
TALENT DIVISION 

March 17, 2020 
 

Dear Oakland Unified Employees, 

 

OUSD continues to take steps to respond to the spread of coronavirus, working to support the health and                  

well-being of our employees, students, families, community and neighboring communities. We are complying             

with Alameda County’s announcement advising county residents to shelter in place. Although in-class             

instruction has ceased temporarily for OUSD students, the District remains open. We are providing the               

following guidance to our employees: 

 

● All employees who are NOT considered “essential” are instructed to comply with the shelter in place                

order by working remotely. 

● Employees who are considered “essential” and who can only perform their duties at work will need to                 

come to work, as directed by their supervisor. The term, "essential" is a phrase usually used during                 

natural disasters, and it normally refers to employees who keep the District’s infrastructure running.              

We have defined our “essential” employees as those providing financial, human resources, nutrition,             

custodial (sanitation), safety and emergency building maintenance services.  

● Each department with essential employees has received guidance from the Talent Department and will              

communicate details for addressing emergency situations and completing essential tasks, either           

remotely or in person if necessary.  

● It is important to note, staff who are designated as “essential” will nonetheless be exempt from                

coming to work if they are over the age of 65 or have pre-existing medical conditions.  

 

Employees (regardless of whether they are “essential”) who are working remotely must: 

 

✓ Perform duties during their regular work hours. 

✓ Be readily available when working remotely. Emails should be answered within 12 hours. 

✓ Maintain a daily log of attendance and accomplishments (click here for the template). 
✓ Complete online training, as assigned. Keenan online training View Course Catalog 

✓ Attend meetings (remotely). 

✓ Notify your supervisor if you are sick and will not be working (including remotely). 

 

We know that the outbreak of coronavirus disease 2019 (COVID-19) may be stressful for our employees. Fear                 

and anxiety about a disease can be overwhelming and cause strong emotions in adults and children.                

Employees have access to our Employee Assistance Program. We want to support our employees through this                

difficult time and encourage them to seek services if needed. 
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http://www.acphd.org/2019-ncov.aspx
https://docs.google.com/document/d/1g-0dgQPVM46RCL3T1PcH-ecfD5Wk2qal7jPJS_JHmXU/edit?usp=sharing
https://ousd-keenan.safeschools.com/login
https://drive.google.com/file/d/1cbvZo3KJ13Al4OazyEFkdJAoJbuKtxfv/view?usp=sharing
https://drive.google.com/file/d/0B_Taz7tQg1hZRmE0NWpPaDVFRkU/view?usp=sharing
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We would like to thank all of our employees, both those working remotely and those coming into work.                  

Changes are happening daily. We will continue to keep you updated via your OUSD email. We are also posting                   

important information for staff here: https://www.ousd.org/covid-19staff. If you have specific questions,           

please reach out to your supervisor. 

 

Respectfully, 

 

Tara Gard 

Deputy Chief Talent Officer  
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