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Message from Leadership 
Dear Wasco County Staff,  
 
On behalf of the Board of County Commissioners and our Management Team, welcome 
back to work.  We hope that you and your families are staying healthy and safe. To 
those who have continued to work during this time, thank you for your support of our 
critical operations. And to all, thank you for your commitment and dedication during 
this unprecedented time.  
 
As the events surrounding COVID-19 continue to evolve, we remain fully dedicated to 
the safety, health and well-being of all of you at Wasco County. Covid-19 has changed 
the way in which we interact, communicate and “work.” In order to carry out our 
mission and vision, our processes need to adapt to ensure we continue to serve our 
citizens safely.  
 
The purpose of this playbook is to provide employees and the entire organization with 
safety protocols and steps to take to help keep yourself and our community safe. This 
playbook is intended to provide guidance, which has been outlined by the Centers for 
Disease Control and Prevention (CDC), Oregon Department of Health and Human 
Services pursuant to the Occupational Safety and Health Act (OSHA), the World Health 
Organization (WHO) and our local public health district. As the guidance surrounding 
Covid-19 is continuously changing, HR and Administration are monitoring their guidance 
regularly and will do our best to bring any changes to each of you.  
 
Please don’t hesitate to contact Human Resources (HR) with suggestions or feedback. 
HR and Facilities are here to support you and your teams, as many of us transition back 
to our office environment(s). Don’t hesitate to reach out to them. Thank you for 
continuing to provide core services to the citizens of Wasco County.  And, THANK YOU 
for doing your part to keep yourself and your colleagues safe.  
 
-Nichole Biechler, HR Director 
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RETURN/RESUME OPERATIONS  
 
Beginning June 1, 2021, Wasco County will return to work. Depending on staffing levels, 
number of staff in each department and flex scheduling; each department Manager will 
be responsible for their teams’ accountability in remaining open and available to the 
public. On days where staff may call in sick or be unable to be at work (in-person), it is 
the responsibility of the Manager or Department Director to ensure that appropriate 
staffing levels are maintained.  
 
Office Hours and contact information for each department can be found in Google Drive 
under “Return to Work/Remote Work.” 
 
SAFETY GUIDELINES 
 
How Wasco County is Working to Help Keep You Safe 
 
As the events surrounding COVID-19 continue to evolve, Wasco County is dedicated to 
the safety, health and well-being of our staff and citizens. The following provides you 
with safety protocols and steps to take to help keep yourself, your team and our 
community safe.  
 

 Increased cleaning and disinfection in work areas, common areas, citizen areas, 
pool cars and restrooms.  

 Providing disinfectant to use in work areas wherever possible.  

 Enforcing social distancing and adding barriers, PPE or other precautions where 
needed/necessary.  

 Adjusting and flexing work shifts in some departments and teams to reduce the 
number of people in a particular area at one time.  

 Implemented organization wide procedures (in accordance with guidance) for 
suspected or confirmed COVID cases.  

 Protocol while using organization vehicles or equipment, intended for one 
individual, if two individuals need to be in a vehicle or equipment, PPE required 
for any individual who is unvaccinated.  

 
Daily COVID Check for all Staff 
 
Bring and wear your personal protective equipment (PPE) if unvaccinated – If Wasco 
County has provided you with a face covering, you are required to wear it. If you have 
not been provided with a face covering, you may bring your own or request that one be 
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provided to you.  If you are vaccinated and prefer to continue to wear a face covering, 
please feel free to do so.  
 
Complete self-health check – Do not come to work if you are sick, have COVID-like 
symptoms, have been around someone with COVID or have reason to believe you may 
have the virus. Contact Human Resources and stay home.  
 
Keep at least six feet distance when necessary (unvaccinated) – This includes while in 
team meetings, restrooms, break areas and common space. Barriers and/or PPE added 
where separation is not possible. Please make sure to maintain a safe distance when 
interacting with the general public.  
 
Don’t host large gatherings or meetings – Use video conferencing and minimize large 
gatherings (no more than 6 people), if it needs to be in person, follow face covering and 
six feet distancing guidelines. No large group meetings or gatherings.  
 
