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Safe Return to Work Plan 
Coronavirus Response 

SITUATION SUMMARY 

Lakehaven Water and Sewer District (hereinafter “District”) takes the health and safety of our 
employees very seriously and with the spread of the coronavirus or “COVID-19,” a respiratory disease caused by 
the SARS-CoV-2 virus, the District must remain vigilant in our mitigation efforts to help stop the spread. It is with 
this goal that we have developed a Safe Return to Work Plan (hereinafter “Work Plan”) to ensure our work 
environment has minimized our virus exposure and will keep our employees safe. 

Governor Inslee issued Proclamation 20-25 “Stay Home Stay Safe” order and subsequent extensions, to 
reduce the statewide infection and death rates caused by the COVID 19 virus. The order has impacted all 
residents, business and recreational activities in the state. The Occupational Safety and Health Administration 
(OSHA), Center for Disease Control and Public Health agencies have each provided strict guidelines and 
requirements for essential business and government to maintain operations and return to full service. A Safe 
Return to Work Plan is required. 

Prior to this Work Plan, the District has been complying with the governor’s orders by operating at 
significantly reduced staffing levels and implementing the safety and health prevention measures outlined by 
the regulatory agencies. 

We have transitionally responded to “Stay at Home Stay Safe” as specific guidance has been released and 
we have implemented the following general requirements based on that information: 

• Mandatory face coverings 
• Daily Pre-Screening of employees, vendors and visitors 
• Social distancing measures: 

o Six foot worker spacing 
o Remote work to as many positions as possible (acquiring additional computers and mobile 

phones) 
o Stay at Home standby status for staff 
o Restricting vehicle occupancy 
o Zoom meetings  
o Closing public access to our facilities 

• PPE usage 
• Daily sanitizing of commonly touched surfaces 
• Weekly cleaning and sanitizing of all facilities  
• COVID 19 prevention and protection signage 
• Regular employee notifications of the current regional and national response 
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Over the course of this event, the District has held ongoing inter-departmental meetings to identify 
potential risk to our employees and addressing that risk with a mitigation strategy to prevent or protect from 
virus exposure. As the local response guidance and proclamation mandates have evolved, we have kept pace 
and adjusted our protection and prevention measures accordingly.  

As we transition back into the resumption of full District service and maintenance work, we acknowledge that 
the threat from COVID 19 has not been eliminated and the risk of infection may still be present, so we must 
remain vigilant going forward.   

The Work Plan was developed using the available guidance from the following agencies: 

• U.S. Center for Disease Control and Prevention (“CDC”)  
• Occupational Safety; Health Administration (“OSHA”) 
• Washington State Department of Health (DOH) and Department of Occupational Safety and 

Health (DOSH) 
• Department of Labor and Industry (L&I)  

 

WORK PLAN PROCESS 

In the development of the Work Plan, management utilized the OSHA Job Hazard Analysis (JHA) for each area 
within each department. The JHA format was used to assist department heads in assessing their job functions 
and operations into activities or areas for exposure or potential exposure to the COVID 19 virus.  
 
We utilized the OSHA’s Work Exposure Risk Tool to help evaluate the risk level for each department. See 
Appendix A 
 
Once the risk assessment by job task was complete and the exposures identified, the JHA required the exposure 
be eliminated by either not performing the task or by physically changing where or how they accomplished their 
tasks or activities.  

If they could not eliminate the risk, they were to identify the best protection method available. These protection 
methods include: 

• Plexi-glass, plywood, plastic barriers 
• Face masking or respirators 
• Gloves 
• Hand sanitizing 
• Routine and common surface cleaning and disinfection 

The Work Plan will evolve and change as the COVID 19 response and guidance changes. We intend to update the 
plan and evolve with those changes in a timely manner, as regulatory agencies provide the information and 
guidance. 
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THE WORK PLAN 

All District employees before starting work at any location must successfully complete a pre-shift health 
screening, practice 6-foot physical distancing, wear face coverings and wash their hands regularly. Employees 
who are sick must stay home, or go home if they begin to feel ill, and report it to their supervisor.   

