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Overview
Campus/College/Administrative Unit will adhere to federal, state, and regional-level guidelines, as well as Washington State University COVID-19 approved guidelines, to ensure a safe and effective workplace. Work location decisions will be based upon the following guiding principles:

 	Guiding Principles of our Plan
· Ensures the safety of staff, students, faculty, and visitors 
· Improves the efficiency, effectiveness, and/or resource usage of the unit 
· Allows for fully functioning operations
· Addresses macro and micro issues of equity 

Plan Purpose 
To reopen Enter Location(s) on the Pullman campus, while ensuring the safety of faculty, staff, students, and visitors and at the same time not sacrificing the quality of operations.  

Operating Principles 
All physical locations managed by (Campus/College/Unit) will be carefully and effectively controlled, monitored, and coordinated in accordance with current Washington state government guidelines, local health district official guidelines, and WSU policies. All efforts will be made to mitigate potential risks and ensure the continued safety of employees and the communities we serve.   
 
Expanded on-site staffing will only be considered after this Return to Workplace Plan is reviewed by the Risk Management Advisory Group and approved by the President’s Cabinet. 

Practices and Protocols 
A COVID-19 Supervisor shall be designated at each primary location to educate staff, provide resources, and enforce the COVID-19 Return to Workplace Plan.  The Supervisor is required to ensure a plan is current and adopts changes in accordance with COVID-19 guidelines. The Supervisor, or designee, will be on call during normal business hours (8am – 5pm).
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Building Access
· (Location) has a front and rear entrance. The rear entrance will remain locked for entry but still maintain emergency exit access.  Visitors must enter and exit the building from the front entrance. Staff may enter and exit thru the entrance nearest their office using personal keys during scheduled work hours. 
· (Location) will be locked to outside visitors. Employees will enter with a personal key. 
· (Location) will follow all guidelines put in place for general university classrooms. 
· Signage will be placed on outside doors of each building explaining entry points, traffic flow, and building protocol.

Sick Employees
· According to the CDC, people with COVID-19 have had a wide range of symptoms reported – ranging from mild symptoms to severe illness. Symptoms may appear 2-14 days after exposure to the virus. 
· If you are feeling sick (coughing, fever, trouble breathing, new loss of taste or smell, etc.) stay home, and contact your healthcare provider. Make advance arrangements for non-emergency in-person health care visits.
· In accordance with policies established by WSU Human Resource Services, employees exhibiting one or more symptoms, or diagnosed with COVID-19, are required to stay home or remain isolated. 
Employees who begin experiencing COVID-19 symptoms while at work, not attributable to another health condition, must:
· Contact your supervisor remotely, by phone or electronic mail.
· Leave work immediately wearing a face mask that does not hinder breathing, if possible, while maintaining six feet of distance between yourself and others.
· Contact your healthcare provider; do not show up in person without advanced contact.
· Contact Disability Services for leave options at 509-335-4521.

Note: Your supervisor will coordinate disinfecting potentially affected common areas and/or isolating affected private offices/areas by contacting Environmental Health and Safety at ehsweb@wsu.edu or 335-3041.
Reporting of COVID-19 Virus
· If you are the supervisor, or an appointed AOI COVID-19 Building Supervisor and the supervisor is not available, report the matter to WSU HRS immediately.  
· If you are not the employee’s supervisor, report the issue to the supervisor or (Area) appointed COVID-19 Building Supervisor.  
· In consultation with HRS, you may have a conversation with the employee to discuss whether they are sick. If they are sick, they should be separated from other employees immediately and directed to self-isolate at home and to call their health care provider for assistance.  
· Additional steps will be determined in consultation with WSU HRS and in accordance with the Washington State Department of Health guidelines for reporting illness.
  
