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Checklist for Developing a Return to In-person Research Plan: Governor’s Phase 3
Research checklist for use by research group heads to assist with the planning and implementation of COVID-19 prevention measures. Your plan must be approved by your unit head or Dean’s Office. Some units may have additional requirements, be certain to check on local requirements before setting up your Plan. In Phase 3, in-person work or academic and other University-related meetings and gatherings (including those for research purposes) may occur under the following conditions (all must be met): a) total attendees are within space capacity/occupancy limitations as dictated by health guidelines (distancing, masking, cleaning), b) a COVID-19 Site Supervisor is available and appropriate personnel are on site to monitor compliance with COVID-19 safety protocols, c) employees who are currently teleworking are not required to come to work in person, including for meetings, unless it is required to support critical unit operations; if you have in-person research-related meetings, a remote option must be provided, d) units have worked with Building Coordinators to review building readiness guidelines and ensured meeting spaces can be accessed and re-occupied in a safe manner.  Remember, it is still the case that no one can be pressured to carry out on-site research if they are concerned about their safety, the safety of others, or if they have home-care obligations. Your HR representative can help you with any difficult situations in that regard. 


	Type
	Check all that apply
	Other measures taken (describe)

	
Planning
(for research group heads)














	







	
Identify Critical Personnel

Identify all critical personnel and work with your unit to get them designated.
· Administrator to identify such personnel. (Applies to all personnel -- faculty, staff, students, and postdoctoral scholars.) If unsure of who in your research project is designated critical personnel, work with your department administrator or an equivalent.
· Maintain and update lists of critical personnel.

Identify COVID-19 Supervisor

Designate the PI as COVID-19 Supervisor, delegate to a senior research group member, or in some cases a Department or other unit could take over that responsibility on behalf of a number of PIs/research groups.
· Responsibilities are to ensure compliance with COVID-19 related requirements as stated in the approved Return to In-Person Research plan including daily attestation, and to be available to receive concerns and answer questions

Social and Physical Distancing

Create a plan for Social and Physical Distancing for use of physical facilities that maintains social and physical distancing of 6 feet. 
· Create a floor plan with the maximum number of users per room/work area.
· Minimize the number of people in a work area. Stagger work schedules as needed.
· Plan should allow for only infrequent/intermittent passing within 6 ft. in between personnel.
· Identify and communicate what work/tasks are able to be performed at this time under distancing practices.
· Create a facility usage scheduling plan preferably with an online calendar. 
· Spread out work areas/physically separate workstations. This may include moving equipment or reassigning lab benches or desks to maintain distancing. Review Social Distancing in Laboratories and Continuity Guidance. 
· For shared laboratory workspaces, work with the other research leads and facility representatives to establish guidelines for the space; develop a plan for sample pickup and drop-off, if appropriate.
· Designate drop-off/pick-up areas for shared tools and equipment.
· Identify who is responsible for action items in the plan.

Create a plan for communicating social and physical distancing requirements to research personnel and visitors. 
· Install posters/signage/floor markings. Post floor plan with maximum room/bay occupancy to maintain social distancing. 
· Communicate established policies and procedures during research meetings or other methods
· Provide email communication.
· Provide notice to vendors/contractors/non-UW partners who may do in-person work on site.

Responding to Illness

Describe how you are preventing people with symptoms from coming to the site and/or working while sick:
· Communicate and implement the process for symptom monitoring or attestation. 
· Remind personnel who may be ill or symptomatic that they must stay (or go) home.
· Post Stop! Feeling Sick? Stay Home.
· Work with your unit to follow UW policies for time away from work. 

Describe practices for responding to suspected or confirmed COVID-19 cases. Create this plan in case of exposure or infection of someone you supervise who accessed on-site facilities.
· Ask personnel with COVID-19 symptoms to stay home and contact their healthcare provider. 
· Notify the University Employee Health Center.
· Perform enhanced cleaning and disinfection (see section below).