Clean your PPE daily – Non-disposable protection should be cleaned each day and it 
someone coughs or sneezes near you. Reusable face coverings should be washed daily.  
 

PREPARE THE BUILDING 

Cleaning & Common Surfaces 

 Devise a cleaning schedule for shared equipment, i.e. computers, phones, 
copier/fax machine, mail machine, coffee pot, doors/handles, etc.  

 Ensure office equipment, desk space, common/shared space is disinfected at the 
start and end of each business day and periodically throughout the day if used by 
multiple employees.  

 Make sure you thoroughly wash your hands after using the restroom/facilities 
and returning to your office/desk.  

 Establish and verify a cleaning schedule for common areas and clean break areas 
after each employees break time.  

 Wasco County (Facilities) will provide disinfectant spray bottles and towel wipes 
or disinfectant wipes for workplace and equipment disinfecting. Facilities to 
verify proper placement of cleaning materials, proper labeling and plan to 
replenish supplies.  

 Ensure door use hygiene is optimized by using propped doors, nearby hand 
sanitizer, etc. Ensure fire doors or doors that would pose a security risk are not 
propped open.  
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 Ensure disinfectant wipes are in all work vehicles and there is a defined process 
for conducting and documenting cleaning. 

 
Communication 

 Back to work communication will be provided to all staff, by their Department 
Manager or Direction on what to expect upon their return. This Playbook has 
been developed for that reason.  

 Manager/Department Director will communicate COVID talking points (FAQ’s, 
see below) in their team/department on the first day back (June 1, 2021) or 
before, with daily reminders thereafter on social distancing, health check-ins, 
and reinforcing good hygiene.  

 Department Managers and Directors to communicate requirement to clean work 
area before and after their scheduled shift.   

 Employees will be instructed to stay in their workstation and not to wander 
outside their areas or go over to casually talk to others.  

 Ensure process and communication on how following COVID requirements are a 
part of job includes communication to employees and management.  

 Management to encourage compliance and to address non-compliance with 
staff and/or Human Resources if issues arise.    

 All locations will have local orders posted at entrances (where applicable).  

 Standard safety precaution posters are at each entrance way. Examples: “do not 
come to work if you have COVID symptoms” signage, use hand sanitizer, social 
distancing, “how we are keeping you safe” postings.  

 General hygiene signs are posted throughout each worksite with particular 
attention to sink/bathroom areas.  

 Social distancing reminder signage is posted throughout each worksite with 
particular attention to areas where people congregate such in elevators, etc.  

 
COVID PPE Supplies 

 Management Team will ensure that all contractors/vendors/suppliers/citizens 
are following protocol and safety procedures as outlined by Public Health, OHA, 
OSHA and the CDC.  

 Personal Protective Equipment will be provided to “guests” of Wasco County as 
necessary.  “Guests,” who are unvaccinated, are required to wear masks in order 
to enter each department.  All employees of Wasco County are encouraged to 
promote the use of PPE with “guests” who are unvaccinated.  

 Each Department Manager or Director will be responsible for communicating 
PPE replenishment needs to Facilities. 

 Department Manager or Director will verify that hand sanitizer is available on or 
next to water coolers in your department and throughout work areas as needed.   
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COVID Response 

 Each Department will be responsible for understanding and participating in 
tracing for potential COVID contact with “guests.” 

 Procedures for reporting positive COVID employees and OSHA record keeping is 
currently in place.  

 Ensure all COVID positive or potential cases are communicated to Human 
Resources. 

 Ensure tracing is in place and contacts are reported to Human Resources if a 
positive COVID case is confirmed amongst staff.  Human Resources will contact 
the appropriate parties and send correspondence if applicable.  

 Human Resources will communicate to Facilities if a thorough COVID cleaning is 
required in a department.  
 

General Hygiene 

 Facilities to verify all restrooms have soap, water, paper towels and toilet paper. 
Facilities to work with the cleaning crews to schedule cleaning and maintenance 
in compliance with COVID.   

