APPENDIX A — CHECKLIST FOR WORKPLACE SAFETY

Workplace safety is critical to the resumption of instruction, business operations and services
vital to the UM Mission. To prepare campus for the resumption of face-to-face work and the
return of students, the Health Advisory Group of the Campus Preparedness and Response
Group has created broad guidelines to promote best-practices (University of Montana’s
Workplace Expectations and Guidelines), as well as a checklist(s) to be completed by each unit
on campus to ensure all appropriate measures are considered to reduce the potential for
spread of coronavirus within the UM workplace.

The checklist should be completed by supervisors or managers for all units listed in Appendix
(B) of the University of Montana Guidance for Workplace Safety SARS-CoV-2 and updated as
necessary to ensure the University is implementing recommended protocols to limit the spread
of coronavirus while continuing operations. A working copy shall be maintained in the office of
each unit, and should be provided to students, staff and/or faculty upon request. A signed
version of the checklist shall also be provided to Risk Management and shared with Human
Resource Services upon completion. For additional questions about the checklist, please
contact Jason Sloat in the Office of Risk Management (406-243-2700) or
Jason.Sloat@umontana.edu

UNIT: DATE: COMPLETED BY:

MITIGATION: We will implement appropriate measures designed to minimize the potential for spread
of coronavirus.

Description of measure Initial in box if Indicate date Comments (include N/A if
completed implemented the measure is not
applicable to the unit)

Post information to inform
students, employees and visitors to
NOT enter UM facilities if they have
tested positive or exhibit COVID-19
symptoms. For students, include
information about how to contact
Curry Health immediately if they
have symptoms or test positive.

Post directive and floor decals to
remind about physical distancing
(min six feet), not gathering in
groups of 10 or more, and staying
out of crowded places and mass
gatherings.

Post signs recommending masks
for all who work or visit the unit.



mailto:Jason.Sloat@umontana.edu

Have disposable masks available,
with information about purchasing
or making a cloth mask (CDC
guidance).

Where face-to-face interactions
routinely occur closer than six feet,
install Plexiglas barriers.

Evaluate traffic flow in work spaces
and consider mitigations for safe
physical distancing (for example,
creating one-way building entry
and exit points, one-way traffic
aisles, and/or moving desks to
increase distance between work
stations). Describe these actions in
the comments.

Remove couches, chairs and
seating in waiting areas so that
points of congregation are
minimized.

Post signs recommending frequent
hand washing.

Have hand sanitizer available for
employees and students/visitors.

Post rules for employee break
areas consistent with CDC
guidance. Limit occupancy within
breakrooms to ensure appropriate
distancing. Stagger break times to
minimize clustering.

Keep common/break areas free of
clutter, magazines, newspapers,
etc. Eliminate reusable kitchen
dishes, mugs, utensils and replace
with single-use options. Have
cleaning supplies available in
breakrooms and encourage
disinfecting area(s) after use.

Restrooms; use of restrooms
should be limited based on size to
ensure at least six feet distance
between individuals.

Elevators: limit the number of
people that may enter an elevator
at one time. Encourage use of
stairs whenever possible.




Keep disinfecting supplies readily
available for all employees and
encourage use. Regularly check to
ensure adequate amounts of
cleaning supplies, and order from
custodial services as needed.

Laboratory workspaces will have
additional unit-specific
requirements, including the
following: increased sanitizing of
lab benches, equipment and tools;
use of sanitized eyewear,
disposable gloves, and masks
whenever possible; flexible lab
scheduling to promote social
distancing. Describe these actions
in the comments.

Ensure employees have access to
information about COVID
symptoms and agree to leave work
and/or stay at home if they are
symptomatic.

Stagger work shifts to reduce
people coming together at
common entry/exit points of
building

Encourage those employees with
increased risk to continue
teleworking

Additional mitigation measures:

Please describe specific mitigation measures not described above which may be unique to your work
unit.
*You may also append a detailed plan to this document.
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