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Memo 

Date:    May 22, 2020 

To:   All MetroED Employees 

From:   Ron Lebs 

Attached for your review is the County of Santa Clara Public Health Department’s Social Distancing Protocol ‐ 
COVID‐19 Site specific Protection Plan. This Protocol was updated by the County on May 18, 2020. It is being 
distributed to all employees to ensure that anyone who accesses the campus is both informed and prepared 
with respect to expectations and protocols that have been implemented in response to COVID‐19. 

Because we cannot practically gather everyone together for training we are asking that all employees complete 
all of the following prior coming to the campus, but no later than Monday, June 1, 2020: 

1. Read the attached document in its entirety, including all hyperlinks. 
2. Familiarize yourself with and be prepared to follow all of the guidelines outlined in the Protocol and 

hyperlinks. 

In order to access the campus all individuals will be required to: 

 Have prior approval from their supervisor 
You will not be allowed on campus unless you have received prior approval 

 Have their temperature taken 

 Wear a face covering while on campus 

 Use only the restroom in the building where they work 

 Wear gloves while working on campus 

 Certify that they have read and understood the attached Protocol 

Anyone accessing the campus will need to certify that they have not: 

 Had close contact (within 6 feet) to anyone with a confirmed case of COVID‐19, or any other 
communicable disease within the last 14 days 

 Experienced a persistent cough within the last 14 days 

 Experienced a fever in excess of 100.4 within the last 14 days 

 Experienced chills within the last 14 days 

 Experienced a sore throat within the last 14 days 

 Experienced shortness of breath within the last 14 days 

 Traveled to a high risk area (Europe, South Korea, Iran, China, Venezuela, Malaysia, Ireland or the United 
Kingdom) within the last 14 days 
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 Been on a cruise within the last 14 days 

A checkpoint has been set up at the campus entrance. All individuals are being screened upon campus entry. If 
you do not meet the criteria listed above, you will not be allowed on campus.  

We appreciate your cooperation in helping to make the MetroED campus safe for all concerned. 

If you have any questions, please contact your supervisor, thank you. 



 
  

   

    

    

  

 

    

  

 

       

    

   

  

      

  

 

 
   

 

  

 

    

 

 
 
 
 
 

 

 

 

 

 

 

 

 
 
 
 
 

 

 

 

 

 

 

   

 

 

 

 

 
 
 
 
 

 

 

 

 

 

 

Social Distancing Protocol
COVID-19 Site-Specific Protection Plan 

Business Name: 

Facility Address: Click or tap here to enter text. 

This Protocol was most recently updated on: Click or tap here to enter text. 

Maximum number of people allowed in facility at any time: 

Total Facility Square Footage: 

Total Facility Square Footage Open to Public: 

The Person Responsible for Implementing this Protocol 

Name: Click or tap here to enter text. Title Click or tap here to enter text. 

Phone number: Click or tap here to enter text. Email Address: Click or tap here to enter text. 

Businesses must implement all applicable measures listed below and 
be prepared to explain why any measure that is not implemented is inapplicable to the business. 

Signage and Distribution: 

☐ Post signage at each public entrance of the facility to inform personnel and customers of the following:

☐ Do not enter the facility if you have COVID-19 symptoms;
☐ Maintain a minimum six-foot distance from others, including when in line;
☐ Sneeze and cough into a cloth or tissue or, if not available, into your elbow;
☐ Face coverings required to enter (except if 6 years of age or under or medically inadvisable);
☐ Do not shake hands or engage in any unnecessary physical contact.

☐ Post signage at appropriate locations throughout the facility reminding customers to maintain social
distance.

☐ Post a copy of your COVID-19 PREPARED Sign and Social Distancing Protocol Visitor Information
Sheet at each public entrance to the facility where staff and customers can easily view them.

Personnel Training: 

☐ Copies of this Protocol will be distributed to all personnel.

☐ Personnel are trained on COVID-19 information from the CDC, how to prevent COVID-19 from
spreading, who is especially vulnerable to the disease, and when to seek medical attention.

☐ Personnel are trained on screening themselves for COVID-19 symptoms, including temperature and/or
symptom checks using CDC guidelines.