 Facilities to place hand sanitizer at all entrances.  

 Signage posted in all restrooms on how to wash hands properly.  
 
Social Distancing 

 Setup defined control entry points for entry to ensure masks and hand sanitizer 
are available and to ensure that entry cannot be made through uncontrolled 
points.  

 Flex schedules/staggered start times, lunches and breaks when possible to assist 
with flow of individuals in and out of the department and building.  

 Each Department Manager of Director to ensure that a social distancing plan in 
place and is being implemented.   

 If holding staff meetings, Department Manager or Director ensures that social 
distancing is taking place, regardless of vaccination status.  

 Ensure all tables and chairs are moved or blocked from use to promote social 
distancing (inside and outside of the building’s).  

 Plexiglass or barriers have been installed at customer facing departments to 
assist with distancing and safety.  

 Facilities will ensure that lobbies and common areas are closed for waiting 
and/or loitering. 

 All conference rooms to hold 1/3 normal capacity and if possible to hold 
meetings outside where social distancing can more easy be accommodated.  
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When possible, allowing fresh outdoor air to circulate through office space is 
recommended.  Also, consider propping exterior doors open to remove the need to 
touch the handles.  
 
PREPARING THE WORKFORCE 
 

First and foremost, employees who are sick or showing COVID-like symptoms have been 
directed to alert their Manager/Director and Human Resources and stay home. This is 
the number one method to prevent transmission of the virus.  
 
Employees are required to conduct their own health check and only come to work if 
they are not sick, have not been around someone who has tested positive for COVID-19 
or if tested positive for COVID-19 themselves, need to follow quarantine guidelines as 
outlined by Public Health and the CDC.  
 

Entry Requirements 

 If you feel sick, or have COVID symptoms, report to your supervisor and go 
home. 

 Face coverings are required to help prevent the spread of COVID-19, for 
unvaccinated individuals. 

 Maintain a minimum six-foot distance from one another. 

 Cover your sneeze or cough with a tissue or your elbow. 

 Do not shake hands or engage in any unnecessary physical contact. 

 Frequently wash hands for at least 20 seconds with soap and water or use hand 
sanitizer. 

 
COVID-19 Health Check 
By entering into your work location, you agree that:  
 

1. YOU do NOT currently have any of the following symptoms: — Coughing, 
sneezing — Fever — Shortness of breath, difficulty breathing — Early symptoms 
of acute respiratory illness such as chills, body aches, sore throat, headache, 
diarrhea, nausea/vomiting, runny nose, muscle pain — New loss of taste or smell 
(if symptoms are believed to be allergy-related, you may come to work)  
 

AND 
 

2. YOU have NOT had close contact (within 6 feet/2 meters for more than 10 
minutes) with anyone who is either confirmed or suspected of having COVID-19, 
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in the last 15 days, including anyone who is experiencing or displaying any of the 
known symptoms of COVID-19 (which are listed above)  
 

AND 
 

3. YOU have NOT tested positive or have been tested and are awaiting the results 
for COVID-19 in the last 15 days. If you cannot agree that all of the above 
statements are true, you may NOT enter. We appreciate your caring for others 
and your support of a safe and healthy work environment. 

 
Business Related Travel 
Whenever possible, it is the preference of Wasco County to have all employees attend 
local, state and national conferences, remotely.  If a remote option is not available and 
in-person attendance has been requested, we ask that you review CDC guidance about 
Domestic Travel during COVID-19. You can find further guidance on this topic below and 
on the CDC website at: https://www.cdc.gov/coronavirus/2019-
ncov/travelers/index.html  
 
Please note that if you are experiencing any symptoms upon your return you will be 
required to stay home and quarantine before returning to the office.  
 
CDC will update these recommendations as more people are vaccinated, as rates of 
COVID-19 change, and as additional scientific evidence becomes available. 

Questions? 

If employees want to submit a question or concern to Human Resources, they may do so 
by emailing nicholeb@co.wasco.or.us or by calling 541-506-2774.  

