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Office of Research Safe Start Plan
Roles and Responsibilities and Phased Planning

A. Roles and Responsibilities

	Role
	Individuals with the Role
	
	Responsibilities

	ORC Management
	Mary LidstromMari Ostendorf, Vice Provost
Joe Giffels, Sr, Assoc. Vice Provost
Jeff Babauta, Finance Dir.
Linda Gamman, Comm. Dir.
Helen MacQueen, HR Dir.
Matt Orefice, Asst Dir.
	· 
	· Oversee development & implementation of UW & ORC specific Safe Start Plan
· Assign individuals to COVID-19 Supervisor role
· Ensure all ORC staff are trained on the UW and ORC Safe Start Plans
· Communication with ORC staff
· Require training on Safe Start Plans


	COVID-19 Supervisor
	Helen MacQueen
	· 
	· Ensure adherence with the Safe Start Plan
· Keep Plan current with changes to COVID-19 guidelines, regulations & UW policies
· Available (but not necessarily physically present) during work hours to monitor compliance, answer questions, communicate concerns & needs to OR management OR
· Provide instructions on: (1) use, maintenance & disposal of appropriate PPE; (2) use, maintenance of common areas
· Determine which areas are cleaned by Facilities and which are the unit’s responsibility. Work with Administration to determine frequency and responsibility for cleaning. [My understanding is that the restrooms will be cleaned once/day, as usual, but that could have changed.]

	Office Administration
	Helen MacQueen
	· 
	· Acquire, maintain & distribute sufficient supplies of appropriate PPE (cleaning supplies & disinfectants; hand sanitizer; gloves; masks)
· Acquire & post appropriate COVID-19 signage to communicate protections against COVID-19 
· Tracking & documentation of completion of training requirements on Safe Start Plans
· Communicate & coordinate with Gerberding Bldg Coordinator to determine areas/frequency to be cleaned by Facilities and which ones are the unit’s. [This could also be the Unit Supervisor, but the Admin is usually the person who works with the Bldg Coord]


	
	
	
	

	ORC Supervisors 
(those with direct 
reports)
	
	· 
	· Review daily symptom attestation report by supervisees & ensure daily compliance
· Provide back-up instruction on use, maintenance & disposal of appropriate PPE


	ORC Staff
	
	· 
	· Follow all elements of UW and ORC Safe Start Plans
· Take training prior to return to On-Site Work
· Complete daily symptom attestation when working in the office

	

B. ORC Safe Start Plan (Phased)


	
	
	
	

	Conditions and
Requirements
	PHASE II
	· PHASE III (A/B)
	· PHASE IV (subject to measures in place for campus) 

	SOCIAL AND PHYSICAL DISTANCING

	Return to the office/
staffing levels
	All personnel who can work at home effectively, should still work at home.  Anyone who wishes to come in because they have difficulty being fully productive at home, can do so for a maximum of 3 days per week; this may require shifts to maintain social distancing; online calendar required
	· Up to 25% of staff, managed through Telework approvals and Flex Schedules and C-19 Supervisor approval may come in. Includes all staff who wish to work, but may require shifts to maintain social distancing. Online calendar required.

	· Up to 50% of staff, managed through Telework approves and Flex Schedules.

	In-office meetings
	No
	· No

	· Limited to 5 persons or less; allowed only within rooms that allow for social distancing; contagion control, such as wipe down required of switch plates, common keyboards, doorknobs, etc., after use (see Clean and Disinfect). Unit supervisor will determine maximum room capacity and ensure that person leading the meeting is responsible for not exceeding capacity and that the room is cleaned and disinfected afterward.

	In-office social 
gatherings
	No

	· No
	· No

	Six-foot distance
requirement
	Six-foot requirement enforced through workstation configuration, staffing levels, Plexiglas, signage on floors in OR common areas. Will follow guidance from Gerberding bldg coord re elevator and stair use, restrooms and other building common areas
	· Same as Phase II

	· Same as Phase II

	Visitors
	No
	· No, unless Gerberding as a building is open to the public.  Then only for drop off at front desk. No reception.
	· Only for drop off at front desk. No reception.