☐ Personnel are trained on the need to stay home and get tested if they have a frequent cough, fever,
difficulty breathing, chills, muscle pain, headache, sore throat, recent loss of taste or smell, or if they or
someone they live with have been diagnosed with COVID-19.

Protocol Template Updated May 18, 2020  1

https://www.cdc.gov/coronavirus/2019-ncov/index.html
https://www.cdc.gov/coronavirus/2019-ncov/symptoms-testing/symptoms.html


  
 

  

 
 
 
 

 

   

 
 
 
 

 
 

     
 

 
   

 
    

 
    

   
 

  
 

    
 

    
 
 
 
 

 
 

 
   

 
    

 
      

  
 

       
  
 

 
    

 
 
 
 
 

  
 

 
 

    
 

     
  

 
      

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Social Distancing Protocol
COVID-19 Site-Specific Protection Plan 

Personnel Training (continued) 

☐ Personnel are trained on County guidelines for when it is safe to return to work if they are symptomatic
or have tested positive for COVID-19.

☐ Personnel are trained on the need for frequent handwashing with soap and water, proper use of face
coverings, the importance of social distancing, and other measures in this Protocol.

☐ Personnel are encouraged to get tested for COVID-19 in accordance with County guidance and given
information on test locations: https://www.sccgov.org/sites/covid19/Pages/covid19-testing.aspx.

☐ Personnel have been informed that they can contact the County Office of Labor Standards Enforcement
to report any deficiencies in compliance with Social Distancing Protocol requirements by this business:

Office of Labor Standards Enforcement Advice Line: 866-870-7725

☐ Personnel are trained on new or modified measures immediately upon updating this Protocol.

☐ Optional—Describe other measures:

Individual Control Measures and Screenings: 

☐ All personnel who can carry out their work duties from home have been directed to do so and are doing
so.

☐ All workers have been directed not to come to work if sick or exhibiting symptoms of COVID-19.

☐ All employees are given temperature and other COVID-19 symptom screenings at the beginning of their
shift, and all other vendors, contractors, and other workers are screened before entering the facility.

☐ Require all persons to properly wear face coverings at all times in the facility (except if 6 years of age or
under, medically inadvisable, or the face covering would create a safety hazard for workers under
established health and safety guidelines).

☐ Optional—Describe other measures:

Handwashing and Hand-Sanitizing Protocols: 

☐ Encourage frequent handwashing and use of hand sanitizer and provide frequent breaks for handwashing.

☐ Soap and water are available to all personnel at the following location(s): Click or tap here to enter text.

☐ Hand sanitizer effective against COVID-19 is available to all frontline staff as well as to other personnel at
the following location(s): Click or tap here to enter text.

☐ Hand sanitizer and/or soap and water are available to the public at or near the facility entrance, at checkout
counters, and at various locations throughout the facility to enable the public and staff to frequently clean their
hands.

Protocol Template Updated May 18, 2020  2 

https://www.sccgov.org/sites/covid19/Pages/covid19-testing.aspx
https://www.sccgov.org/sites/covid19/Pages/learn-what-to-do.aspx#positiveCoV
https://www.sccgov.org/sites/covid19/Pages/covid19-testing.aspx


  
 

  

 
 
 
 

 

   

 
 
 
 

  
 

   
 

  
 
 
 
 

 
 

 
      

 
 

   
 

 
  

   
 

    
  

 
    

 
 

   
 

    
 

    
  

 
   

  
 
 
 
 
 

 
 

   
  

   
 

   
    

   
      

    
   

      
 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

        
         

 

  
          

 
        

 

 

 

 

 

 
 
 

 

 

 

 

 

 

 

 
 

 

Social Distancing Protocol
COVID-19 Site-Specific Protection Plan 

Handwashing and Hand-Sanitizing Protocols (continued) 

☐ Ensure that handwashing and other sanitary facilities are operational and stocked at all times.

☐ Optional—Describe other measures:

☐ Thoroughly and regularly clean high traffic areas and frequently disinfect high-contact surfaces
(including doorknobs, handrails, counters, tables, checkout areas, cash registers, telephones, etc.).

