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[bookmark: purpose]1	Purpose and Policy

	This document describes the specific responsibilities and requirements that are necessary to carry out the Office of Research Central (ORC) Back to the Office COVID-19 Safe Start Plan (“Plan”; https://www.washington.edu/research/orc-safe-start-plan-7-2-20/), while King County and the UW are in Washington State’s Recovery Phase 2. All ORC employees who work in Gerberding Hall during Phase 2 must comply with the requirements and responsibilities described in this document.

	The Plan is a UW-required written document that has been vetted and accepted by the Vice Provost for Research on behalf of UW leadership. It includes all relevant UW-mandated Plan components.

[bookmark: before]2 	Before Returning to the Office—Phase 2
These requirements must be fulfilled for each individual before they are allowed to return to the office. It is anticipated that fewer than 25% of ORC staff will come to the office in Phase 2. 

All staff who can work at home effectively should continue to work at home. Anyone who wishes to come in because circumstances make it difficult to work effectively at home may request permission to come in for a maximum of 3 days per week. This may require shifts or other flexible schedules to maintain social distancing. The following must be completed before an employee can come to work:

2.1	Required UW/EH&S COVID-19 Prevention Training. The University requires each person to complete this 30-minute online training prior to coming back to the office. Documentation of training completion is automatically emailed to the person and their supervisor. The staff member must forward it to the COVID-19 Unit Supervisor (Helen). She will confirm that the training has been completed before approving that a staff member may come into the office. 

2.2	Required ORC COVID-19 Prevention Training. The University requires that each unit provide (1) unit-specific COVID-19 Prevention training prior to returning to the office and (2) weekly reminders. 
· ORC training is provided by:
· Reading this document
· Reading the ORC COVID-19 Safe Start Plan, available on the ORC Intranet: https://www.washington.edu/research/orc-safe-start-plan-7-2-20/ 
· Receiving/reviewing weekly reminders/updates delivered via ORC staff meetings, standups or emails
· The training is documented and tracked by the COVID-19 Unit Supervisor, and supervisors are informed when the training has been completed. After reading this “ORC Phase II Training” document, please read, fill out and sign the last page and email a copy to macqueen@uw.edu and your supervisor.


2.3	Requesting approval to return to work
· Staff who wish to return to the office must first request approval from their direct supervisor. If the staff member receives approval, a request is then made to the COVID-19 Unit Supervisor.
· The COVID-19 Unit Supervisor will confirm that the staff member has completed the required training, and determine if it is possible to meet the 6’ social distancing requirement in the workspace. 
· If the desired times/days conflict with another staff member’s request, the COVID-19 Unit Supervisor will work with the staff members to ensure compliance with the requirement for working at least 6’ apart or be separated by a physical barrier that meets UW EH&S requirements. This may require coordination of workdays and times.
· No ORC staff member may return to work in the office without advance approval from the COVID-19 Unit Supervisor.


[bookmark: daily]3	Daily Requirements
“Daily” means each time that a staff person works in Gerberding. 

3.1	Symptom attestation. This UW requirement must be met just before or upon arriving at Gerberding. 
· Log into WorkDay. 
· Click on the red Triangle link to go to the 2-question attestation survey. 
· Supervisors are responsible for ensuring that their staff have completed the attestation each day they are scheduled to be in the office. This is accomplished by logging into Workday and click on the COVID-19 Attestation Audit application from the main desktop area. 

[image: ]
 

3.2	Physical distancing. This is the first key element of the Safe Start Plan, and it is also a University requirement. It means maintaining a minimum 6-foot distance from other individuals at all times unless not physically possible. This includes common use areas as well as while in an individual’s workspace. 
(Based on HSD’s consultation with UW EH&S, there must be at least 6 feet between two individuals who are in their cubicles at the same time, even if there is a 6-foot high cubicle wall between them and regardless of which way they face within their respective cubicles.)

3.3	Face coverings. This is the second key element of the Safe Start Plan. Per University policy, a face covering must be worn on campus when staff are indoors near other people and also when outdoors if people are unable to stay 6 feet apart. This means that face coverings must be worn in all common use areas, including corridors, elevators, restrooms, stairwells, lobbies, etc. Face coverings are not required when working in individual offices or cubicles. 
· Which type of covering? Re-usable cloth masks will be available, but staff are free to use their own face coverings as long as they meet the guidelines described by UW EH&S. For example, scarves, bandanas, medical/procedure masks, and N95 mask respirators are also acceptable. 
· Some individuals may not be able to wear a face covering due to health issues, physical disability, or reliance upon facial and mouth movements as part of communication. UW policy requires individuals to obtain a formal accommodation for not wearing face coverings, using the standard UW accommodation process. The Unit Supervisor can assist staff with the process. Reminder: No one in ORC, including the Unit Supervisor, is required to see a completed disability accommodation request form, including the reason why a face covering cannot be worn. This is the case with all accommodation requests.
· Safety and maintenance. The EH&S guidelines describe how to wear a face coverings safely, and how to clean them. 