 

 

 

 

 

 

 

 

 

 

https://www.cdc.gov/coronavirus/2019-ncov/travelers/index.html
https://www.cdc.gov/coronavirus/2019-ncov/travelers/index.html
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APPENDIX A – COVID FAQ’S 

 

COVID-19 Vaccinations and the Work Environment – FAQ’s 
 
What does “fully vaccinated” mean? 
According to the CDC, a person is “fully vaccinated” after it has been at least two 
weeks after that person received the second dose in a 2-dose series or at least two 
weeks after that person received a single-dose vaccine.  
 
Can Wasco County require vaccinations? 
The general rule is yes. However, there are three main exceptions to the general 
rule; disability accommodations, religious accommodations and certain law 
enforcement and healthcare workers in Oregon.  Wasco County will not be requiring 
employees to become vaccinated.   
 
Can we ask our staff if they have been vaccinated? 
Yes. Please do so with caution.  If an employee states that they will not be getting the 
vaccine, please let them know you appreciate them sharing that information, but do 
not ask why they are not getting the vaccine.   
 
What if my entire staff has been vaccinated? Are we able to remove our masks 
when working with each other? 
Yes.  Please make sure that you have all been verified by your Director/Manager or 
Human Resources.  
 
Can I tell people that I am fully vaccinated? 
As a staff member, it is your choice whether to volunteer the information. However, 
it is suggested that you do not take the conversation any further than that.  Again, 
considering that some employees cannot get vaccinated due to medical issues or 
religious beliefs, volunteering such information might make someone feel 
uncomfortable or compelled to share their personal information. 
 
Can a staff member ask another staff member if they have been vaccinated? 
Yes, as long as the conversation is benign in nature and is exclusive to the work at 
hand.  For example: Two staff members are in a meeting, they are socially distanced 
but want to know if they are able to remove their masks.  They may volunteer that 
they have been vaccinated and ask if the other individual feels comfortable with 
them removing their masks.   
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What if a staff member volunteers that they don’t want to get vaccinated? 
Acknowledge the comment, but do not ask follow-up questions.  This is a personal 
choice for the staff member involved, and because it is possible that follow-up 
questions could expose you to confidential and protected information, it is 
recommended to not ask “why”. 
 
What if my staff member doesn’t feel safe returning to work? 
Please assure your staff member that all safety measures are still in place, at least 6 
ft. of social distancing, use of a face mask/covering, regular cleaning and sanitization 
schedules, and continued practice of general hygiene and handwashing.  
 
Additionally, staff members are encouraged and are committed to protecting each 
other by staying home if they do not feel well, or have any symptoms of COVID-19 or 
any other flu or cold like symptoms. Please continue to remind your staff of the 
importance of not coming to work if they are not feeling well and displaying any 
symptoms.  
 
What counts as close contact? 

 You spent at least 15 minutes within 6 feet of someone who has COVID-19. 
 You provided care at home to someone who is sick with COVID-19. 
 You had direct physical contact with the person (hugged or kissed them).  
 You shared eating or drinking utensils. 
 Someone with COVID-19 coughed, sneezed, or otherwise had direct 

respiratory contact with you.  
 
What does “masks not required with proof of vaccination,” mean? 
If you are “fully vaccinated” it is not necessary to wear a mask, covering or shield or 
maintain social distancing, as long as you have shown proof of vaccination BEFORE 
removing your face mask, covering or shield.  Each employee and guest of Wasco 
County will need to show verification if they wish to remove their face mask, 
covering or shield.  
 
As an employee, I need to request an accommodation how do I do that? 
Please have a discussion with Human Resources. Please also remember to continue 
to wear your face mask, covering or shield and practice social distancing until your 
accommodation has been requested and approved.  
 
Can Wasco County, as my employer, legally ask for proof of vaccination? 
Yes. According to the EEOC (Equal Employment Opportunity Commission), an 
employer can ask for verification of vaccination, because, as the EEOC explains, 
“simply asking is not opening the door to further medical conversation or exposing 
certain medical conditions.” 
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Isn’t Wasco County violating HIPPA by asking? 
No, Wasco County is not a medical organization and thus does not fall under the 
regulations imposed by HIPPA. 
 
