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Date:  April 24, 2020 
    
To:  Department Heads and Administrative Officers  
 
From:  Thomas B. Modica, City Manager  
 
Subject: Notification of Potential Emergency Reassignment    
    
 

As public employees, we are all designated as Disaster Service Workers. As a result of the 
COVID-19 pandemic and emergency declarations, City employees may be assigned as Disaster 
Service Workers (DSW) under the California Government Code Sections 3100-3109. 

Government Code Section 3100: 

It is hereby declared that the protection of the health and safety and preservation of the lives and 
property of the people of the state from the effects of natural, manmade, or war-caused emergencies 
which result in conditions of disaster or extreme peril to life, property, and resources is of paramount 
state importance requiring the responsible efforts of public and private agencies and individual 
citizens. In furtherance of the exercise of the police power of the state in protection of its citizens 
and resources, all public employees are hereby declared to be disaster service workers 
subject to such disaster service activities as may be assigned to them by their superiors or 
by law. 

How will employees be reassigned as DSW? 
Employees will be notified by a department supervisor or manager to a DSW non-medical 
position with reporting instructions.  As a DSW, employees are expected to report to work as 
directed and may not be excused unless they are on approved leave or recalled back by your 
Department.  

What duties may employees be potentially assigned?   
Employees assigned as DSWs may need to perform non-medical general duties such as clerical 
support, driving, food preparation, sorting, packing, loading, or other duties as assigned. Some 
employees may have more specialized duties, depending on the work they normally do, and/or 
any special skills they may possess. As a DSW, employees may be asked to perform non-
medical duties outside of their classification, if so they will receive adequate instruction and/or 
training for any duty or function they do not know how to perform.  

What are potential locations for reassignment?  
Reassignment locations vary but include assisting at a City Homeless Shelter, Testing Centers, 
Multi-Service Center and other facilities in need of staff assistance throughout Long Beach.  

 
 
 

 

https://leginfo.legislature.ca.gov/faces/codes_displayText.xhtml?lawCode=GOV&division=4.&title=1.&part=&chapter=8.&article=
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Overview of the Reassignment Process 
 
The process for reassignment is triggered when the Emergency Operations Center (EOC) 
receives an initial request for staffing. Administrative Services Officers (AO) will have a key role 
in determining which employees will be reassigned.  Administrative Services Officers should 
refer to the Department COOP and Glide Path spreadsheet to assist in determining 
reassignment of employees.   
 

1. EOC receives request from City staff to assist with meeting staffing needs.   
a. Positions and location will be identified.  

 
2. EOC personnel will contact the Department AO.  

a. AO will receive number of staff needed, role, duties, location, and schedule to 
assist with selection of employee(s) to be reassigned.   
 

3. AO will determine/select employee(s) to be reassigned from department employee pool 
based on request or need.   

a. Human Resources/Civil Service will provide template of reassignment letter to be 
provided to the employee.  

b. AO will provide a response to the EOC within 24 hours.   
 

4. AO to furnish reassignment notice to the employee.  
a. AO to address any issues/concerns such as special accommodations request. 
b. For questions regarding employee issues, AOs can contact Human Resources 

Personnel Operations Division assigned Personnel Analyst for additional support 
and/or guidance.   

 
Thank you for your flexibility and cooperation – we value your contributions and commitment to 
public service. 
 

                       
CC:          REBECCA GARNER, ACTING ASSISTANT CITY MANAGER 

KEVIN J. JACKSON, DEPUTY CITY MANAGER 
TERESA CHANDLER, INTERIM DEPUTY CITY MANAGER  
AJAY KOLLURI, ACTING ADMINISTRATIVE DEPUTY TO THE CITY MANAGER  
ALEX BASQUEZ, HUMAN RESOURCES DIRECTOR 
FRED VERDUGO, DEPUTY DIRECTOR HUMAN RESOURCES  
DANA ANDERSON, MANAGER LABOR RELATIONS   
       


