Reopening Plan

We are committed to keeping our employees, members, volunteers and community healthy and our economy strong. We have implemented the following procedures and will continue to monitor conditions and immediately take steps to limit risk as needed. 

The following phases and procedures have been developed in accordance with the State of Montana’s “Reopening the Big Sky – Phased Approach” document and the U.S. Department of Labor Occupational Safety and Health Administrations “Guidance on Preparing Workplaces for COVID-19”. 

According to OSHA definitions, during Phases One and Two our team members would be considered lower exposure risk due to minimal occupational contact with the public and coworkers and medium exposure risk during Phase Three as contact increases with the general public and travelers, depending on the level of community transmission at that time.


Ongoing Guidance for Employees
· Continue to practice good hygiene including frequent and thorough handwashing. 
· Routine use of provided hand sanitizer. 
· Avoid touching your face.
· Practice respiratory etiquette - Sneeze or cough into a tissue, or in the inside of your elbow
· Disinfect frequently used items and surfaces as much as possible 
· Self-monitor for signs and symptoms of COVID-19. Stay home if you feel sick
· Report when you or family member are sick or experiencing symptoms of COVID-19


Phase One (insert dates)
· The office building will remain closed. 
· No onsite meetings will be held. We are asking all team members to continue meeting virtually.
· Per Governor Bullock’s directive, employees will continue to telework whenever possible and feasible. 
· Management approval is required for individuals requesting to work in the building. 
· When work is performed in the building, thoroughly disinfect all work spaces used with provided disinfectant wipes before leaving. 
· Discard any trash in outside bin (other than paper) as cleaning crew only services the building on Tuesday nights.
· No work-related travel (including in-state travel). 
· Team members will be asked to work remotely for 14 days following any personal out-of-state travel.
· Mail will continue to be held at the main post office.

Vulnerable Individuals
· All vulnerable individuals continue to follow the stay home guidance. Vulnerable individuals include people over 65 years of age and/or those with serious underlying conditions, including high blood pressure, chronic lung disease, diabetes, obesity, asthma and those whose immune system is compromised such as by chemotherapy for cancer and conditions requiring such therapy. 
· Special accommodations will be made for employees that are members of a vulnerable population or those with vulnerable household members.


Cleaning & disinfecting procedures
· When individuals work onsite, individuals must thoroughly disinfect work spaces and common areas used with provided disinfectant wipes/spray before leaving. 
· Trash (other than paper) is discarded in outside bin 

Prior to Phase Two
· All common spaces and high touch areas will be disinfected with disinfectant wipes/spray.
· Carpet on both levels will be professionally cleaned. 
· Hard surface floors and all restrooms will be professionally cleaned.
· Recyclable items will be collected.
· Staff will complete or coordinate additional cleaning as needed.


Phase Two (insert dates)
· Continue to follow Ongoing Guidance for Employees
· To limit the number of individuals in the building at the same time, teams will work onsite on a rotating schedule.
· Accommodations may be made for those individuals that request to continue to telework. 


Health screening & PPE
· A symptom checklist will be located near employee entrance(s) that each person will sign off on each day upon arrival. 
· Employees are not required to wear masks, however they are welcome to wear one if preferred. 

Cleaning & disinfecting procedures
· Thoroughly wipe down laptops, monitors and other hard surfaces with disinfectant wipes prior to, or immediately upon, arrival when returning to the office each day.
· Hand soap and towels are provided at all handwashing sinks.
· Hand sanitizer is provided in multiple locations. 
· Thoroughly wash and sanitize hands upon arrival at the office each time. 
· Tissues and trash receptacles are provided for individual employees.
· Disinfect your workspace daily including, but not limited to, chair arms, keyboard, phone, desktop, door knobs and light switches with disinfectant wipes/spray provided.
· Disinfect common areas after each use including, but not limited to, kitchen items, copier area, mail counter, conference room tables, chair arms, door knobs and light switches using disinfectant wipes/spray provided.

Common Areas
· Only two people allowed in the mail/copier room at a time. 
· Wash hands or use hand sanitizer before touching Keurig machine, microwave, refrigerator handles and water dispensers. 
· Use only disposable/single use cups, plates and utensils or personal items that can be taken home and cleaned properly. 

Onsite Meetings
· Only onsite meetings hosted by employees to be held in our facilities. Outside groups or individuals may not use our facilities to host meetings.
· To adhere to physical distancing requirements, limits on the number of people that may occupy individual conference rooms will be determined and implemented. 
· If food is served only individually wrapped and pre-packaged foods will be served (e.g. pre-packaged snacks, boxed lunches, etc.). Buffet service is not allowed.

Travel
In-state work-related travel may resume with prior approval. Team members will be asked to work remotely for 14 days following any travel outside of Montana.

Events/Activities
· Team members shall avoid gathering in groups of more than 50 people and adhere to physical distancing requirements.
· Hosted events/activities will be limited to groups of no more than 50 people and physical distancing requirements will be required.

Vulnerable Individuals
All vulnerable individuals continue to follow the stay home guidance. Vulnerable individuals include people over 65 years of age and/or those with serious underlying conditions, including high blood pressure, chronic lung disease, diabetes, obesity, asthma and those whose immune system is compromised such as by chemotherapy for cancer and conditions requiring such therapy. 

Special accommodations will be made for employees that are members of a vulnerable population or those with vulnerable household members.

Signage
· Signage will be in place with physical distancing, personal hygiene and disinfecting procedures in common areas. 
· Drinking fountains will be turned off and marked “out of service”. 
· Additional signage will be placed as reminders to observe physical distancing, wash hands and disinfect surfaces. 

Phase Three (insert dates)
Continue to follow Ongoing Guidance for Employees

We teams will resume regular office hours. Accommodations may be made for those individuals that request to continue to telework. 

Health screening & PPE
· Employees and volunteers should continue to operate consistent with updated guidelines. 
· We will have a symptom checklist near employee entrance(s) that each person will sign off on each day upon arrival. 
· Employees and volunteers are not required to wear masks, however they are welcome to wear one if preferred. 

Onsite Meetings
Outside groups and individuals may resume utilizing our facilities for meeting with prior approval. 

Travel
Interstate travel may resume.

Events/Activities
No limit on group size however everyone should consider minimizing contact time with others and limit time spent in crowded environments, and physical distancing should be observed.

Vulnerable Individuals
Vulnerable individuals can resume public interactions but should practice physical distancing and continue to take precautionary measures. 


Signage
Signage will be in place with physical distancing, personal hygiene and disinfecting procedures posted in common areas.

Cleaning & disinfecting procedures
· Thoroughly wipe down laptops, monitors and other hard surfaces with disinfectant wipes immediately upon arrival when returning to the office each day.
· Hand soap and towels are provided at all handwashing sinks.
· Hand sanitizer is provided in multiple locations. 
· Tissues and trash receptacles are provided for individual employees and volunteers.
· Individuals must disinfect workspace daily including, but not limited to, chair arms, keyboard, phone, desktop, door knobs and light switches with disinfectant wipes/spray provided.
· Individuals must disinfect common areas after each use including, but not limited, to kitchen, copier area, mail counter, conference room tables, chair arms, door knobs and light switches using disinfectant wipes/spray provided.
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