COVID -19 Vaccine
· WSU requires the COVID-19 vaccination system-wide for all employees, volunteers and affiliates engaging in activities at a WSU work location.  
· For employee-related questions, please contact Human Resources Services at hrs@wsu.edu or 509‑335‑4521.
Employee Attestation
· Regardless of vaccination status, WSU employees are required to attest to not experiencing COVID-19 symptoms prior to or immediately upon arriving on campus or physical WSU location. This includes both work and personal visits. 
· The daily attestation can be accessed via the WSU Mobile app or by visiting my.wsu.edu and selecting the “COVID-19 Daily Attestation” tile on your homepage. Instructions and FAQs are available on the WSU HRS Employee COVID-19 Attestation webpage.
· Supervisors are responsible for ensuring employees working at a WSU location have completed their daily attestation. Instructions for accessing  COVID-19 Attestation Reporting.
Visitors 
·  A “visitor” is defined as anyone who is not a WSU employee or student. 
· WSU requires all visitors to complete a daily attestation via the WSU Attestation webpage. 
· Visitors will be required to show proof of their daily attestation prior to entering the job site.
· Visitors will be required to wear a face mask and will need to adhere to social distancing regulations. 
· A daily log (digital) of all visitors must be kept and retained for at least four weeks.  
· The visitor’s log must include the name, date of visit, phone number, email address, and location of visit.
· Staff will provide clean, single-use pens to visitors for signing documents. Pens will be placed into a clearly marked container after use and sanitized each day for future use.  
· 
Training and Education
· COVID-19 safety requirements shall be visibly posted at each primary location. 
· The (Campus/College/Unit) workplace location scheme (attached) will determine the maximum number of people who can be in each workplace location. The scheme will allow for each workplace location to build a schedule to ensure the maximum number is not exceeded. 
· (Unit) employees must complete Disinfecting the Workplace and WSU COVID-19 Safe Return to Work available through Human Resource Services’ Learning and Organizational Development website (regardless if they have been asked to return to work). A refresher of these trainings is encouraged on employee’s first day of return to workplace. 
· Before returning to work at a physical WSU location, read and understand this (unit) Return to Workplace Plan and complete Return to Workplace Steps.
Hygiene
· Wash hands frequently with soap and water for a minimum of 20 seconds. Use hand sanitizer containing at least 60% alcohol if soap and water are unavailable. 
· Avoid touching your face with unwashed or unsanitized hands.
· Cover a cough or sneeze with a tissue or crook of elbow. Immediately dispose of tissue and wash your hands.
· Avoid sick people.
· Individual bottles of Cougar Clean hand sanitizer have been issued to each (unit) employee. Contact NAME if you require additional bottles of hand sanitizer or a refill.
Shared Office and Common Space
· Whenever possible, only one employee will occupy a workspace that separates contact with others with a door. 
· Desks will be spaced a minimum of 6 feet apart. 
· In the case of shared office space, the employee occupying the space will thoroughly sanitize all surfaces at the beginning and end of their shift.  
· During office hours, Monday through Friday, one employee for each building, enter Locations will staff the front reception desk. Each reception desk will identify a backup employee to cover reception duties in case of emergency or scheduled time away. 
· Cough guards will be installed at front reception desks for employees who have interactions with the public.   
· Shared workspaces (e.g., small conference rooms, kitchens, etc.) will remain locked and will only be utilized with assurance of appropriate occupancy limits, social/physical distancing of at least 6 feet, and required sanitation protocols before and after use.   
· Offices are assigned and will be single use during occupancy but may be shared. 
· Shared spaces will have clearly marked floors to reflect 6 feet of spacing. Chairs will be placed a minimum of 6 feet apart, and excess furniture will be marked “not available” to provide a barrier and maintain physical distancing.