What if I don’t want to continue to wear my face mask, covering or shield and 
don’t want to continue practicing social distancing and I haven’t been fully 
vaccinated? 
Please don’t go there.  As an employer, we don’t like this anymore than you do and 
guidance is changing every day.  We are doing the best we can to maintain your 
health and safety and the health and safety of everyone who walks through our 
doors.  
 
As an employee, I am concerned about continuing to wear my face mask, 
covering or shield, as others will know I haven’t been vaccinated.  
While Wasco County encourages all to consider getting vaccinated, we also 
understand that there are certain situations that may prohibit individuals from 
becoming vaccinated.  We also understand that getting vaccinated is a personal 
choice for staff and we respect that choice.  We ask that you continue to follow 
guidance outlined by the CDC, OHA and OSHA and continue to wear your face mask, 
covering or shield and continue to practice social distancing.  If you feel that you 
have been discriminated or harassed because of your vaccination status, please 
report this to Human Resources immediately.  
 
Additionally, please keep in mind that by wearing your face mask, covering or shield 
and continuing to practice social distancing doesn’t necessarily mean that an 
individual has or hasn’t been fully vaccinated.  Wasco County respects the right of 
anyone, regardless of vaccination status, to wear a face mask and engage in social 
distancing. 
 
What if I have other questions? 
Questions are welcome!  Contact Human Resources at 541-506-2774 or 
nicholeb@co.wasco.or.us 
 
 
 
 
 
 
 

 

mailto:nicholeb@co.wasco.or.us
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APPENDIX B – KAISER PERMANENTE FACE COVERING RECOMMENDATIONS 
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HELPFUL LINKS 

 

Contact Tracing for COVID-19 – CDC Guidance 

https://www.cdc.gov/coronavirus/2019-ncov/php/contact-tracing/contact-tracing-
plan/contact-tracing.html 

 

Wasco County’s Infection Control Plan and COVID-19 Resources 

https://www.co.wasco.or.us/departments/human_resources/employee_web_portal.php 

 

CDC Print Resources/Posters 

https://www.cdc.gov/coronavirus/2019-ncov/communication/print-
resources.html?Sort=Date%3A%3Adesc 

 

CDC Key Things to Know about COVID-19 Vaccines: https://www.cdc.gov/coronavirus/2019-
ncov/vaccines/index.html 

 Information on vaccine types 

 Benefits of getting the vaccine 

 What to expect when getting the vaccine 

 Understanding vaccine differences 
 
Mental Health and Emotional Well-Being 
Cascade Centers EAP https://cascadecenters.com/ 
Mental Health First Aid  https://www.mentalhealthfirstaid.org/news-and-updates/ 
 
 

 

 

 

 

 

 

https://www.cdc.gov/coronavirus/2019-ncov/php/contact-tracing/contact-tracing-plan/contact-tracing.html
https://www.cdc.gov/coronavirus/2019-ncov/php/contact-tracing/contact-tracing-plan/contact-tracing.html
https://www.co.wasco.or.us/departments/human_resources/employee_web_portal.php
https://www.cdc.gov/coronavirus/2019-ncov/communication/print-resources.html?Sort=Date%3A%3Adesc
https://www.cdc.gov/coronavirus/2019-ncov/communication/print-resources.html?Sort=Date%3A%3Adesc
https://www.cdc.gov/coronavirus/2019-ncov/vaccines/index.html
https://www.cdc.gov/coronavirus/2019-ncov/vaccines/index.html
https://cascadecenters.com/
https://www.mentalhealthfirstaid.org/news-and-updates/
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Wasco County 
Policy Distribution Acknowledgement Form 

 
Name (print):  _______________________________________________________ 
Department:  _________________________________________________ 
 
I hereby acknowledge receipt of the following guidance: 

 Return to Work Playbook 

I understand that I have the responsibility to read and understand the information 
contained in the aforementioned policies, and to ask my supervisor or human 
resources for clarification of any information I do not understand.  
 
Signed:________________________________________                  Date:__________________________ 

 