Cleaning and Disinfecting Your Workplace

Describe the procedures to clean and disinfect general areas and high touch surfaces.  This should include:
· Develop a cleaning schedule identifying who is responsible each day. 
· Ensure supplies are available for spot cleaning and regular disinfection (one of the following).:
· Alcohol solution with at least 70% alcohol
· 10% bleach/water solution, or
· An EPA-registered disinfectant for use against SARS-CoV-2
· Clean and disinfect high touch surfaces daily, between uses or when unclean. Note that custodial staff will clean common spaces (elevators, corridors, restrooms, etc.).
☐ Wipe down shared equipment/objects before and after each use (e.g., door handles/refrigerator handles/microwave handles/keyboards).
☐ Follow the EH&S COVID-19 Enhanced Cleaning and Disinfection Protocols when applicable.
☐ Review additional resources: COVID-19 Health and Safety Resources and University Requirements for COVID-19 Prevention in the Workplace in preparation.
 
Follow safety precautions when using disinfectant(s). 
· Review safety data sheet (SDS) for each product and follow manufacturer’s instructions.
· Review COVID-19 Chemical Disinfectant Safety Information 
· Use personal protective equipment (PPE) including disposable gloves, if available, or chemical resistant gloves that can be cleaned between uses. Disposable gloves can be placed in the regular trash.

Encouraging Good Hygiene

Describe methods used to encourage good hygiene practices. 
· Provide soap and running water, hand sanitizer and/or wipes/towelettes.
· Ask personnel to avoid hand shaking and hugging.
· Use reminders to wash hands correctly at key moments, avoid touching face with unwashed hands, and to cover mouth when coughing or sneezing.
· Post Stay Healthy Husky Guide: Stay Healthy posters.

Identify personal protective equipment (PPE)/Facemask use
· Work with your unit to create a plan to obtain PPE and facemasks; your unit may have specific requirements.
· Review and post (or share): Guidance on Facemask use for Preventing the Spread of COVID-19; COVID-19 Risk Level and Selection of Personal Protective Equipment (PPE); Guidance for Conservation of Personal Protective Equipment

General 

Create a plan for training all members of your research group on the COVID-19 policies and procedures in your Return to In-Person Research plan. Have a special meeting to go over the entire plan with all group members, providing opportunities for questions.

Document the training, including date and attendees, and include documentation with other required training documentation for the research group

Coordinate with any research personnel from other research groups who regularly use your research spaces on scheduling, symptom attestation, and compliance with your plan

Identify any equipment or resources that have been turned off or idled and create a plan to bring them back into usage.

Work with your unit on a visitor tracking and symptom attestation plan and report to your unit all visitors to your research spaces. Visitors are defined as those who do not normally use the spaces, including both UW and non-UW personnel.

	

	Initial Day
	
	Inform/remind all critical personnel you supervise of requirements:
· Daily Workday check-in/symptom attestation; do not come to work if you are sick; share “What do I do if I am sick,” post Stop! Feeling Sick? Stay Home.
· Social and physical distancing of 6 ft.
· Handwashing/personal hygiene.
· Cleaning and disinfection protocols, including who is responsible.
· PPE required (may be unit-specific).
· Prepare to work with staff who are uncomfortable returning to work even with social distancing in place. Your HR consultant is available to offer guidance.
· Post EH&S and UW documents prominently. 
· UW Social Distancing at Work
· Stay Healthy Husky Guide: Stay Healthy
· EH&S: COVID-19 Enhanced Cleaning and Disinfection Protocols.
· EH&S: COVID-19 Health and Safety Resources
· EH&S University Requirements for COVID-19 Prevention in the Workplace
· Guidance on Facemask use for Preventing the Spread of COVID-19
	

	Ongoing
	
	Monitor personnel coming to UW facilities through their attestations and crosscheck with the scheduling (may delegate this responsibility).

Stay in close communication with your research group; be alert to any issues that arise and work with your unit to address. Spot check compliance (or delegate this responsibility).

Stay informed of changes that may occur (transition to Phase 2, longer duration of Phase 1, etc.) through your unit leadership.
	



Notes: Customized checklists are under development for human subjects research and for field work not involving human subjects.
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