Social and Physical Distancing
· Face coverings must be worn by all employees when in the presence of others or public settings.
· Coordinate working hours with your supervisor to minimize unnecessary occupancy.
· Stagger arrival and departure schedules to enhance social distancing.
· Maintain six feet distance between people at all times, allow only infrequent intermittent passing within six feet. 
· Avoid lingering in hallways or other common areas. 
· When possible, take breaks and lunch outside, away from the building/campus or in your personal office.
· All (Unit) meetings involving three or more people will take place via electronic meeting formats.
· Avoid meetings in person, use electronic meeting formats whenever possible. If you must meet in person, meet in open spaces that can accommodate six feet of distancing or meet outside. 
· If possible, work with office door closed to minimize person-to-person interaction.
· If working in a shared office space, separate workstations by six feet. If seating is too close for six feet of social distancing, work with your supervisor to determine alternate work schedules or locations. 
· Only use elevators if absolutely necessary (transporting equipment, large/heavy loads). If you must use an elevator, maintain six feet of distance between yourself and others. Wear a face covering and limit conversation. Most elevators on campus allow only one or two individuals at a time.
· Follow posted signage in buildings regarding traffic flow, entrances, and exits.
· Establish drop off bins at strategic locations for exchanging documents. 
· Maintain spatial awareness. If in an area outside of your normal workspace, pay attention to distancing, aka entry points, lines, public bathrooms, etc. 
· Due to the size of breakrooms, be courteous and stagger access to refrigerator and/or microwave. Avoiding communal items is highly encouraged. Replace with individual ice packs or insulated containers. Do not wash dishes at work – take them home to wash.
· If employees must eat or take breaks in common spaces (breakroom, etc.), they must maintain 6 feet distance between others.   
· Shared “kitchen” sinks in (location) are off-limits if it is not located in an employee’s immediate work group.
· Limit sharing of tools and equipment whenever possible to reduce the need for disinfection
Vehicles
· One person per vehicle. When campus or off-site tasks require two or more people, take separate vehicles.
· Disinfect common touch surfaces, e.g., keys, steering wheel, door handles, seat adjustment, window adjustment, gear shift, signals before and after use. Alpha HP is preferred disinfectant. 
· If you have the vehicle checked out for the day, disinfect before use and at end of day.
Disinfection
· Facilities Services custodial staff will follow the cleaning protocols as defined by the University. 
· Alpha HP for disinfection of common surfaces and a 70% alcohol solution for electronic disinfection have been placed in all (unit) working groups and shared spaces. Follow instructions on EH&S website and bottles for disinfectant application. Note:  Five-minute contact time for Alpha HP and 20 seconds contact time for 70% ethanol to be effective.
· Disinfect shared equipment surfaces such as vans, work benches, conference room tables, door handles, tools, staplers, etc., before and after use. For non-electronic equipment use Alpha HP. 
· Disinfect shared electronics such as the copy machine, conference room computers, classroom equipment, etc. before and after use. Use a 70% alcohol solution. 
· Disinfect commonly touched surfaces frequently. Develop a schedule to ensure disinfecting standards are being met. 
· A log to track sanitation will be provided. 
· Limit shared tools and equipment to the extent feasible to reduce need for disinfection.
· Wash hands with soap and water or sanitize after disinfecting.
· Recycle empty disinfectant and empty hand sanitizer bottles by contacting (name) to request replacements. WSU will sanitize and refill containers for re-use. 
· Contact (name) for refills or if additional bottles of disinfectant are needed. 
Personal Protective Equipment 
· Maintaining six feet of distance between people protects against mucous membrane exposure to SARS CoV2, the virus causing COVID-19. 
· As directed by federal, state, or local county health officials, WSU employees must wear cloth facial coverings when not working alone: in their office, in the field, or driving in a vehicle. Cloth facial coverings reduce the spread of potentially infectious respiratory droplets while breathing and talking. Cloth facial coverings are not respirators, they do not replace social distancing (six feet), avoiding face touching, and frequent hand washing. See also the EH&S PPE webpage.
· If appropriate PPE cannot be provided to employees, activity will be reverted to telework for all employees who can adjust without hindering essential operations. Telework will remain in place until a return to workplace is authorized and PPE supplies can be adequately provided. 
· Employees have been provided with safety glasses and three reusable cloth masks. Contact (name) if you need replacements. You may wear your own mask/face covering or the ones provided to you by Unit.
· When using disinfectants, use the PPE identified on the product Safety Data Sheet, for example:
	Product
	Personal Protective Equipment (PPE)

	Alpha HP (diluted/ready to use product)
	No PPE required

	70% alcohol (30% water)
	Avoid eye contact, safety glasses

	1 to 10 dilution household bleach ~0.5% sodium hypochlorite
	Safety glasses, nitrile or rubber gloves


Note:  Bleach may damage some surfaces, the provided Alpha HP common touch surface disinfectant is recommended.
Disinfection Share Equipment and Spaces
	Equipment
	Disinfection Controls

	Vehicles
	Disinfect common touch surfaces, e.g., keys, steering wheel, door handles, seat adjustment, window adjustment, gear shift, signals before and after use. Alpha HP is preferred disinfectant. If you have the vehicle checked out for the day, disinfect before use and at end of day.

	Copier
	Disinfect copier and scanner controls or other touched surfaces, e.g., paper loading tray handles, bypass tray before and after use. Disinfectant is 70% ethanol.

	Shared computers in conference room
	Disinfect computer keyboard and mouse before and after use. Disinfectant is 70% ethanol.

	Equipment in classrooms
	Disinfect media equipment, computer keyboard and mouse before and after use. Disinfectant is 70% ethanol.

	Shared use space, conference rooms, reception counters, waiting areas, collaboration areas, break rooms 
	Avoid use. If use is necessary, disinfect before and after each use with Alpha HP solution.

	Use of shared sinks and faucets in kitchens

	[bookmark: _Hlk49362563]Avoid use. If use is necessary, disinfect before and after each use with Alpha HP solution.

	Use of shared appliances such as microwaves, refrigerators, etc.
	Avoid use. If use is necessary, disinfect before and after each use with Alpha HP solution.


Notes:
1) All shared tools and equipment shall be disinfected before and after use unless otherwise noted and use is controlled/limited to specific individuals.
2) This list is not all inclusive, additional shared equipment may be identified and shall be disinfected before and after use.
3) Refer to the EH&S PPE webpage to identify protective equipment.

Covid Return to Workplace Concerns
· This form is available for employees to submit COVID-19 Return to Work concerns with HRS.