Pre-shift Health Screening  

Each work location/building at the District has established a Screening Station and employees are required to 
complete Health Screening to confirm they do not have COVID-19 symptoms and have not been in close contact 
with a confirmed or suspected case.  

The health screening consists of the following: 
• CDC Standard Screen Questions 
• Temperature verification 
• Hand Sanitizer 
• Nitrile Gloves 
• Daily attendance log for employees 
• Sign in and out sheet for visitors 

Mandatory physical distancing and face coverings  

• Employees must keep at least six feet away from coworkers, contractors and the public, when feasible.  

We have instituted the following actions: 

o Barriers have been installed at public service counters 

o Barriers between work stations 

o Desks have been re-arranged to maintain social distancing  

o Shifts have been staggered to control room populations 

o Remote working has been instituted, where possible 

• Face coverings must be worn at all times while conducting work in the field and office as they are 
considered a best practice measure to prevent the wearer from transmitting droplets from coughs and 
sneezes. All efforts should minimize work within the 6’ zone. 

Mobile or outdoor work areas  

• Six foot social distance space requirements apply. 

• Reduce in-person visits with clients and customers; rely on email, text, and online meetings.   
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• If visiting a job site is necessary with another coworker, drive in separate vehicles or, if absolutely 
necessary, limit travel to 10 minutes and wear face covering with windows down. If longer than 10 
minutes substitute N95 mask for face covering. All efforts should minimize work within the 6’ zone. 

• Vehicles to be disinfected with wipes or sprayed and let dry on touch areas and surfaces (seat, steering 
wheel, door handles and controls) before and after being driven. Mobile hand washing stations 
provided for crews and trucks. 

• Redondo and Lakota Wastewater Treatment Plants shall provide field hand washing stations at 
locations that are far from a restroom. 

• Off-site field work shall have hand sanitizer in the vehicles and portable hand washing stations. 

Frequent handwashing  

• Employees must wash hands with soap and water frequently, before and after eating or coughing, 
sneezing, or blowing their nose or using the restroom.  

• Hand sanitizer may be used as well, but is not a direct replacement for washing with soap and water.    

• Avoid touching your face, opening drinks, eating, etc. until you can wash your hands with soap and 
water.  

Personal Protective Equipment  

• Cloth face coverings shall be according to the District Face Covering Rules.   See Appendix B 

• N-95 Masks – Worn only while performing critical work in close proximity to the public, contractors and 
co-workers. All efforts should minimize work within the 6’ zone. 

• North 7700 or North 7600 Full and Half Face Respirators – Exposure to aerosols in the waste water 
environment through work activities required and necessary shall be worn by qualified and successfully 
fit tested employees. 

• Gloves shall be worn as a precaution only as a single use application and then discarded. 

• Eye protection is recommended while performing field work. 

Note: Avoid touching your mouth, nose, eyes, and nearby surfaces when putting on, using, and removing all 
PPE. Avoid contact lenses when working around aerosol untreated wastewater.  
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Signage and Information  

Signage 

Standardized signage for COVID 19 symptoms, prevention and protection shall be posted throughout District 
facilities and vehicles, based on information provided by the CDC and WA Department of Public Health. 
Screening Stations shall notify staff and visitors of the requirements for admittance onto and into District 
facilities. See Appendix C 

 

COVID 19 Information 

Information shall be shared via email of the ongoing virus response and latest health advisories. The information 
passed will be from recognized governmental agencies that relate to national, regional and local concerns. 
Employees are encouraged to ask questions and raise concerns to their supervisors, management or safety 
representative. 

Cleaning and Sanitizing 

The Field Operations Department is responsible for District wide custodial service (including frequent carpet 
vacuuming) and will clean and disinfect weekly and for post COVID 19 exposures. Cleaning and sanitation shall 
follow CDC and Public Health guidelines resourcing only products that meet EPA criteria for use against SARS-
Cov-2.  

