   
 The Mayor has mandated that ALL city employees return to pre-March 2020 work schedules 
and assignments beginning September 13, 2021. 
 

2. Is telework still an option?   

Telework is no longer an option available to all employees as it was during from March 
2020 through August 2021.  As per pre-March 2020 citywide policy, there are very few 
exceptions that would allow for telework. 

 

3. What do I need to do to get into our offices?   
Every employee will need to complete a COVID-19 Health Screening Assessment AND 
receive an Approval email each day that they are scheduled to come into the office.  This 
email along with your agency ID will need to be presented to building security at 2 Lafayette 
before you are admitted into the building.  At 123 William Street, you should still have both 
at the ready for presentation although building security may not ask for your Health 
Screening Approval email. 
 

4. How do I receive and complete the Health Screening Assessment?   
Employees will automatically receive an email at 12:00am, 6:00am and 8:00am each 
morning with a link to complete the COVID-19 Health Screening Assessment.  The City’s 
guidance requires that these assessments be responded to and submitted on the day of 
your office visit.  You must complete and submit the assessment AND receive an approval 
email BEFORE you report into the office.   Therefore, it is important that you complete the 
Health Screening Assessment and receive approval before you leave your home.  You 
should not come into the office if you are experiencing any COVID-19 related symptoms. 
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5. Will I be able to continue a flexible work schedule?   
As was the case pre-March 2020, staff should report to work during their approved core 
hours.  If an exception is needed, you should work closely with your supervisor and 
human resources on a schedule that allows you to be in the office during the normal 
business hours of 7am to 6pm.  The schedule will take into account your preferences but 
must be balanced with business needs as well as the ability for the agency to remain 
compliant with timekeeping, health and safety protocols. 

 
6. Do I have to stick with my schedule every week?   

Yes, all employees must stay with the established schedule to ensure adequate coverage 
and supervision.  If there is a need to change your schedule permanently due to 
unforeseen circumstances, please work with your supervisor and once approved, please 
notify HR so that your updated schedule is reflected in CityTime. 

 

7. Will there be a long wait in the lobbies and for the elevators?   
We have been working with building management and they have put in place procedures 
and adjustments to the physical space in the lobbies to expedite entry and exit from the two 
buildings.  

  
8. How will staff comply with physical distancing recommendations if all staff are 

returning to work?   
Physical distancing is not required for employees unless they are interacting with the 
public.  When interacting with the public, require individuals to stay at least 6 feet from 
each other in both outdoor and indoor workspaces, as feasible. 

 

9. Will the agency put up more dividers and higher walls in our workstations to enhance 
safety and privacy?  

DYCD has placed plexiglass screens in high contact areas such as reception areas, the 
mail room, and supplies distribution areas.  Current City guidance does not require that 
cubicle wall extensions or supplemental dividers be installed around employee workstations 
if they are not in high traffic, public-facing areas. 

 

10. Where can I eat in the office?   
Staff are expected to eat at their workstations only.  All pantries are restricted to one 
person at a time and only for the purposes of heating food or cleaning.  Conference rooms 
will also be repurposed for other uses.  When eating at your desks, please ensure that you 
have at least six feet of distance from your colleagues.  Everyone must also be diligent in 
keeping their work areas clean before and after eating.  Please note that if you are 
ordering food delivery, you must go downstairs to the lobby or outside the building to 
receive your food.  Deliveries inside the offices are prohibited. 

 

11. Can I move around and go to other floors when I am in the office?   
Staff are strongly encouraged to remain at their designated workstations as much as 
possible.  If you must travel to other parts of the office, we encourage you, if possible, to 
use the internal stairwells and to abide by all physical distancing guidelines. 
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12. Can I use fans, air purifiers or humidifiers in the office?   
Use of HEPA air purifiers is allowed as well as fans that bring in outside air from open 
windows.  The agency has and will continue to procure and place these appliances in 
areas where they are needed.  Note that use of personal appliances in employees’ 
workstations has always been prohibited due to fire safety and risk of damage to your 
desktop computing equipment. 

 

13. Are we allowed to have guests or visitors in the office?   
DYCD will not allow any guests or visitors onto floors where staff are working until further 
notice.  Deliveries of mail and documents can be dropped off in the mail room on the 19th 
floor at 2 Lafayette or reception area on the 17th floor at 123 William Street.  Please 
contact Administrative Services in advance if you have a special business-related 
circumstance to host a meeting in the office. 