☐ Break rooms, bathrooms, and other common areas are disinfected frequently, on the following schedule:

☐ Break rooms:
☐ Bathrooms:
☐ Other (Click or tap here to enter text.): Click or tap here to enter text.

☐ Disinfectant and related supplies are available to all employees at the following location(s):
Click or tap here to enter text.

☐ Disinfecting wipes that are effective against COVID-19 are available for use by customers and
personnel near shopping carts and baskets.

☐ Staff are assigned to disinfect carts and baskets regularly.

☐ Shared equipment and touchable surfaces like payment portals and pens are disinfected after each use.

☐ Adjust stores hours to provide adequate time for cleaning and stocking with social distancing, and
provide time for workers to clean between shifts.

☐ Optional—Describe other measures:
Click or tap here to enter text.

Measures to Maintain Social Distancing: 

☐ To allow adequate social distancing (6 feet minimum) at all times and comply with any occupancy
limitations in the Order, limit the number of people in the facility at any one time to______ (see
applicable County guidance or directive for your facility type).

1. Total square footage of the facility:
2. Total square footage open to the public:

☐ Post an employee near the door to ensure that the maximum number of customers is not exceeded, that
all customers are wearing face coverings to enter (except children 6 years of age or under or persons for
whom face coverings are medically inadvisable), and that customers comply with other provisions of
this Protocol. Ensure that this employee is more than 6 feet away from customers to maintain adequate
social distance.

Protocol Template Updated May 18, 2020  3 



  
 

  

 
 
 
 

 

   

 
 
 
 
 

 
 

       
    

 
   

  
 

      

 
    

 
      

    
 

 
 
 

   
 

          
 

 
     

 
      

 
    

 
    

 
    

 
 
 
 

 
 

 
   

 
   

 
     

 
 

     
    

 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  
 

   

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Social Distancing Protocol
COVID-19 Site-Specific Protection Plan 

Measures to Maintain Social Distancing (continued) 

☐ Place additional limitations on the number of workers in enclosed areas of the facilities (such as the
break rooms) to ensure at least six feet of separation. 

☐ Place per-person limits on goods that are selling out quickly to reduce crowds and lines.
Explain: Click or tap here to enter text. 

☐ Place tape or other markings at least six feet apart in customer line areas inside the store and on
sidewalks at public entrances with signs directing customers to use the markings to maintain distance. 

☐ Separate order areas from delivery areas to prevent customers from gathering. 

☐ Minimize exposure between cashiers and customers through social distancing or use of barriers where 
social distancing cannot be maintained. Describe: 

☐ Increase remote (online and telephone) purchasing, delivery, and curbside pickup service options. 

☐ Instruct staff to maintain at least six feet of distance from customers and from each other, except staff
may momentarily come closer when necessary to accept payment, deliver goods or services, or perform
a job duty. 

☐ Stagger personnel breaks, in compliance with wage and hour regulations, to maintain adequate social
distancing. 

☐ Minimize any in-person meetings and adjust those that are necessary to ensure adequate social 
distancing. 

☐ All desks or individual workstations are separated by at least six feet. 

☐ Reconfigure, restrict, or close break rooms and other common areas to maintain social distancing. 

☐ Optional—Describe other measures: 

Measures to Prevent Unnecessary Contact: 

☐ Close all public seating areas. 

☐ Prevent people from self-serving any food-related items, including from food bars, bulk-item bins, and
shared containers in breakrooms. Discontinue product sampling. 

☐ Do not allow customers to use their own cups or other reusable food containers from home for
takeaway. 

☐ Require customers using reusable bags from home to bag their own groceries or prevent use of reusable
bags from home. Describe: 

Protocol Template Updated May 18, 2020  4 



  
 

  

 
 
 
 

 

   

 
 
 
 

  
 

    
 

     
 
 
 
 
 

 
 

      
 

 
      

   
  

    
    
  

 
 
 

 
 

 
 
 
 
 
 
 
 
 
 

 
 
 
 

 
 

 
 

            
   

  
 

  
 

 
 
 

  
 
      

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

-------------------------------------- ------------------------------------------

Social Distancing Protocol
COVID-19 Site-Specific Protection Plan 

Measures to Prevent Unnecessary Contact (continued) 

☐ Provide contactless payment systems if possible. 

