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Date:  MARCH 15, 2020 
 

To:  ALL PERSONNEL 
 
From:  MAYOR JAMES T. BUTTS 
 
Subject: PROTECTIVE MEASURES – CORONAVIRUS (COVID-19) 
 
 
In light of the evolving concerns of the Novel Coronavirus (COVID-19) and the 
Governor’s direction on mass gatherings, the City of Inglewood is taking the 
following steps to ensure the health and safety of our community and our 
employees. 
 
Effective Monday, March 16, 2020, the City of Inglewood will implement 
the following initial actions through March 31, 2020.  
 
 
CITY FACILITIES 
 

1. Public access to City Hall will be by APPOINTMENT ONLY, except for City 
Council Meetings, which may be modified to meet social distancing and 
teleconferencing recommendations specified in the Governor’s Executive 
Order (N-25-20).  
 

2. The public is directed to call (310) 412-5111 for information on how to access 
public counter services. 
 

3. All public Board and Commission meetings are postponed unless otherwise 
notified by the Department.   
 

4. Department heads are directed to cancel, modify or postpone all non-
essential public community events or group activities that require close 
contact and meetings with 50 or more participants. 
 

5. All city facilities and gathering places must provide recommended social 
distancing, hand washing areas and hand sanitizing in accordance with LA 
County Public Health Guidelines. 
 
 
 
 
 
 
CITY DEPARTMENTS – BUSINESS CONTINUITY 
 



Parks, Recreation and Community Services Department 
 

● The department’s main office at City Hall will be closed to the public. Public 

access will be considered and provided on a case by case basis for 

emergency or interdepartmental related matters only. Our office can be 

reached at (310) 412-8750 for questions or concerns. 

Parks & Recreation 
 

● Park locations will remain open as outdoor-only facilities during regular hours 
of dawn to dusk. Restrooms will be open during regular hours. 

● All programming at City facilities will be canceled. This includes all 
recreational activities, special events, indoor and outdoor sports leagues, 
classes, and group sessions. 

● Indoor facilities such as computer labs, multi-purpose rooms, and classrooms 
at City facilities will be closed. 

Library 

● Libraries will be closed to the public until further notice. 
● All programming, special events, activities and services at Inglewood 

Libraries will be canceled/suspended until further notice.  

Senior Center 

● Starting Monday, March 16, the senior nutrition program will transition to a 
frozen meals program.  Participants will be required to pick up meals at the 
Inglewood Senior Center.  All other senior programs will be canceled until 
further notice. 

● The senior paratransit program will continue for dialysis and medical 
appointments and food pick up at the Inglewood Senior Center.  

● All classes and activities will be canceled until further notice.  Indoor facilities 
such as computer labs, multi-purpose rooms, and classrooms at Senior 
Center will be closed. 

 
Finance Department – Cashier’s Office 
 

● Utility Bills and Business License Renewals can be made by phone at 1-877-
336-8402 or online on the City’s website at www.cityofinglewood.org. 

● Parking Ticket Payments can be paid by phone 1-877-236-2982 or online. 
● Business License New Applicants can submit their required documents, 

signatures, and payments in lockbox outside of City Hall.   
● Questions regarding Special Permits can be answered by calling   
● Bus Passes for Inglewood Senior Citizens can be obtained by calling to 

schedule an appointment at the Cashier’s Office for renew and pickup.   
 
 
 
 
 
 
 
 
 
Economic and Community Development Department 
 

http://www.cityofinglewood.org/


Planning Division  

● All access to the public counter will be by appointment only and face-to-face 
appointments for ministerial and/or discretionary applications submittal(s) 
only. All other questions and answers via email, voice calls or conference call.  

● All division meetings will be held via conference call.  
 
Building Safety Division 
 

1. Permitting Section 

● All access to the public counter to be by appointment only for application 
submittal(s) only by calling (310) 412-5230. 

● The following applications can be provided, completed and emailed back to 
staff: 

o Roofing 
o MEP Residential Replacements 
o HVAC Change-outs 
o Pre-Sale Applications 

 
● All other applications require an appointment to be set. 
● Questions and answers via email, voice calls or conference call.  

 
2. Inspection Section 
● All inspections by appointments only by calling (310) 412-4248. 
● Questions and answers via email, voice calls or conference call.  

 
Code Enforcement Division 

● All inspections by appointments only by calling (310) 412-5590 
● Questions and answer via email or voice calls or conference call.  

 
Economic Development Division 
 

● Questions and answers via email, voice calls or conference call by calling (310) 
412-5214. 

 
Housing Authority Department 
 

● Appointments to the Inglewood Housing Authority (IHA) shall be by 
appointment only by calling (310) 412-5221.  Appointments are typically set 
three months in advance.   

● Staff will ensure those appointments are scheduled and reevaluated to 
provide recommended social distancing.  