Definitions 

• Cleaning refers to the removal of dirt and impurities, including germs, from surfaces. Cleaning alone does not 
kill germs. But by removing the germs, it decreases their number and therefore any risk of spreading infection.  
Common Products: Soap and detergent 

• Disinfecting works by using chemicals, for example EPA-registered disinfectants, to kill germs on surfaces. This 
process does not necessarily clean dirty surfaces or remove germs. But killing germs remaining on a surface after 
cleaning further reduces any risk of spreading infection. Disinfectant - Spray or wipe left to dry - no wipe down. 

Custodial Service Activities and Schedule 

• Cleaning - Disinfection (C&D) -   Weekly for each facility (with carpet cleaning) and post exposure to the 
Virus     

• Disinfection Only (D Only) - Daily (morning, breaks, lunch, before leaving)                               

https://www.epa.gov/pesticide-registration/list-n-disinfectants-use-against-sars-cov-2
https://www.epa.gov/pesticide-registration/list-n-disinfectants-use-against-sars-cov-2
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Other Areas 
 

 
 
 
 
 
 
 
 

Public Spaces C&D Assigned Janitorial Staff PPE - face mask/respirator, chemical rated gloves, single use uniform or TYVEK suit, safety glasses

Bathroom Kitchen Eating Space Lobby Stairwells/Hallways Meeting Rooms Crew Rooms
Sinks Sinks Tables Counters Handrails Table Tables
Faucets Faucets Chairs Floors Floor - Sweep & Mop Chairs-Backs and Arm Rests Chairs-Backs and Arm Rests
Toilets Counters Floor - Sweep & Mop Key Pads Vacuum Electronics Electronics
Counters Refrigerator Exteriors Doors Phones Floor - Sweep & Mop
Mirrors Microwave Interior and Exterior Floor - Sweep & Mop Floor - Sweep & Mop
Handrails Cabinet Faces and Handles Vacuum
Cabinet Handles Floor - Sweep & Mop
Doors
Door Handles
Floor - Sweep & Mop
Replenish soap, towels, TP Replenish soap, towels, TP

Public Spaces D Only  Assigned Depart. Daily Person PPE-Gloves and Face Mask

Bathroom Kitchen Eating Space Lobby Stairwells/Hallways Meeting Rooms Crew Rooms
Faucet handles Faucet Handles Table Tops Counters Handrails Table Tops Table Tops
Counters Counters Chairs-Backs and Arm Rests Door Handles Chairs-Backs and Arm Rests Chairs-Backs and Arm Rests
Handrails Refrigerator Exteriors Printers, Copiers, Mail Equipment Electronics Electronics
Cabinet Handles Microwave Exterior Phones
Door Handles Cabinet Handles

Vehicles C&D PPE Responsibility
Interior Daily Face Cover  gloves/ handwashing Driver

Door handles
Steering wheels
Seats
Control Knobs

Shop Areas C&D PPE Responsibility
Tools Daily Face Cover  gloves/ handwashing User 
Door handles
Equipment

Personal Work Spaces D Only PPE Responsibility
Computers Face Cover  gloves/ handwashing User
Desks
Chairs
Phones
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Post Exposure Response 

 
Cleaning and Disinfection Procedures  

    
1. Use weekly cleaning and disinfection protocols-allow area to dry.  
2. PPE is most stringent. Respirator, eye protection, TYVEK suit, nitrile gloves  
3. PPE shall be thrown away post cleaning    
4. Area shall be checked and verified by a supervisor.    

 
Note: If 7 days have passed, clean and disinfect as regularly scheduled. 
 

Reporting Exposure or Illness Procedures  

Reporting of Exposure or Illness 

1. An employee is required to contact their supervisor or manager immediately if they suspect they have 
had an exposure, suspect illness or have tested positive.  

2. The supervisor or manager will immediately notify Human Resources to get further direction. Human 
Resources shall notify District management of the situation immediately.  

3. Immediate implementation of post exposure procedures for known and suspected exposures.  
• Isolate and block entrance to the area of exposure. 
• Conduct Post Exposure Cleaning and Disinfection Procedures  
• Supervisors shall provide information on where and who has been in contact with suspected or known 

infected employee to Human Resources. 