☐ Optional—Describe other measures (e.g. providing senior-only hours): 

Compliance Procedures: 

☐ Regularly evaluate the workplace for compliance with this Protocol and document and correct
deficiencies. 

☐ Personnel have been informed that they can call the County of Santa Office of Labor Standards 
Enforcement at 1-866-870-7725 to report any deficiencies in compliance with Protocol requirements. 

☐ Customers are informed that they can report any deficiencies in compliance with Protocol requirements 
to County of Santa Clara Office of the District Attorney at www.santaclara-da.org 
or pubhealthreferral@dao.sccgov.org. 

Describe additional health and safety measures implemented for this facility: 

Certification 

I, Click or tap here to enter text. , affirm that all information in this Social Distancing Protocol is true and
accurate to the best of my knowledge, that all employees will be provided a copy of this Protocol and receive
trainings as required in this Protocol, that copies of the COVID-19 PREPARED Sign, Social Distancing 
Protocol Visitor Information Sheet, and signage will be posted as required herein, and that all applicable
measures are being implemented as set forth herein. 

Name Signature 

Protocol Template Updated May 18, 2020  5 

http://www.santaclara-da.org/
mailto:pubhealthreferral@dao.sccgov.org
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Social Distancing Protocol 
Visitor Information 
Last updated: 

Learn More or Report a Complaint 

To report a complaint about this or another business not following a Social Distancing 
Protocol, visit www.santaclara-da.org or email pubhealthreferral@dao.sccgov.org. 
To view the County Health Officer’s Order and other information related to COVID-19, 
visit sccgov.org/coronavirus. 
The person responsible for implementing this business’s protocol is: 

Name Title 

Email Phone Number 

Business Name: ___________________________________________________________________ 

Facility Address:___________________________________________________________________ 

The maximum number of people allowed in this facility to ensure that people are easily 
able to maintain six-foot social distancing, or as required by the Order, is ______________. 
The total square footage of this facility is __________________. 
The square footage of this facility open to the public is____________. 

Summary of Customer-Facing Requirements 

o Handwashing facilities or sanitizer is available near the facility entrance. 
o An employee is posted at or near the facility entrance to ensure the maximum 

number of customers is not exceeded and all persons are wearing face 
coverings. 

o Tape or markings have been placed at least six feet apart where people form 
lines. 

sccgov.org/coronavirus Santa Clara County Emergency Operations Center Call: 2-1-1 
Updated May 18, 2020 

https://sccgov.org/coronavirus
rlebs
Typewritten Text
May 22, 2020



COVID-19 Prepared 

This business has completed a Social Distancing Protocol to prevent the spread 
of COVID-19. 

For more information or to learn how to file a complaint, see this business’s 
Social Distancing Protocol Visitor Information Sheet (required to be posted 
with this sign) or visit sccgov.org/coronavirus. 

https://sccgov.org/coronavirus
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	The total square footage of this facility is: 220,829
	The square footage of this facility open to the public is: ZERO
	Business Name: Metropolitan Education District
	Facility Address: 760 Hillsdale Avenue  San Jose, CA 95136
	This Protocol was most recently updated on: 05/22/2020
	Maximum number of people allowed in facility at any time: 125
	Total Facility Square Footage Open to Public: ZERO
	Title of Person Responsible for Implementing this Protocol: Chief Business Officer
	Name of Person Responsible for Implementing this Protocol: Ron Lebs
	Phone of Person Responsible for Implementing this Protocol of Person Responsible for Implementing this Protocol: 408-723-6419
	Email of Person Responsible for Implementing this Protocol of Person Responsible for Implementing this Protocol: rlebs@metroed.net
	☐	Post signage at each public entrance of the facility to inform personnel and customers of the following: On
	☐	Copies of this Protocol will be distributed to all personnel: On
	☐	Personnel are trained on COVID-19 information from the CDC, how to prevent COVID-19 from spreading, who is especially vulnerable to the disease, and when to seek medical attention: On
	☐	Personnel are trained on screening themselves for COVID-19 symptoms, including temperature and/or symptom checks using CDC guidelines: On
	☐	Personnel are trained on County guidelines for when it is safe to return to work if they are symptomatic or have tested positive for COVID-19: On
	☐	Personnel are encouraged to get tested for COVID-19 in accordance with County guidance and given information on test locations: https://www: 
	sccgov: 
	org/sites/covid19/Pages/covid19-testing: 
	aspx: On