 

14. Will I still have access to city vehicles to conduct my field work?   
City vehicles will be available to staff who require it to travel to off-site locations to conduct 
agency work.  Please note that DYCD has instituted new procedures for accessing and 
using vehicles that all employees must comply with.  These procedures can be found on 
the intranet within the DYCD Return to Office guide. 
 

15. Do I need to comply with the DOE’s vaccination mandate, if I conduct an in-person   
site visit of a DYCD funded school-based program?   
Yes. As of September 27, City employees who work in-person in a DOE school or 
building, will also be required to be vaccinated against COVID-19. This applies to DOE 
schools located in non-DOE buildings, as well as charter schools located in a DOE 
building. “Works in-person” means an individual spends any portion of their work time 
physically present in a DOE school setting or other DOE building. By September 27, you 
will need to provide proof to DYCD that you are fully vaccinated; or have received the first 
dose of a vaccine. If it is a one-dose vaccine, nothing further is required. If it is a two-dose 
vaccine, you must also provide proof that you have received your second dose within 45 
days of the first dose. 

 

HEALTH & SAFETY PROTOCOLS  
 
16. What COVID-19 health and safety protocols will be in place when staff return to the 

office full-time?   
The City has mandated that all employees provide either proof of full vaccination or 
weekly proof of a negative COVID-19 PCR test prior to staff returning to the office.  In 
addition, mask mandates have been updated and the requirement to complete a daily 
health assessment survey will continue.   

 

17. Do I need to be vaccinated to come into the office?   
The City does not require staff to be vaccinated in order to return to the office.  However, 
effective September 13, 2021, all current City employees must either provide proof that 
they are fully vaccinated or a weekly negative COVID-19 PCR test result in order to report 
to the office.  Any staff who fail to provide documentation will be required to remain at 
home and will need to take personal leave.   Staff hired after August 2, 2021, must be fully 
vaccinated. 
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18. How do I submit my vaccination proof? 
To upload you vaccination proof and avoid having to provide weekly testing, visit the COVID 
Vaccination Record App. 

 
Acceptable proof of COVID-19 vaccination currently includes one of the following: 

1) A scan or picture of your CDC vaccination card that you received upon the administration 
of your full complement of one of the three currently approved COVID-19 vaccines (Pfizer-
BioNTech, Moderna and Johnson and Johnson) 

2) A screenshot of your New York State Excelsior Pass from your mobile device 
3) A screenshot of your CDC vaccination card on the NYC COVID Safe app 

 

19. How do I submit my weekly COVID-19 PCR test result? 

Staff who have not provided proof of being fully vaccinated, will receive notification from 
the agency by the Friday prior to the return to office for the upcoming week.  The message 
will include instructions on where and how to upload your proof of a weekly negative 
COVID-19 PCR test.  Please note that you are not permitted to report to work whether in 
the office or on-site visits until you have submitted a valid proof of a negative PCR test.  
The test result must be within seven days of your date of your in-person work. 

 

20. Do I need to wear a mask in the office?  

The City is requiring that all staff always keep a mask on while in the office.  Mask wearing 
is required when you are in your cubicle, lobby, in an elevator or other space where you 
are among members of the public or in close contact with other staff.   If staff who cannot 
tolerate a mask, must seek a reasonable accommodation.  Staff who are fully vaccinated in 
private spaces may remove their masks. DYCD will provide cloth and disposable masks to 
all staff, upon request.  If you are unable to wear a mask for prolonged periods of time, you 
can apply for a medical exemption by providing documentation from your doctor detailing 
the reason why you need to be excluded from this requirement.   

 

21. What Personal Protective Equipment (PPE) is being provided to staff?  

Five cloth masks were ordered for every staff member, and most have been distributed.  If 
you have not received your masks, please contact Administrative Services.  Administrative 
Services has a supply of disposable masks if needed.  In addition, hand sanitizer is being 
distributed to all staff and disinfection wipes are placed throughout the offices for staff to 
clean their desks and file cabinets. 

 

22. Have our HVAC systems been upgraded and cleaned?   

 The HVAC systems at both buildings are very new.  We have also worked with building 
management to ensure that the systems are properly maintained and set to maximize 
ventilation and outside air intake.  All the filters have also been changed and are using the 
maximum filtration that the systems can handle.  We anticipate cleaning and changing the 
filters on a quarterly basis as we resume our in-office presence. 