District Return to Work After COVID 19 Illness 

• No fever for 72 hours (without fever reducers) 
• COVID symptoms have improved 
• 10 days have passed since your symptoms improved 
• No other exposure to COVID 19 
• Doctors note stating fit for duty  

Contact Human Resources for authorization to return to work at the District. You are not permitted to return to 
work until cleared by HR. 

Please check the CDC website for additional measures you can do to protect others against infection. 
https://www.cdc.gov/coronavirus/2019-ncov/hcp/disposition-in-home-patients.html 

https://www.cdc.gov/coronavirus/2019-ncov/hcp/disposition-in-home-patients.html
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Work Plan and COVID 19 Training 

All employees shall take online training for the Safe Return to Work Plan and the associated Job Hazard Analysis 
(JHA) developed for the specific procedures that apply to their departments.  

COVID 19 online training, provided through Brown and Brown, is required and scheduling shall be provided by 
the Health and Safety Manager. 

Work Plan Supervisor and Safety Contact 

The Health and Safety Manager is the Work Plan supervisor and is responsible for updating the plan, as COVID 
19 information and guidance changes or is amended under the evolving situation that this pandemic presents.  
All employees are encouraged to report an unsafe work environment immediately so that action and follow-up 
can be provided appropriately. 
 

Work Plan Enforcement and Updates 
 
It is expected that all employees shall follow the Work Plan for the safety and health of co-workers and the 
public. Employees disregarding these protective measures may be subject to progressive disciplinary measures.  

Updates to the plan will be ongoing and in step with the governor and Washington State mandates for the Stay 
at Home Stay Safe Order. 
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Job Hazard Analysis 

 

ADMINISTRATION DEPARTMENT 
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ENGINEERING DEPARTMENT 
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FIELD OPERATIONS DEPARTMENT 
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Screening Process 06.04.2020 

Staff, 

Beginning tomorrow morning (Thursday), this will be the procedure you will need to follow when you check in 
onsite to work each morning. You will need to come in the door to the truck shop bays in the maintenance 
building to be screened before you go upstairs or to the locker rooms. One of the Supervisors will be at the door 
that leads to the hallway going in front of Holly’s Office. There you will be screened and your temperature will 
be taken and logged in by the Supervisor. Once you are cleared you can go upstairs and to the locker room. 
Please still observe proper social distancing (6 ft apart) from each other if there is more than one person in the 
area, and you are waiting your turn to be screened in. You will also need to be wearing a mask at all times in the 
building. 

Since we have different start times, you should not enter the building unless there is someone to screen you in. 
A Supervisor will be at the screening point at least 10 minutes before each shift, so you should wait to come into 
the building until that time. If you are onsite before the 10 minutes and would like to be screened in, you can 
contact a Supervisor to let them know that you are there and that you would like to be screened in. If a 
Supervisor is there and is willing to meet you early, then you can enter the building to be screened. If a 
Supervisor is not there yet, or cannot meet you early, you should stay outside and come in at the designated 
time. Again, when you are screened you will be asked a series of questions and your temperature will be taken. 
If you pass the screening you can enter the building, but if for some reason you do not pass you will need to wait 
in the truck bay until it is decided what we should do for you that day. 

 

Here is the screener scheduled for each day below: 

 

 Monday Tuesday Wednesday Thursday Friday 

6:00am-7:00am Joe B (Craig 
Alternate) 

Joe B (Craig 
Alternate) 

Dale H (Phil 
Alternate) 

Dale H (Phil 
Alternate) 

Dale H (Phil 
Alternate) 

7:00am-
2:30pm 

Holly I (Rob 
Alternate) 

Holly I (Rob 
Alternate) 

Holly I (Rob 
Alternate) 

Holly I (Rob 
Alternate) 

Holly I (Rob 
Alternate) 

 

Depending on your start time you may have a different screener. Due to vacations, sick leave, etc., the screener 
may be different than what is stated on the schedule.  You will be required to follow the directions from the 
Return to Work Plan that Phil and Laura went over with you this morning. Let’s please work together to keep 
everyone safe! If you have any questions please contact your Supervisor. 