	
	
	
	

	GOOD HYGIENE
 and PPE
	
	
	

	Face coverings/masks
	Cloth coverings mandatory in indoor public space and in outdoor public spaces when unable to be physically distant from others. Not mandatory in enclosed private space. 
Masks available for staff. [The masks we buy through the Storefront are washable/reusable]
	· Same as Phase II unless changed by EH&S
	· Same as Phase II unless changed by EH&S

	Hand washing
	Encouraged through signage.
Hand sanitizer provided.
	· Same as Phase II
	· Same as Phase II

	Gloves
	Required for handling of paper documents that are not the sole property of one person
Provided by OR, near mailboxes and copier; dispose of in regular trash
	· Same as Phase II
	· Same as Phase II

	
	
	
	

	CLEAN & DISINFECT
	
	

	

	Sanitation of high touch
points/areas
	Required cleaning of common areas after use, such as wipe down of switch plates, keyboards, door knobs, printer buttons/handles, faucet handles. Disinfectant & wipes provided. Frequency at the minimum of before and after daily work times. Schedule for cleaning shared spaces/items will be set by the Unit Supervisor, with input from employees, to ensure that appropriate sanitation is completed on a frequent schedule.
	· Same as Phase II
	· Same as Phase II

	Contagion control 
supplies, including 
hand sanitizer, 
disinfectant wipes, 
nitrile gloves, Kleenex
	On-site

	· On-site
	· On-site

	Paper documents
	No
	· No
	· Hard copies may be hand-delivered to office (see visitors); no printing of documents unless absolutely necessary; if printed, no sharing and maintained at workstation (or mailed, if necessary). USPS/Fedex handled after 24-hour timeframe with gloves (provided by office)

	Closed/off-limits
	Kitchen, water cooler, coffee pot. Staff to provide own beverages during Phase II
	· Re-assess
	· Re-assess

	
	
	· 
	· 

	COMMUNICATIONS & 
TRAINING
	
	· 
	· 

	Training
	Required EH&S online training before arrival at office (one time); required ORC-specific training before arrival at office (one time). Employee will email Unit Supervisor upon completion, who will maintain records.
	· Same as Phase II, if not already completed
	· Same as Phase II, if not already completed

	Signage
	Post UW EH&S signage related to C19 health measures in elevator lobby, restrooms, reception area, and common areas. Some to be posted by bldg. coord
	· Same as Phase II
	·  Same as Phase II

	Ongoing updates &
exposure of plan to
staff
	Discussed at monthly staff mtgs & wkly standups; posted on OR Intranet; notification via email with update summary; direct empl. to OR intranet
	· Same as Phase II
	· Same as Phase II

	
	
	· 
	· 

	
	
	· 
	· 

	PROCEDURES FOR
SICK PERSONNEL, 
SYMPTOM 
MONITORING, 
REPORTING, 
RESPONSE
	
	· 
	· 

	Health Attestation
	Required prior to arrival in office/verified by direct supervisor
	· Same as Phase II
	· Same as Phase II

	Sick Staff
	May not come to office; if in office, must leave. All that suspect they are sick from C19 must contact EH&S per UW requirement. For contact tracing, work with EH&S
	· Same as Phase II
	· Same as Phase II

	Staff who have
traveled out of state
	Required 14-day quarantine at home (TBD based on state rules)
	· Same as Phase II
	·  Same as Phase II

	Close contact with individual who has COVID-19 (defined as less than 6 feet for more than 10 minutes)
	Cannot come to the office. Follow isolation requirements established by public health agencies, as described on EH&S website.
	Cannot come to the office. Follow isolation requirements established by public health agencies, as described on EH&S website.
	Cannot come to the office. Follow isolation requirements established by public health agencies, as described on EH&S website.

	Exposure to individual who has COVID-19 (defined as always maintaining 6 feet distance, or if less than 6 feet, for less than 10 minutes)
	Monitor symptoms.  If sick, must follow isolation requirements established by public health agencies, as described on EH&S website
	Monitor symptoms.  If sick, must follow isolation requirements established by public health agencies, as described on EH&S website
	Monitor symptoms.  If sick, must follow isolation requirements established by public health agencies, as described on EH&S website
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