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Sample Social Distancing Policy

To reduce the spread of COVID-19 and to comply with the Oregon Governor’s Executive Order 20-12,
the following Social Distancing Policy is in effect until further notice:

Remote Work. The [company] has transitioned all employees to remote work except for

[ ]. [One employee] will come to the office from 8:00-4:30 each day to [ ]. No other
employees are approved for coming to the office, even for short trips or after hours, without first
contacting [the Operations/HR Director] to work through alternatives and/or for approval and to
coordinate details and timing. If [the Operations/HR Director] is not available, a backup contact for this

is[ 1.

In-Office Protocols (for individuals with permission to be at the office)

1. Anyone who is experiencing symptoms of sickness is prohibited from coming to the [office]. And
anyone who comes into the office and begins to feel sick should immediately leave and notify [the
Operations/HR Director].

2. Upon arrival at the office, individuals must wash their hands with soap and water and wipe down
door handles and hard surfaces with disinfectant wipes. Immediately report any shortages of soap
or disinfectant wipes to [the Operations/HR Director].

3. While working in shared space, use the 6-feet rule for social distancing at all times. No exceptions.
Do not shake hands with another person or touch another person in any form.

4. To every extent possible, allow 15-30 minutes before walking into airspace that another person has
been in. Set materials out in advance that are to be picked up and allow wait time before
retrieving items that have been dropped off.

5. Wash your hands frequently. Wash them after you touch any paper, envelope, package, or other
hard surfaces that have been touched by another person.

6. Routinely wipe down door handles and other hard surfaces that are touched by you or another
person.
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7. Remember to keep your hands away from your mouth, nose, and eyes at all times, and especially
with unwashed hands.

8. Cover sneezes and coughs with a tissue or sleeve, and then throw the tissue away.

9. Help ensure that everyone you encounter understands and follows the in-office protocols listed
above.

10. Upon arrival at home, wash your hands with soap and water.

11. Report any issues or questions that arise to the [Operations/HR Director].
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