	☐	Personnel are trained on the need for frequent handwashing with soap and water, proper use of face coverings, the importance of social distancing, and other measures in this Protocol: On
	☐	Personnel are trained on new or modified measures immediately upon updating this Protocol: On
	☐	All personnel who can carry out their work duties from home have been directed to do so and are doing so: On
	☐	All workers have been directed not to come to work if sick or exhibiting symptoms of COVID-19: On
	☐	All employees are given temperature and other COVID-19 symptom screenings at the beginning of their shift, and all other vendors, contractors, and other workers are screened before entering the facility: On
	☐	Require all persons to properly wear face coverings at all times in the facility (except if 6 years of age or under, medically inadvisable, or the face covering would create a safety hazard for workers under established health and safety guidelines): On
	Handwashing and Hand-Sanitizing Protocols other measures: 
	Locations of Disinfectant: Maintenance & Operations Department
	Total Facility Square Footage: 220,829
	Total square footage of the facility: 220,829
	☐	Shared equipment and touchable surfaces like payment portals and pens are disinfected after each use: Off
	☐	Adjust stores hours to provide adequate time for cleaning and stocking with social distancing, and provide time for workers to clean between shifts: Off
	☐	Disinfecting wipes that are effective against COVID-19 are available for use by customers and personnel near shopping carts and baskets: Off
	☐	Staff are assigned to disinfect carts and baskets regularly: Off
	☐	To allow adequate social distancing (6 feet minimum) at all times and comply with any occupancy limitations in the Order, limit the number of people in the facility at any one time to______ (see applicable County guidance or directive for your facility type): Off
	☐	Place additional limitations on the number of workers in enclosed areas of the facilities (such as the break rooms) to ensure at least six feet of separation: On
	Total square footage open to the public: Zero
	Place per-person limits on goods that are selling out quickly to reduce crowds and lines: 
	 Explain:: 

	☐	Place tape or other markings at least six feet apart in customer line areas inside the store and on sidewalks at public entrances with signs directing customers to use the markings to maintain distance: Off
	☐	Separate order areas from delivery areas to prevent customers from gathering: Off
	Minimize exposure between cashiers and customers through social distancing or use of barriers where social distancing cannot be maintained: 
	 Describe:: 

	☐	Increase remote (online and telephone) purchasing, delivery, and curbside pickup service options: Off
	☐	Instruct staff to maintain at least six feet of distance from customers and from each other, except staff may momentarily come closer when necessary to accept payment, deliver goods or services, or perform a job duty: On
	☐	Stagger personnel breaks, in compliance with wage and hour regulations, to maintain adequate social distancing: On
	☐	Minimize any in-person meetings and adjust those that are necessary to ensure adequate social distancing: On
	☐	All desks or individual workstations are separated by at least six feet: Off
	☐	Reconfigure, restrict, or close break rooms and other common areas to maintain social distancing: On
	☐	Prevent people from self-serving any food-related items, including from food bars, bulk-item bins, and shared containers in breakrooms: 
	 Discontinue product sampling: Off

	Social Distance - Describe other measures: Work schedules are arranged to limit employee proximity and maintain social distancing.
School Campus not open to the public.
	☐	Do not allow customers to use their own cups or other reusable food containers from home for takeaway: Off
	Measures to Prevent Unnecessary Contact - Describe other measures (e: 
	g: 
	 providing senior-only hours):: School Campus not open to the public.


