
TO: DL EVERYONE NON-JUDICIAL 
 
CC: DL JUDICIAL OFFICERS 
 
Hello Everyone, 
 
I hope this update finds you well and safe.   
 
Over the next two weeks, we will continue the process of returning to normal court operations, 
within our “new normal” of social distancing and other ongoing safety measures due to COVID-
19. 
 

1. Calendars and Facilities 
 
In Salinas, starting next week all departments will aim to return to hearing their own 
calendars.  A smaller number of misdemeanor arraignment cases will help make that 
possible.   In Monterey, the effort will be made to continue to hear as many matters as possible 
remotely.  We anticipate we will continue to see more public walk-in traffic for the Clerk’s 
Office windows, especially in Monterey and Marina.  
 
For all courtroom calendars for next week, see this link: 
http://icourt/Divisions/CS/WeekAtGlance.aspx 
 
We will continue to move forward with our ongoing efforts to add new “health and safety 
infrastructure” to all courthouses – including plexiglass dividers, face shields, higher quality 
social distancing markings on public area floors and public entrances, and signage.  
 
We are also moving forward with the plan to restart jury trials in Salinas on June 1.  The juror 
webpage has been updated with more detailed information for summoned 
jurors:  https://portal.monterey.courts.ca.gov/jury 
 

2. Staffing 
 
Staffing changes over the next two weeks will also reflect our return to “new normal” 
court operations. 
 
In particular: 
 
Starting next week (May 18th), almost all staff will be working, either onsite or 
remotely.  Starting June 1, all staff will be deemed essential and will be expected to be 
available to work their normal schedule, and administrative leave will no longer be 
granted.  Please consult with HR in advance to determine if you qualify to take FFCRA 
leave.  (You can find information on FFCRA leave on the Staff Information page on the 
Court’s website:  https://www.monterey.courts.ca.gov/additional-information .)  Staff 
who can continue to complete their daily work remotely will continue to do so, at the 
discretion of their manager or supervisor. 
 

3. Workplace Precautions 
 

Please see the attached Workplace Precautions and Social Distancing Guidelines.  These 
will provide helpful guidance to all court personnel to help maximize the safety of 

http://icourt/Divisions/CS/WeekAtGlance.aspx
https://portal.monterey.courts.ca.gov/jury
https://www.monterey.courts.ca.gov/additional-information


everyone, including court visitors. This is especially intended to help staff who are 
rotating back in to working onsite.  This document will also be posted on the Staff 
Information page on the Court’s website. 
 

If you have questions or concerns about any of the above, please ask your supervisor or 
manager. 
 
Once again, I want to thank each and every one of you for your continued efforts as we enter 
this next phase.  And again, thank you in advance those of you who will be called back to work 
in the coming days.   
 
Chris Ruhl 
Executive Officer 
Superior Court of California, County of Monterey 
240 Church Street, Salinas, CA  93901 
 
(831) 775-5678 
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Workplace Precautions and Social Distancing Guidelines 
 

Arriving to work:  
• Employee entrances – access and leave the Courthouses via the employee entrances when 

possible. (Salinas- back entrance, Monterey- side entrance, Marina- side entrance, Court 
Annex – back entrance, Juvenile – back entrance). 

• Social distancing – maintain a 6-foot social distance from other employees, members of the 
public, and all other people. 

• Masks – always wear a face mask when moving about the Court, including outdoor areas. 
• Elevators – due to social distancing requirements, elevators are limited to one (1) person at 

a time. Avoid pushing the buttons or holding the doors with your bare hands (use a tissue or 
your elbow). 

• Wash or Sanitize –  your hands with soap and water before you arrive at your workstation 
and regularly throughout the day, as needed. When soap and water is not available, use 
hand sanitizer.  
 

Personal Protective Equipment “PPE”: 
• Masks – washable or disposable face masks have been provided to employees. The Courts 

requires employees to wear face masks, covering the nose and mouth, while in public and in 
the workplace: 

o In areas where there are multiple cubicles/workstations or where many people walk 
by, wearing a mask while working is required. If you work in a private office, wearing 
a mask while working is recommended. 

o Wear your mask if you have a cough or sneeze due to allergies, etc. 
o Wash or sanitize your hands before and after touching your face mask. 
o Use detergent and hot water when washing cloth masks and dry them on a hot 

cycle. 
• Gloves – are available upon request via the General Services help desk. Employees are not 

required to wear gloves while working at the Court, except when receiving documents from 
the public or handling incoming mail. 

• Hand sanitizer – is available. Pump bottles should be refilled. To do so, please contact 
General Services via the help desk ticket system. 

• Sanitizing spray – is located in common areas, supply rooms and all courtrooms.  This must 
be returned, so all have access to it. Use with paper towels and throw the paper towels in 
the garbage after cleaning. 

• Sanitizing wipes – container is located in common areas, supply rooms and all court rooms. 
It must be returned so all have access to it. 

• Face shields – will be provided when they become available. Face shields will be prioritized 
for employees who have direct contact with the public. 

• Plexiglass – will be installed in designated areas to create barriers for social distancing. 
 

SUPERIOR COURT OF CALIFORNIA 
COUNTY OF MONTEREY 
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At your workstation: 

• Sitting at desks - where possible, seating at desks will be 6-feet apart. You may be asked 
to work at another location or office to maintain social distancing. 

• Utilize phone, email, IM and MS Team meetings - to minimize face to face 
communication with coworkers. 

• Social distancing – is required in the work areas. When you must approach a co-
worker’s workstation, stand 6 feet away. Avoid congregating outside of cubicles or in 
work aisles. 

• Disinfect – your keyboard, mouse, telephone and desktop regularly. 
 

Public Access: 
• Masks – always wear a face mask when moving about the Court. The public entering the 

Court will be provided with masks and gloves when needed. 
• Social distancing – maintain a 6-foot distance from other employees, members of the 

public, and all other people. 
• Encourage the public to call – if possible, rather than to come to the Court in person. 
• Drop boxes – ask members of the public to use the drop boxes when possible. 
• Documents – wear gloves when receiving paperwork from the public. Scan the 

document promptly. Remove gloves, throw them away and sanitize or wash your hands. 
• Common areas – are disinfected daily by the janitorial services. However, after 

accessing and/or touching door knobs, banisters, elevator buttons, etc. remember to 
wash or sanitize your hands.  

 

IF you are sick: 
• At work – notify your Supervisor immediately before going home. 
• At home – notify your Supervisor before the start of the business day and stay home. 
• Return to work after COVID-19 symptoms -  

o After you have been symptom free, without fever or cough for 24 hours without 
medication. 

o If you had been directed to self-isolate by medical personnel, remain at home 
until all of the following 3 things have happened: 
 You have had no fever for at least 72 hours (3 full days without the use of 

medicine that reduces fever), AND 
 All symptoms, such as cough or shortness of breath have improved, AND 
 At least 10 days have passed since your symptoms first appeared 

o OR as directed by your health care professional or the health department. 
 

Healthy Habits: 
• Wash your hands – often with soap and water for at least 20 seconds If soap and water 

are not available, use hand sanitizer. 
• Cover your mouth and nose – with a tissue when coughing or sneezing. Throw the 

tissue in the trash. Immediately wash your hands with soap and water or sanitize them. 
• Avoid touching your eyes, nose or mouth. 
• Clean and disinfect – touched surfaces at work and at home. 
• Stay healthy – get plenty of sleep, be physically active, manage your stress, drink plenty 

of fluids and eat nutritious food. 


