
From: Lanuez, Jeffrey <jlanuez@pima.edu> 
Date: Fri, Mar 13, 2020 at 5:45 PM 
Subject: RE: PCC Human Resources on COVID-19 
To: <pima-all@pima.edu> 
 

Dear Colleagues,   
 
We wanted to provide a reminder about the decision to extend Spring Break for students by two days 
through March 24. Spring classes resume on March 25, with as many classes as possible shifting to 
virtual learning. The approach behind this decision is “social distancing,” (reducing the number of people 
on campuses) while allowing students the best opportunity to complete the semester.  
 
Hands-on courses, such as science labs, technical instruction, and clinicals, will meet in-person as 
scheduled. All student services, including the libraries, testing, and other in-person services will remain 
open.  
 
Of course, this is a very fluid situation and we will continue to adjust decisions as necessary and 
communicate more as needed. The place to find updated College information on the ever-changing 
COVID-19 situation is the Pima website at pima/edu/covid19.  
 
I want to stress that the College remains open and is serving students. The current risk for COVID-19 in 
Pima County remains very low and city and county officials encourage people to remain calm. 
 
As with other service organizations, we are taking an abundance of precautions, such as reducing the 
numbers of people on campus, thoroughly cleaning common surfaces, and encouraging good hygiene 
practices. The simple acts of properly washing your hands and not shaking hands, help prevent the 
spread of illness. Some members of the Tucson community may be more susceptible to the virus and 
these measures are ways we can all help reduce the risk to them.  
 
The College is taking other precautionary measures to protect all employees and students as follows: 
 
If you are traveling outside of Arizona 
If you have been traveling outside of Arizona, including a personal vacation, you are strongly encouraged 
to notify your supervisor and/or ESC (206-4945) so together we can make a safe decision about your 
return-to-work. 
 
Related, the College’s return-to-work process provides supervisors with direction on how to reintegrate 
employees back into the workplace following medical leaves of absence. It provides procedures to 
follow when returned employees exhibit signs of being unable to fully perform the duties and 
responsibilities of their positions.  
 
As a reminder, no students or employees should come to or remain at, Pima with symptoms of COVID-
19. It is your individual responsibility to protect our campus community and the responsibility of 
management to enforce this procedure. The College offers very generous Annual and Sick leave and as 
such, employees must use this when needed. 
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Please also remember that the College does not tolerate any form of discrimination and that we should 
not allow fear to compromise our standard of treating everyone with courtesy and respect. 
 
Blue Cross Blue Shield Telehealth: 
Pima Community College’s medical plan includes virtual doctor visits with BlueCare Anywhere. Board-
certified doctors, counselors, and psychiatrists are available 24/7 whenever and wherever you need one. 
To sign up for Telehealth visit: BlueCareAnywhereAz.com. 
 
COVID-19 Special Leave Policy: This policy only applies to the 2019 Coronavirus (COVID-19) and those 
employees who have exhausted both their annual and sick leave balances. 
 
Any employee who is sick should not come to work.  If an employee begins to exhibit symptoms of 
COVID-19  while at work, they should notify a supervisor and appropriately leave the workplace.  
 
Employees who are exhibiting symptoms and/or are under quarantine and have exhausted their annual 
and sick leave may take additional paid leave for up to 10 scheduled workdays.  Any absences in excess 
of five scheduled workdays require documentation from a medical professional excusing the absences 
and must be submitted to the Employee Service Center (ESC). 
 
Also note that employees who are absent in excess of 10 scheduled workdays may qualify for additional 
unpaid, job-protected leave under the Family and Medical Leave Act (FMLA) for up to twelve weeks. 
Employees who have questions or need to utilize this Special leave Policy should contact the ESC at 206-
4945. The payroll code we are using for timesheets is Administrative Leave Paid.  
 
Question on a Possible College Closure: 
We have received questions on possible short-term closure of the College since reports of college 
closures are happening in more affected areas of the country. We want to reiterate that we are, 
thankfully, not currently in a similar situation as these other areas so we remain open.   
 
However, should circumstances change and the College has a temporary shut-down, all employees 
would continue to be paid. Pay for temporary employees would match their last submitted timesheet.  
 
A decision for a college closure could come with quick notice.  Notice will be broad using Pima Alerts 
(text messaging) and emails, as well as postings on Pima.edu.  
 
Each unit of the College has developed an action plan that may include work-from-home responsibilities. 
Please see your department leadership for information on your unit-specific plans, expectations, and 
responsibilities. 
 
Printed Paychecks 
Beginning on March 20, all checks printed from the College (employees without direct-deposit, students, 
vendors, etc.) will be mailed via USPS. This is a permanent change in our check issuing policy going 
forward. If you would like to start direct-deposit, complete a Request for Direct Deposit and send it to 
the Employee Service Center. 
 
Thank you for all your hard work, understanding, and flexibility this week. 
 
I hope you enjoy a safe and restful weekend. 
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~Jeffrey 
__________________ 
Jeffrey Lanuez, SPHR 
Chief Human Resources Officer &  
Assistant Vice Chancellor for Human Resources, Acting 
Pima Community College 
jlanuez@pima.edu 
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