
  
 

ColumbiaCare COVID-19 Plan  
Administrative Offices  

(Medford Administrative Office, Administrative Annex, Portland Service Center) 
 

General Information about COVID-19 
https://www.oregon.gov/oha/PH/DISEASESCONDITIONS/DISEASESAZ/Pages/emerging-respiratory-
infections.aspx 
 
Coronaviruses are a group of viruses that can cause a range of symptoms. Some usually cause mild illness. 
Some, like this one, can also cause more severe symptoms. 
 
The following symptoms may appear 2-14 days after exposure.  

• Fever 
• Cough 
• Shortness of breath 

*Please find USC Self-Assessment Tool: https://gehrcovidtriage.akidolabs.com/ 
 
Prevention 

1. Take care of your health, be proactive. 
2. Practice good hygiene. 

a. Stop handshaking – use other non-contact methods of greeting. 
b. As possible, maintain a 6-ft distance barrier between yourself and others 
c. Ensure hand hygiene supplies are readily available in the building 
d. Clean hands regularly and often: 

i. Post reminders at entry way, kitchen and bathrooms for staff, clients and visitors. Consider 
scheduling regular hand washing prompts. 

ii. Wash hands with soap and water for at least 20 seconds, especially after blowing your nose, 
coughing, or sneezing; going to the bathroom; and before eating or preparing food, and when 
leaving and entering the program. 

https://www.oregon.gov/oha/PH/DISEASESCONDITIONS/DISEASESAZ/Pages/emerging-respiratory-infections.aspx
https://www.oregon.gov/oha/PH/DISEASESCONDITIONS/DISEASESAZ/Pages/emerging-respiratory-infections.aspx
https://gehrcovidtriage.akidolabs.com/


iii. If soap and water are not readily available, use an alcohol-based hand sanitizer with at least 
60+% alcohol, covering all surfaces of your hands and rubbing them together until they feel dry. 
Soap and water are the best option if hands are visibly dirty. 

e. Avoid touching your eyes, nose, and mouth with unwashed hands. 
f. Create habits and reminders to avoid touching faces, and cover coughs and sneezes with your sleeve, 

or tissues that are then thrown away. 
g. Increase fresh air and circulation/ventilation, as appropriate (ex. Opening windows). 

3. Modify group meetings.  
a. Transition meetings (eg. Staff meetings) to electronic formats (videoconferencing or telephone).  
b. If not scheduled to be at work, participate remotely.  
c. When not possible, hold in-person meetings in open, well-ventilated spaces, following social 

distancing protocols. 
i. Use separate electronic devices (smartphones) for access to online meetings within one facility if 

you cannot maintain social distancing requirement of 6 ft or more. 
4. Eliminate unnecessary travel. 
5. Handle food carefully. 

a. Do not share food. (You should not share dishes, drinking glasses, cups, eating utensils, etc.)  
b. Do not utilize meal delivery where food/beverages are handled or prepared by others. 

6. Clean all “high-touch” surfaces every day at least twice per day. 
a. High touch surfaces include but are not limited to handrails, light switches, copiers, counters, 

tabletops, doorknobs, bathroom fixtures, toilets, phones, keyboards, tablets, etc. Also, clean any 
surfaces that may have blood, stool, or body fluids on them. Use a CCS approved disinfectant, 
according to the label instructions. Labels contain instructions for safe and effective use of the 
cleaning product including precautions you should take when applying the product, such as wearing 
gloves and making sure you have good ventilation during use of the product.  *(For your 
convenience, we have listed the appropriate Item #’s from Staples Advantage, as follows: 1 Gallon 
– Item # 102109, 4 Gallons – Item #100821, Silk Screen Bottle (1 Quart) - Item # 24392551. The silk 
screen bottle reads Coastwide #66 instead of Staples # 66; however, it has been confirmed that the 
product is exactly the same, they are in the middle of re-branding.  

b. If using a shared fleet vehicle, clean with sanitizer each time you enter and exit paying close 
attention to handle and seat belts or any other area touched frequently. Clean and sanitize gas cards 
and credit cards. 

7. Employees should self-screen according to Symptom Assessment & Care section below prior to coming 
to on-site work spaces. 

8. Restrict/Limit Non-Essential Visitors. Effective immediately take the following actions: 
a. Restrict and limit entry of individuals. Visiting should be limited to essential individuals only, defined 

as: 
i. Individuals conducting official business who cannot do so via video or telephone. 

1. These visitors will be screened by front reception staff using the ColumbiaCare approved 
COVID-19 Screening Tool. 

ii. Emergency response including EMS, police and fire 
iii. Essential program staff 
iv. Vendors who must enter the facility in order to deliver medical supplies or other essential items. 

1. Staff who sign for packages or mail must immediately wash their hands afterwards. 
b. Limit or restrict essential individual visits as follows: 

i. Limit points of entry by posting CCS-approved signage restricting visitor access.  
1. Essential visitor must limit their movement to the front desk/reception area, and keep 

business as brief as possible. 
2. They must limit touching of environmental surfaces. 

https://www.staplesadvantage.com/Staples--174---66-Disinfectant-and-Sanitizer--Unscented--1-Gallon--STP660001-C-CC-/product_102109_102109
https://www.staplesadvantage.com/Staples--174---66-Disinfecting-and-Sanitizer-Cleaner--Unscented--1-Gallon--4-Carton--STP660001-CCT-/product_100821_100821
https://www.staplesadvantage.com/Coastwide-Professional--8482--Disinfectant-66-32-Oz--Plastic-Bottle-with-Graduations--CW6600SB-A-/product_24392551


Symptom Assessment & Care 
 
Employees 
 
1. Stay home if: 

a. You are experiencing symptoms of COVID-19 
b. You have a family member in your home experiencing COVID-19 symptoms 
c. You have been exposed to COVID-19 through Close Contact within 7 days of their symptom onset. 

The CDC considers Close Contact as:  
i. Living in the same household as a sick person with COVID-19 

ii. Caring for a sick person with COVID-19  
iii. Being within 6 feet of a sick person with COVID-19 for about 10 minutes, OR  
iv. Being in direct contact with secretions from a sick person with COVID-19 (e.g., being coughed on, 

kissing, sharing utensils, etc.).  
2. Call your healthcare provider right away. 
3. Immediately inform Supervisor of healthcare provider recommendations and/or positive test results. 
4. Notify HR and provide a copy of your healthcare provider’s recommendation via fax or email. 

 
*Please take a moment to review and utilize the body fluids section of the Bloodborne pathogens program. In 
addition, we also feel it is important to protect our employees from exposure to hazardous chemicals used for 
cleaning and disinfecting. If you are unfamiliar with a product please review the SDS sheet before using it and 
follow all manufactures instructions for proper use. 
 
Additional information can be found on the OHA COVID-19 Website: 
https://www.oregon.gov/oha/PH/DISEASESCONDITIONS/DISEASESAZ/Pages/emerging-respiratory-
infections.aspx 
 
This protocol shall be followed and enforced by all members of management. Management staff are 
responsible for ensuring that employees comply with this protocol. 
  
Employees who observe violations of this protocol shall report the violations to management or concerns 
can be reported to the HR Director via email. 
 

https://www.oregon.gov/oha/PH/DISEASESCONDITIONS/DISEASESAZ/Pages/emerging-respiratory-infections.aspx
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