	Describe additional health and safety measures implemented for this facility:: + The Metropolitan Education District campus is not currently open to direct public access.
+ All visitors must be approved in advance to access the campus prior to arrival.
+ All visitors must check in at the gate and be screened prior to entry.
	Name: Ronald N. Lebs
	Name of certification: Ronald N. Lebs
	Optional—Describe other personnel training measures :: 
	Describe Other Individual Control Measures and Screenings:: School Campus not open to the public.
	Locations of Soap and water are available to all personnel at the following location(s): Restrooms & Breakrooms
	Locations of Hand sanitizer effective against COVID-19 is available to all frontline staff as well as to other personnel at the following location(s): At the front counter of each building, entryways, and each classroom.
	☐	Do not enter the facility if you have COVID19 symptoms: On
	☐	Maintain a minimum sixfoot distance from others including when in line: On
	☐	Sneeze and cough into a cloth or tissue or if not available into your elbow: On
	☐	Face coverings required to enter except if 6 years of age or under or medically inadvisable: On
	☐	Do not shake hands or engage in any unnecessary physical contact: On
	☐	Post signage at appropriate locations throughout the facility reminding customers to maintain social distance: On
	☐	Post a copy of your COVID-19 PREPARED Sign and Social Distancing Protocol Visitor Information Sheet at each public entrance to the facility where staff and customers can easily view them: On
	☐	Personnel are trained on the need to stay home and get tested if they have a frequent cough, fever, difficulty breathing, chills, muscle pain, headache, sore throat, recent loss of taste or smell, or if they or someone they live with have been diagnosed with COVID-19: On
	☐	Personnel have been informed that they can contact the County Office of Labor Standards Enforcement to report any deficiencies in compliance with Social Distancing Protocol requirements by this business:: On
	☐	Optional—Describe other measures: Off
	☐	Optional—Describe other individual control measures and screenings: On
	☐	Encourage frequent handwashing and use of hand sanitizer and provide frequent breaks for handwashing: On
	☐	Soap and water are available to all personnel at the following locations Click or tap here to enter text: On
	☐	Hand sanitizer effective against COVID19 is available to all frontline staff as well as to other personnel at: On
	☐	Hand sanitizer andor soap and water are available to the public at or near the facility entrance at checkout: On
	☐	Ensure that handwashing and other sanitary facilities are operational and stocked at all times: On
	☐	OptionalDescribe other measures: Off
	☐	Thoroughly and regularly clean high traffic areas and frequently disinfect high-contact surfaces: On
	☐	Break rooms, bathrooms, and other common areas are disinfected frequently, on the following schedule: On
	☐	Break rooms: On
	☐	Bathrooms: On
	Other Rooms: 
	☐	Other Rooms check: Off
	Break room shedule: Nightly
	Bathroom schedule: Nightly
	Other Rooms schedule: 
	☐	Disinfectant and related supplies are available to all employees at the following location(s): On
	☐	Optional - Describe other measures: Off
	Describe other measures: 
	Limit of number of people allowed in facility: 
	☐	Post an employee near the door to ensure that the maximum number of customers is not exceeded, that all customers are wearing face coverings to enter (except children 6 years of age or under or persons for whom face coverings are medically inadvisable), and that customers comply with other provisions of this Protocol: 
	 Ensure that this employee is more than 6 feet away from customers to maintain adequate social distance: Off

	☐	Place per-person limits on goods that are selling out quickly to reduce crowds and lines: Off
	☐	Minimize exposure between cashiers and customers through social distancing or use of barriers where social distancing cannot be maintained: Off
	☐	Social distancing - describe other measures: On
	☐	Close all public seating areas: Off
	☐	Require customers using reusable bags from home to bag their own groceries or prevent use of reusable bags from home: 
	 Describe:: Off

	Require customers using reusable bags from home to bag their own groceries or prevent use of reusable bags from home: 
	☐	Provide contactless payment systems if possible: Off
	☐	Optional—Describe other measures (e: 
	g: 
	 providing senior-only hours):: On


	☐	Regularly evaluate the workplace for compliance with this Protocol and document and correct deficiencies: On
	☐	Personnel have been informed that they can call the County of Santa Office of Labor Standards Enforcement at 1-866-870-7725 to report any deficiencies in compliance with Protocol requirements: On
	☐	Customers are informed that they can report any deficiencies with Protocol requirements: On
	Max number of people allowing six-foot social distancing: 125
	Title Responsible: Chief Business Officer
	Name Responsible: Ronald N. Lebs
	Email Responsible: rlebs@metroed.net
	Phone Number Responsible: 408-723-6419