3.4	Practice good hygiene. This is the third key element of the Safe Start Plan. The Unit Supervisor and the Building Coordinator have placed signs in appropriate places to remind staff that they can reduce the risk of spreading COVID-19 by practicing specific good hygiene activities such as frequent handwashing. This is especially important because it is not possible to sanitize every common use touch area after each use. Sanitizing and hygiene supplies have been placed in many common use areas, including the mailboxes and the copier area. 

Summary: The three key elements of COVID-19 Prevention



3.5	Sanitation. Supplies are provided for fulfilling the following University requirements, as described in reminder signs placed around the office. EH&S recommends wearing disposable gloves when cleaning, disposing of them immediately and washing your hands. For more information, see the EH&S webpage, COVID-19 Health and Safety Resources .

· Personal workspace. Daily cleaning and disinfecting of the surfaces touched by a staff person in their personal workspace. 
· Common use areas. See the Common Use Area sections below. 

3.6	Scheduling participation in shared COVID-related duties. The ORC COVID-19 Unit Supervisor (Helen) will work with ORC staff in the office to schedule responsibilities for shared duties, such as managing the mail or daily cleaning of some common use areas. 

3.7	Reporting COVID-related issues and concerns. Staff are expected to report any office-related issues or concerns to the COVID-19 Supervisor (Helen), in a timely manner. 

3.8	Activities/items not allowed in Phase 2. The following are temporarily not allowed:
· Visitors
· Use of kitchen, refrigerators, microwaves, toaster ovens, water cooler, and coffee maker, including those in the G85 supply room. Due to the difficulty of adequately cleaning these areas/items, they will be closed during Phase 2. This will be re-evaluated in Phase 3. Thank you for your understanding.
· In-person social gatherings in the office.
· Sharing food or beverages.
	

[bookmark: location]4	Supply Location and Cleaning Instructions

4.1	Supplies listed below will be provided by the office and obtained by the COVID-19 Unit Supervisor via the University’s Storefront bulk purchasing system. Please email Helen (macqueen@uw.edu) when an item is low. Note that some items are on backorder, and may take a while to arrive. Supplies are placed in common use areas.

	
Item
	Location

	Hand sanitizer
	G85 mailboxes, G80 reception, copier area, G75

	Cloth face coverings (“masks”)
	G85 mailboxes, copier area, G75

	Sanitizing wipes
	G85 mailboxes, copier area, G75

	Microfiber cloths
	Copier area. See cleaning instructions for copier.

	Disinfectant spray
	G85 mailboxes, copier area, G75

	Paper towels
	G85 mailboxes, G75, copier area (not for copier; see instructions)

	Kleenex
	G85 mailboxes, G80 reception, copier area, G75. Extra in supply cabinet in G85




[bookmark: _Hlk44436840][bookmark: _Hlk44494613]4.2	Cleaning (daily) of high-touch surfaces in common areas. This includes desks/work surfaces, copier buttons (see instructions on copier), doorknobs, and light switches. However, this is not a substitute for hand washing or the use of hand sanitizer. The COVID-19 Supervisor will work with supervisors to designate a specific individual for each workday to sanitize specific high-touch common use items once during the day, using sanitizing wipes or 70% alcohol spray, as appropriate. The table below lists the items that are to be sanitized daily. A similar list will be posted in each area; the person who cleans the area should initial and date the form.




	High-Touch Common Use Items  to be Sanitized Daily

	Floor
	Location
	Item
	Check off

	Basement/
Ground Flr
	Elevator lobby & restrooms
	Elevator buttons—Do not sanitize! Elevators & restrooms will be cleaned by custodians.
	

	Ground 
Floor
	G75, G26
	Doorknobs on both sides of door, light switches,
tables & other surfaces, phones, chair arms
	

	Ground 
Floor
	G85, G80, G98, G76
	Doorknobs on both sides of doors, light switches, supply cabinets handles, chair arms. Copier: see instructions on copier.
	

	Basement
	B78, Student space
	Door handles on both sides, buttons, tables, light switches, chair arms
	

	
	
	
	

	Individual Areas

	Floor
	Location
	Item
	Check off

	Ground 
Floor
	Individual offices
	Doorknobs on both sides of doors, light switches, desks/work surfaces, phones, keyboards, chair arms
	

	Basement
	B67
	Doorknobs on both sides of door, light switches, desk/work surfaces, phone, keyboard, chair arms
	





4.3	Infrequently used items and areas. These will not be routinely sanitized. Use common sense precautions if use is necessary – i.e., sanitizing before use and/or washing hands. Examples include specialized staplers, paper cutter, supplies/supply cabinet, equipment cabinet.