Joe Bolam  
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Wastewater Department 

 

Wastewater 
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Screening Process 06.04.2020 

Hi All, 

In order to keep everyone as safe as possible and to prevent potential cross contamination of staff with Covid 
19, you are now required to contact and receive approval from the on-site Manager prior to visiting either plant. 
If you cannot reach the on-site Manager by phone or text, send an email stating the purpose of the visit and the 
anticipated time that you will be at the other facility prior to leaving to visit the other facility. This directive 
hopefully can be lifted sooner than later, but with us potentially returning to full staff, and with the presence of 
contractors on both sites soon, the risk of quarantining many employees from an exposure is more significant. 
Thanks for your assistance. 

John Barton  
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Water Operations Department 
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CDC DISEASE SPREAD, SYMPTOMS AND PREVENTION 

SYMPTOMS 

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. People with these symptoms may have COVID-19: 

• Cough 
• Shortness of breath or difficulty breathing 
• Fever 
• Chills 
• Muscle pain 
• Sore throat 
• New loss of taste or smell 

 
This list is not all possible symptoms. Other less common symptoms have been reported, including 
gastrointestinal symptoms like nausea, vomiting, or diarrhea. 

SPREAD 

Person-to-person  

The virus is thought to spread mainly from person-to-person. 

• Between people who are in close contact with one another (within about 6 feet). 

• Through respiratory droplets produced when an infected person coughs, sneezes, or talks. 

• These droplets can land in the mouths or noses of people who are nearby or possibly be inhaled into the 
lungs. 

• COVID-19 may be spread by people who are not showing symptoms. 

The virus spreads easily between people 

How easily a virus spreads from person-to-person can vary. Some viruses are highly contagious, like measles, 
while other viruses do not spread as easily. Another factor is whether the spread is sustained, which means it 
goes from person-to-person without stopping. 

The virus that causes COVID-19 is spreading very easily and sustainably between people. Information from the 
ongoing COVID-19 pandemic suggest that this virus is spreading more efficiently than influenza, but not as 
efficiently as measles, which is highly contagious. 
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The virus does not spread easily in other ways 

COVID-19 is a new disease and we are still learning about how it spreads. It may be possible for COVID-19 to 
spread in other ways, but these are not thought to be the main ways the virus spreads. 

• From touching surfaces or objects. It may be possible that a person can get COVID-19 by touching a 
surface or object that has the virus on it and then touching their own mouth, nose, or possibly their 
eyes. This is not thought to be the main way the virus spreads, but we are still learning more about this 
virus. 

• From animals to people. At this time, the risk of COVID-19 spreading from animals to people is 
considered to be low. Learn about COVID-19 and pets and other animals. 

• From people to animals. It appears that the virus that causes COVID-19 can spread from people to 
animals in some situations. CDC is aware of a small number of pets worldwide, including cats and dogs, 
reported to be infected with the virus that causes COVID-19, mostly after close contact with people with 
COVID-19. Learn what you should do if you have pets. 

 

PREVENTION 

Wash your hands often 

• Wash your hands often with soap and water for at least 20 seconds especially after you have been in a 
public place, or after blowing your nose, coughing, or sneezing. 

• If soap and water are not readily available, use a hand sanitizer that contains at least 60% alcohol. 
Cover all surfaces of your hands and rub them together until they feel dry. 

• Avoid touching your eyes, nose, and mouth with unwashed hands. 

 

Avoid close contact 

• Avoid close contact with people who are sick, even inside your home. If possible, maintain 6 feet 
between the person who is sick and other household members. 

• Put distance between yourself and other people outside of your home. 

o Remember that some people without symptoms may be able to spread virus. 
o Stay at least 6 feet (about 2 arms’ length) from other people. 
o Do not gather in groups. 
o Stay out of crowded places and avoid mass gatherings. 
o Keeping distance from others is especially important for people who are at higher risk of getting 

very sick. 
 
 

https://www.cdc.gov/handwashing/when-how-handwashing.html
https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/social-distancing.html
https://www.cdc.gov/coronavirus/2019-ncov/need-extra-precautions/people-at-higher-risk.html
https://www.cdc.gov/coronavirus/2019-ncov/need-extra-precautions/people-at-higher-risk.html
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Cover your mouth and nose with a cloth face cover when around others 

• You could spread COVID-19 to others even if you do not feel sick. 

