
From: Lanuez, Jeffrey <jlanuez@pima.edu> 
Date: Tue, Mar 17, 2020 at 4:26 PM 
Subject: RE: Human Resources policy and guidance on work-from-home during COVID-19 
To: <pima-all@pima.edu> 
 
PCC Colleagues,  
 
In these unprecedented times, do your best to: 
 
#1: Take care of yourself, your family, and our community 
To reiterate the Chancellor's goal for the College, we are taking the measures of temporarily closing all 
on-site facilities, activities with in-person interactions, and having most everyone work-from-home to 
limit everyone’s exposure to the COVID-19 virus. We need everyone's participation to have a successful 
community-wide impact. Everyone should follow the CDC and NIH guidelines on limiting face-to-face 
interactions. Do your part.  
 
#2: We will do our best to continue to serve students and employees  
We recognize that developing Distance Education takes a lot of well-thought-out time. We know our 
faculty are doing their best to continue to serve students on short notice with fewer resources - and 
that’s okay. This same situation applies to staff who are striving to do the same thing from home - and 
that’s okay too.  
 
#3 Work-at-home 
With the same level of doing the best we can to serve students, we will continue operating in this same 
fashion with our own work. Execute #1 first (actively participate in taking care of yourself, your family, 
and the health of our community), then do your best to keep your own work going. If some of the day-
to-day services in your area are reduced or suspended, you may be able to get to some of your strategy 
and project work that you always wish you had time for. Make the most of this difficult situation!  
 
Self-disclosure of Illness or Possible Exposure to COVID-19:  
*Currently, the College has suspended all out-of-state non-essential college travel.  
 
If you are planning any travel outside of Arizona or have recently traveled outside of Arizona, including a 
personal vacation, you are strongly encouraged to notify your supervisor and the Employee Service 
Center at 206-4945 so together we can make a safe decision about your return-to-work  (when we are 
back on-site). Similarly, if you are feeling ill or believe you have had direct contact with someone ill with 
COVID-19, contact your primary care physician for guidance, then contact your supervisor before 
coming to any College location so appropriate steps can be determined about how and when you might 
enter a College location. 
 
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, when we resume on-site operations, no students or employees should ever come to or 
remain at, Pima with symptoms of COVID19. It is your individual responsibility to protect our campus 
community and the responsibility of management to enforce this procedure. 
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The College offers very generous Annual and Sick leave and as such, employees must use this when 
needed.  
 
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. 
Telehealth is only for employees and their dependents who are enrolled in a PCC medical plan.   
 
COVID-19 Special Leave Policy: This policy applies only to the 2019 Coronavirus pandemic (COVID-19) 
and employees who have exhausted their annual and sick leave balances.  
 
Pima Community College is committed to ensuring a safe and healthy environment for our employees.  In 
response to the recent pandemic, any employees who are exhibiting symptoms of the virus and/or are 
under quarantine (self and directed) and exhaust their annual and sick leave, may take additional paid-
leave for up to 10 scheduled workdays.   
 
Any absences in excess of 5 scheduled workdays require documentation from a medical professional 
excusing the absences and providing a release to return-to-work to be submitted to the Employee Service 
Center. 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 12 weeks.  
 
Employees who have questions or need to utilize this Special leave Policy should contact the Employee 
Service Center at 206- 4945. The payroll code we will use for timesheets will be: Administrative Leave 
Paid.  
 
Some of you have asked for a statement you can add to your email signature. We suggest: 
 

• In an effort to help reduce the spread of the COVID-19 virus, Pima Community College has 
suspended face-to-face services and access to all locations, March 17-27. Most employees are 
now working from home and remain available by email. Some classes will resume via virtual 
instruction March 25. For details visit Pima.edu/COVID19. 

 
Stress from a pandemic, the transition to home, and the constant news cycle (from us and the 
media):  We know you are bombarded by messages on COVID-19 and the ever-changing situation in the 
world, our country, Arizona, here in our own community, and at the College. Later this week we will drill 
down another level and focus on the individual psychological impact on ourselves.  
 
Transitioning to working from home, especially in an emergency situation can be stressful. Our team is 
working to assemble tools and resources for our own wellness. We want you to take a few moments out 
of your day at home and connect with remote colleagues, social-distancing is meant to limit face-to-
face, not all “socializing.”   
 
We also want you to take some of your day to focus on resilience and mindfulness. Look forward to a 
communication later this week focused on taking care of you!  
 
Should you have any pressing questions or concerns, please contact your supervisor.  
 

http://pima.edu/COVID19


We appreciate your grace during this time, 
~Jeffrey 
 
Jeffrey Lanuez, SPHR 
Chief Human Resources Officer &  
Assistant Vice Chancellor for Human Resources, Acting 