● Housing inspectors will continue to set appointments to inspect the City’s 
housing stock as HUD has not issued guidance to suspend such inspections. 
 
 
Public Works Department 
 

● Services provided at the Public Works Main Counter will be offered by 
appointment only by calling (310) 412-5333.   

● Water – The City’s water supply is clean and tested regularly. 
 



 
Human Resources Department 
 

● The HR Department will be closed to the public, with the exception of 
scheduled appointments.  Appointments may be scheduled by calling (310) 
412-5460. 

● All future interviews for employment will be postponed until further notice. 
● All applications for employment must be submitted via the City’s website.  
● All internal employee support will be handled via email, e-forms and 

telephone to the extent possible. 
● The City Manager and HR will consider telecommuting on a case-by-case 

basis.  
 
 
City Clerk’s Office 
 

● The City Clerk’s office will be temporarily closed to public access. The public 
may obtain a Claim Form or Public Records Request by visiting the City’s 
website at www.cityofinglewood.org/Department/CityClerk/forms.  Forms may 
also be mailed out to residents if requested. 

● Summons and subpoenas will be accepted in our office by any person with a 
Process Servers Identification Card after clearance by the Security Desk. 

● All other matters may be handled by email or by contacting our office at (310) 
412-5280. 
 
Inglewood Police Department 
 

● The Inglewood Police Department encourages residents to use (310) 412-
8771 for all non-emergency calls.  

● Call 911 if you have an emergency. 
 

GUIDANCE TO EMPLOYEES AND OTHER PROTECTIVE ACTIONS 
 

 The virus is transmitted by exposure.  Short of closing City Hall we can limit 
potential transmission of COVID-19 by limiting contacts until the virus has 
passed the incubation contagion period. 

● Internally we should eliminate where possible visits to other workplaces for 
social purposes.  Emergency Services will be examining proximity access 
privileges to ensure specific work site related access only. 

● Wash your hands frequently with soap and water for at least 20 seconds, 
especially after going to the bathroom; before eating; and after blowing your 
nose, coughing or sneezing. 

● If soap and water are not readily available, use alcohol-based hand sanitizer 
with at least 60% alcohol. 

● Avoid touching your eyes, nose and mouth with unwashed hands. 
● Practice social distancing (no hugging, kissing or shaking hands). 
● Cover your cough or sneeze with a tissue, then throw the tissue in the trash. If 

you do not have tissue, use your sleeve (not your hands). 
● Clean and disinfect your immediate workspace frequently. 
● Drink plenty of fluids such as water or Gatorade.   
● Employees exhibiting flu-like or other respiratory symptoms should stay home 

and away from the workplace.  Notify your supervisor immediately if calling off 
sick. 

● Human Resources will maintain tracking of all sick call offs. 

http://www.cityofinglewood.org/Department/CityClerk/forms


● Employees are to limit unnecessary visits to other workgroups that are non-
essential to the performance of their work. 

● All non-essential new or pre-approved business travel is prohibited until 
further notice unless reconsidered and approved in writing by the City 
Manager.  

● The Mayor, Elected Officials, Department Heads and the Office of Emergency 
Services (OES) are participating in daily/weekly tele-briefings with LA County 
Health, Elected Officials, City Managers and Public Safety agencies across 
the state. 

● OES is participating in daily/weekly conference calls with Area G Emergency 
Managers. 

● Additional cleaning staff has been assigned during business hours to disinfect 
public counters and high traffic areas at city facilities. 

● Hand sanitizer and disinfectant wipes have been placed at all public counters. 
● Informational flyers and posters on the coronavirus and best practices have 

been placed at all city lobby entrances, employee breakrooms and elevator 
lobbies. 

● OES has a robust social media platform on Instagram, Facebook and Twitter, 
and is providing a wealth of preparedness information to our residents and 
employees.  We encourage everyone to follow us @ReadyInglewood. 

● The City of Inglewood has a comprehensive Emergency Preparedness 
Website for all hazards.  Visit us at www.cityofinglewood.org/1033/Office-of-
Emergency-Services 

 
Resources  

 
▪ City of Inglewood Office of Emergency Services website  

● https://www.cityofinglewood.org/1033/Office-of-Emergency-Services 
▪ City of Inglewood Office of Emergency Services (Twitter) 

● https://twitter.com/ReadyInglewood 
▪ City of Inglewood Office of Emergency Services (Facebook)  

● https://www.facebook.com/ReadyInglewood/ 
▪ City of Inglewood Office of Emergency Services (Instagram) 

● https://www.instagram.com/readyinglewood/ 
▪ Los Angeles County Department of Public Health  

● http://publichealth.lacounty.gov/media/Coronavirus/ 
▪ California Department of Public Health  

● https://www.cdph.ca.gov/ 
▪ Center of Disease Control and Prevention  

● https://www.cdc.gov/coronavirus/2019-ncov/index.html  
● World Health Organization https://www.who.int/  
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