• Everyone should wear a cloth face cover when they have to go out in public, for example to the grocery 
store or to pick up other necessities. 

o Cloth face coverings should not be placed on young children under age 2, anyone who has 
trouble breathing, or is unconscious, incapacitated or otherwise unable to remove the mask 
without assistance. 

• The cloth face cover is meant to protect other people in case you are infected. 

• Do NOT use a facemask meant for a healthcare worker. 

• Continue to keep about 6 feet between yourself and others. The cloth face cover is not a substitute for 
social distancing. 

Cover coughs and sneezes 

• If you are in a private setting and do not have on your cloth face covering, remember to always cover 
your mouth and nose with a tissue when you cough or sneeze or use the inside of your elbow. 

• Throw used tissues in the trash. 

• Immediately wash your hands with soap and water for at least 20 seconds. If soap and water are not 
readily available, clean your hands with a hand sanitizer that contains at least 60% alcohol. 

Clean and disinfect 

• Clean AND disinfect frequently touched surfaces daily. This includes tables, doorknobs, light switches, 
countertops, handles, desks, phones, keyboards, toilets, faucets, and sinks. 

• If surfaces are dirty, clean them. Use detergent or soap and water prior to disinfection. 
• Then, use a household disinfectant. Most common EPA-registered household  will work. 

 
If you get sick the CDC recommends the following: 

Stay home except to get medical care 

• Stay home. Most people with COVID-19 have mild illness and can recover at home without medical 
care. Do not leave your home, except to get medical care. Do not visit public areas. 

• Take care of yourself. Get rest and stay hydrated. Take over-the-counter medicines, such as 
acetaminophen, to help you feel better. 

• Stay in touch with your doctor. Call before you get medical care. Be sure to get care if you have trouble 
breathing, or have any other emergency warning signs, or if you think it is an emergency. 

• Avoid public transportation, ride-sharing, or taxis. 

https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/diy-cloth-face-coverings.html
https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/disinfecting-your-home.html
https://www.epa.gov/pesticide-registration/list-n-disinfectants-use-against-sars-cov-2
https://www.cdc.gov/coronavirus/2019-ncov/if-you-are-sick/steps-when-sick.html#warning-signs
https://www.cdc.gov/coronavirus/2019-ncov/if-you-are-sick/steps-when-sick.html#emergency
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Separate yourself from other people 

As much as possible, stay in a specific room and away from other people and pets in your home. If possible, you 
should use a separate bathroom. If you need to be around other people or animals in or outside of the home, 
wear a cloth face covering. 

• Additional guidance is available for those living in close quarters and shared housing. 
• See COVID-19 and Animals if you have questions about pets. 

 
Monitor your symptoms 

• Symptoms of COVID-19 include fever, cough, and shortness of breath but other symptoms may be 
present as well. Trouble breathing is a more serious symptom that means you should get medical 
attention. 

• Follow care instructions from your healthcare provider and local health department. Your local health 
authorities may give instructions on checking your symptoms and reporting information. 

When to Seek Emergency Medical Attention 

Look for emergency warning signs* for COVID-19. If someone is showing any of these signs, seek emergency 
medical care immediately 

• Trouble breathing 
• Persistent pain or pressure in the chest 
• New confusion 
• Inability to wake or stay awake 
• Bluish lips or face 

*This list is not all possible symptoms. Please call your medical provider for any other symptoms that are severe 
or concerning to you. 

Call 911 or call ahead to your local emergency facility: Notify the operator that you are seeking care for 
someone who has or may have COVID-1 

 

 

 

 

 

 

 

https://www.cdc.gov/coronavirus/2019-ncov/daily-life-coping/living-in-close-quarters.html
https://www.cdc.gov/coronavirus/2019-ncov/daily-life-coping/shared-housing/index.html
https://www.cdc.gov/coronavirus/2019-ncov/faq.html#COVID-19-and-Animals
https://www.cdc.gov/coronavirus/2019-ncov/symptoms-testing/symptoms.html
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