[bookmark: commonTower]5	Office of Research Common Use Areas: 

5.1	Use limitations. There are limitations on the use of some areas
· Kitchen
· Meeting rooms: G75: It is preferred that G75 be used only for solo work or Zoom calls, if necessary. However, it may be used for a maximum of 2 people, as long as social distancing is maintained and face masks are worn. Surfaces, chair arms, phones, mouse, keyboard, remote must be disinfected after use. Cleaning supplies will be provided.
G26 is a building resource and not under the control of the Office of Research. We will not be able to restrict access to others, should they choose to use it. However, a maximum occupancy sign will be posted, which will be based on requirements to permit social distancing, and a reminder that masks must be worn. A request to sanitize the room after each use will also be posted; cleaning supplies will be provided. The room may be used by ORC staff if social distancing requirements are met, masks are worn, and the room is sanitized after use. 
· Open areas in G85, G80, G98, copier area. In order to ensure social distancing requirements, no more than 2 people can be in each area simultaneously, and passing at less than 6 feet should be limited. Face masks should always be worn in open areas.


[bookmark: commonOSP]6	Gerberding Common Use Areas:
Note: This information will be revised and re-posted after receiving instructions from the Gerberding Building Coordinator.

6.1	Gerberding Common Use Areas:  Main lobby, elevator lobbies, shared hallways, restrooms; common trash/compost/recycling containers. These will be cleaned by Facilities under the direction of the building coordinator. Hand sanitizer and signage will be provided.

· Elevators:  Maximum occupancy to be determined by Gerberding Building Coordinator.
· Do not clean the elevator buttons; this will be done by custodial staff with appropriate cleaners. 
· Restrooms: Cleaning schedule to be announced by Building Coordinator.


7	Copies/Mail

7.1	Copies/Faxes. In order to reduce handling by multiple people, copies and faxes sent to the printer in G98 should be picked up immediately. Copier should be cleaned at least once/day. Cleaning instructions are on copier; supplies are on the table.

[bookmark: _Hlk44432942]7.2	Mail and packages. COVID-19 Unit Supervisor will continue to pick up mail and packages at Mailing Services until Gerberding is open to the public. Staff will be notified if they have received mail. Staff may request that mail be forwarded to them at home or scanned and sent to them. If you have outgoing mail while you are in the office, you may put it in the mail cabinet on the ground floor. If you have questions, ask Helen.


[bookmark: other]8	Other Requirements:  What to Do If …
These are University requirements that are repeated here because of their importance.

8.1	You feel sick with any potential illness. You must stay home. Staff are not allowed to come to the office if they are sick, even if the symptoms are mild. Staff who start to experience symptoms while in the office must leave.

8.2	You suspect you have COVID-19, or your healthcare provider confirms or suspects you have COVID-19. Follow the steps outlined on this UW website, in the What to do if you feel sick FAQ.

8.3	You have had close contact* with an individual who has COVID-19.  Follow the steps outlined on this UW website, by clicking on What to do if you feel sick and then reading the I may have been exposed to COVID-19 FAQ.    *Close contact means being less than 6 feet from the individual for 10 minutes or more. 

8.4	You have been exposed (not close contact*) to an individual who has COVID-19. Follow the steps outlined on this UW website, by click on What to do if you feel sick and then reading the I may have been exposed to COVID-19 FAQ. *Close contact means being less than 6 feet from the individual for 10 minutes or more. 

8.5	Office of Research COVID-19 Guidance
	The Office of Research has prepared:
· Guidance For What To Do When You Learn That An Employee Has Or May Have COVID-19 (https://www.washington.edu/research/guidance-for-mgr-or-faqs/), which describes the roles, responsibilities and actions associated with a suspected or confirmed case of COVID-19 among Office of Research employees. 
· One-page Directors’ Summary (https://www.washington.edu/research/guidance-for-covid-director-summary/) of the Guidance.
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COMPLETION INSTRUCTIONS:

1. Fill out the following:

	By signing this, I
	

(fill in your name)
	Attest that I have read the ORC Phase II Training document. I understand that if I have any questions, I can contact the ORC COVID-19 Unit Supervisor, Helen MacQueen.




______________________________________		________________
Signature						Date

2. Email a copy of this signed document to macqueen@uw.edu and your supervisor.

Face Coverings


Physical Distancing


Hygiene


	Date  07/30/2020
	Office of Research: COVID-19 Phase 2
	Page 1 of 7

	Version 4.00
	
	



image1.png
Welcome, Moe, Karen E

Announcements Applications

Titem 9items

Working On-Site Attestation
(Complete this required survey every day you are scheculed

S
- & &
i

Manage My Work

Gotonbor




image2.jpeg




image3.jpeg
SOCIAL
< >
DISTANCING

R




image4.jpeg
<

)
™





