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	General Health & Safety Guidelines



SUMMIT COUNTY CHILDREN SERVICES

	ORC:  N/A

OAC:  N/A

USC:  N/A

CFR:  N/A
	ORIGINAL: 6/1/2020

REVISIONS:  N/A

RELATED FORM(S):   Request for Reimbursement 

RELATED PROCEDURE/POLICY(IES):  SCCS Back to Work Protocols Effective 5/4/2020  



	☐	Administrative
	☐	Legal

	☐	Fiscal
	☒	Safety & Security

	☐	Human Resources
	☐	Social Services - All Departments

	☐	Information Technology
	☐	Social Services - Foster & Adoption



All Staff ☒	Bargaining Unit ☐		Non-Bargaining ☐		Management ☐

POLICY:  
Summit County Children Services (SCCS) will provide a safe, clean, and professional working environment for employees. 
PROCEDURE: 
Keeping the workplace clean can inhibit the spread of communicable diseases. Taking the following steps can help prevent the spread of the coronavirus, flu and other viruses. 

I. Wash Your Hands - The Centers for Disease Control and Prevention (CDC) has said that keeping hands clean is one of the most important steps to avoid the spread of germs. The CDC recommends washing hands with soap and water for at least 20 seconds. 

II. Sneezing & Coughing Etiquette - To help prevent the spread of germs, the CDC recommends:
· Avoiding coughing or sneezing into your hands.
· Covering your mouth and nose with a tissue or upper sleeve when you cough or sneeze.
· Putting used tissue in a wastebasket.

III. Clean Your Workstation – Employees are encouraged to routinely clean all frequently touched surfaces in the workplace, such as keyboards, remote controls, desks, countertops and doorknobs. SCCS will provide supplies for staff in the office.  

Effective May 1, 2020 through December 31, 2020, employees who purchase cleaning supplies (inclusive of sanitizing wipes, sprays, hand sanitizer, etc.) for their office space and/or a vehicle used for job duties, may submit a reimbursement not to exceed fifteen dollars ($15) each month.  Reimbursements must be submitted on the Request for Reimbursement form and will only be reimbursed with a detailed receipt.

IV. Face Coverings - Effective May 1, 2020, all employees are required to wear a face covering everywhere in the agency except his/her office or cubicle.  Face coverings are not required while sitting at one's desk, or in his/her office, or outside the agency on campus grounds, so long as others are using proper social distancing.  

Face coverings may be in the form of surgical masks, purchased or home-made reusable masks, scarfs, etc.  SCCS will make appropriate cultural, religious and/or medical accommodations to this policy, with appropriate documentation submitted to the HR Department.

V. Social Distancing – Employees are encouraged to maintain a minimum of 6 feet distance with other employees, unless appropriate barriers are in place, such as sneeze guards, cubicle walls, etc.

VI. COVID-19 Back to Work Protocols – Employees are encouraged to review the agency's most current COVID-19 Back to Work Protocols for additional information regarding general health & safety guidelines.

VII. General Office Environment - Employees should maintain a businesslike and tidy environment with minimal clutter.  Common areas, such as conference rooms, staff dining room, copy rooms, etc., are also the responsibility of all employees to maintain.  The following guidelines are put in place to further the safety and cleanliness of the agency:

a. Boxes
Boxes and other storage items should only be in use during transitional/moving periods.  Otherwise, all boxes should be placed in an appropriate storage area, unless otherwise approved by the employee's supervisor.

b. Break/Lunch Rooms & Kitchenettes
Employees must leave break/lunch rooms & kitchenettes in a clean and orderly condition.  Most kitchenettes are equipped with a Bunn coffee maker, refrigerator, microwave and/or toaster, and sink. These items are not permitted in individual workspaces.  It is each staff member's responsibility to empty food items from refrigerators in a timely fashion so as to reduce spoilage and odors.  
c. Food In Work Areas
Eating and drinking is permitted in the work area, so long as all food and drinks are kept away from the computer, keyboard, and telephone so as not to cause damage to the equipment.  SCCS does not recommend that food be stored in work areas in an effort to avoid pests.

d. Furnishings
Employees will be provided with office furniture necessary to perform their work duties.  Additional furniture needs may be requested through the Director of Facilities Management, Ext. 2014.  

e. Hallways/Walkways
No items shall block hallways/walkways from easy and safe passage.  

f. Holiday/Special Occasion Décor
Employees who chose to hang decorations, to celebrate a holiday or special occasion, are asked to comply with the guidelines outline under the Wall Hangings/Décor section below, and to promptly remove all decorations at the conclusion of the holiday/special occasion.

g. Sound Devices
Radios or other music devices are permitted as long as the volume is kept low enough for only the person in the workspace to hear.  Headsets/earbuds are encouraged in open office settings.

h. Spills
Employees are asked to clean up spills immediately so that wood, carpeting and fabric are not damaged.  Employees are also asked to immediately report any large spills to the Maintenance staff at maintenancesupport@summitkids.org. 

i. Wall Hangings/Décor 
Personal décor is permitted on the interior walls of offices and cubicles so long as it is tasteful and not offensive to others.  Nails are not to be used unless done by Maintenance staff.  Employees are asked to avoid placing items on the top of any overhead bins, as it presents a safety hazard.
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