 

https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fapps.gov.powerapps.us%2Fplay%2F26412973-5c08-4ae8-a0f5-23e9aa208aa3%3FtenantId%3D32f56fc7-5f81-4e22-a95b-15da66513bef&data=04%7C01%7Cacheng%40dycd.nyc.gov%7C94a101e3e94e4d43b06808d95dcb4612%7C32f56fc75f814e22a95b15da66513bef%7C0%7C0%7C637643949894262601%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=JrbwMeF65%2BNtxFIQprDchTXhnaC5NVWer0Zndjs5Ieo%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fapps.gov.powerapps.us%2Fplay%2F26412973-5c08-4ae8-a0f5-23e9aa208aa3%3FtenantId%3D32f56fc7-5f81-4e22-a95b-15da66513bef&data=04%7C01%7Cacheng%40dycd.nyc.gov%7C94a101e3e94e4d43b06808d95dcb4612%7C32f56fc75f814e22a95b15da66513bef%7C0%7C0%7C637643949894262601%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=JrbwMeF65%2BNtxFIQprDchTXhnaC5NVWer0Zndjs5Ieo%3D&reserved=0
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23. How often will our offices be cleaned?   

Administrative Services has met with building management at both locations on new 
cleaning protocols.  Both buildings have increased their cleaning protocols to address staff 
returning to the office.  DYCD ensured our workspaces are cleaned appropriately but 
ensuring: 

• Daily scheduled cleaning of both 2 Lafayette and 123 William Street locations. 

• Increased cleaning in bathrooms daily. 

• Vacuuming of carpets and scheduled carpet cleaning. 

As part of this initiative, it is important that staff keep their desks clean and free of any 
clutter.  This means removing personal items, plants or other items that cover desk 
surfaces.   

If you are aware of any lapses in office cleaning, please contact Administrative Services so 
that they may inform building management. 

 

24. What should someone do if they experience COVID-19 symptoms while in the office?  
Staff who fall ill during their day in the office should alert Human Resources via email or 
telephone.  Each building has a designated isolation room for the employee to remain in 
until he/she can arrange for transportation home.  HR will work with the agency’s COVID-
19 response team and the employee to identify any other staff that the person has had 
prolonged contact with during the day and will notify those staff privately so that they can 
also take any necessary precautions.  Any staff who exhibits COVID-19 symptoms is 
encouraged to get tested as soon as possible and to let HR know if they had a positive 
result.  Staff who are required to quarantine due to possible exposure may be allowed to 
telework during their quarantine period or be eligible for special leave.  Staff who test 
positive for COVID-19 will be required to stay home and take the appropriate excused 
leave during that time.  They will also need to provide a negative test prior to returning to 
the office.  

 

25. What happens if a positive case is detected, and I was in the office during that time?  
If DYCD is notified of a positive COVID-19 case, Human Resources and the agency’s 
COVID-19 response team will investigate which other staff may have been exposed and 
will notify those staff.  Staff who were exposed but are fully vaccinated and are 
asymptomatic will not be required to quarantine.  Staff who are not vaccinated or who are 
symptomatic should see their doctor and will be encouraged to get tested.  Employees who 
are mandated to quarantine will be eligible for special COVID-19 leave.   
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COVID-19 LEAVE POLICIES  
 

 
26. What if I have childcare or caregiver responsibilities and cannot come into the office?  

If an employee is having difficulty securing care for a child under the age of 18 whose school 
or daycare facility is closed due to COVID-19 restrictions, they may be eligible for leave under 
the Emergency Family and Medical Leave Expansion Act (Division C of the Families First 
Coronavirus Response Act (FFCRA)). • The employee should contact agency’s human 
resources for additional information pertaining to FFCRA.  FMLA may be available to staff to 
care for qualifying family members.   

 

27. What is the policy regarding staff working in-office and in-person who have an 
underlying health condition verified by a physician?  

 Accommodations are fact specific and are considered on a case-by-case basis, in 
accordance with the ADA and Reasonable Accommodation Policy. 

 

28. If I test positive for COVID-19, do I have to use my sick leave balances?   

Excused leave for an employee who tests positive with a COVID-19 diagnostic test shall 
be available until the employee is cleared to return to work but is not to exceed four 
workweeks (20 workdays). 

 

29. What happens if I test positive a second time?  Can I receive excused leave again?  
The current guidance limits all excused leave to a cumulative total of 20 workdays each 
calendar year.  If there is a need for leave beyond 20 days, please contact Human 
Resources to determine the applicable entitlement.  

 

30. Am I eligible for leave if I have a reaction to the vaccine?   

 Yes, there are leave options available to you depending on the type of symptoms you 
exhibit.  Please contact your timekeeper in Human Resources to determine what leave 
options are available.  


