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COVID-19
SAFETY &
CLEANING PROTOCOL
Graduation Photography



UCTION
Lifetouch is proud of the extensive safety protocols we have developed to meet the needs of the industry as an essential service. The safety of our employees, hosts, and families as always is our #1 concern. We are so glad to be able to capture images during this time in a safe way!

Our safety protocols follow the guidelines and recommendations of Alberta Health Services, the Public Health Agency of Canada (PHAC) and Occupational Safety and Health Administration (OSHA) standards related to COVID-19.

[bookmark: _Hlk52880835]LIFETOUCH EMPLOYEE HEALTH ASSESMENT:
All Lifetouch employees adhere to both School Board self assessment policies as well as Alberta Health Services guidelines to ensure they are healthy prior to entering any school building.  Photographers sign in to schools daily including contact information to assist in contact tracing.
SOCIAL DISTANCING & NO-CONTACT POSING:
In our continued efforts to safeguard our employees and customers, we will continue to follow ‘No-Contact’ posing and social distancing will be implemented. Going forward, photographers will not make physical contact and will keep a 6 ft distance from subjects, customers and employees.
ENHANCED DAILY CLEANING CHECKLIST:
Making sure studios and in school locations are sanitized and safe for our customers, subjects and employees is our top priority. To support this, an enhanced daily cleaning checklist shows exactly should be cleaned throughout the day.
PHOTOGRAPHY PROCESS:
To minimize risk to our customers and fellow employees, these are the following changes to the Picture Day Process: 
· Appointments are reserved for those that have confirmed their time through our online booking site or by phone. We will not be allowing walk up appointments.
· Our check-in process is paperless to allow for social distancing and eliminate the need to touch common surfaces.
· Online sit fee payment is encouraged and only debit and credit are accepted onsite.  
· Photography equipment and flow is setup to enable social distancing throughout the session between our staff and graduates.
· Graduation hats are not provided. If graduates choose to bring their own graduation hat they will be included in the sitting.
· Graduation gowns and sashes are disinfected with spray and steamed between uses.
· Multi use props (roses and diplomas) are disinfected and only used once per day.
· Props such as sports equipment, musical instruments, etc. are not provided however, graduates are welcome to bring their own.
· No family, pets or friends are allowed in photography area - only the graduate will be photographed.
· All proofs and packages are shipped directly to graduates home address.
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CLEANING PRODUCTS

Photographers will use these items as needed, per Daily Checklist on page 3.

] ..
° ®
00000
[ P
®e
SANITIZING WIPES SANITIZING SPRAY
20z & 320z

HOW TO USE: Wipe surface. Use enough wipes for HOW TO USE: Hold can upright 6 inches from
treated surface to remain visibly wet for 10 seconds. surface. Spray 3-4 seconds until covered with mist.
Let surface dry. Surfaces must remain wet for 10 seconds.

Let surface dry.
NOTE: Do not use on electronics

NOTE: For use on hard surfaces

HAND SANITIZER PREMOISTENED ALCOHOL WIPES
4oz & 8oz & GIVEAWAY SIZE
HOW TO USE: Place enough product in your palm HOW TO USE: Wipe surface. Use enough wipes for
to thoroughly cover your hands. Rub hands together treated surface to remain visibly wet for 10 seconds.
briskly until dry. Let surface dry.
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CDC RECOMMENDATIONS

Our Preparedness Plan follows Centers for Disease Control and Prevention (CDC) and U.S.
Department of Health (HHS) guidelines, federal OSHA standards related to COVID-19, and the
Public Health Agency of Canada (PHAC) and addresses:

¢ Hygiene and respiratory etiquette

¢ Engineering and administrative controls for social distancing
¢ Housekeeping - cleaning, disinfecting and decontamination
¢ Prompt identification and isolation of sick persons

¢ Communications and training that will be provided to all employees

HANDWASHING:

Basic infection prevention measures are being implemented at our workplaces at all times. Workers
are instructed to wash their hands for at least 20 seconds with soap and water frequently throughout
the day, but especially at the beginning and end of their shift, prior to any mealtimes and after using
the toilet. All visitors to the facility, studio or host location will be required to wash their hands prior
to or immediately upon entering the facility. Hand-sanitizer dispensers are located throughout the
facilities, studios and issued to our field photographers. Sanitizers (of greater than 60% alcohol) and
can be used for hand hygiene in place of soap and water, as long as hands are not visibly soiled.
Each day, employees are reminded to wash their hands frequently including the following:

* Upon entering the studio or host facility
¢ End of shift
* Prior to and after breaks and mealtimes

e After using the restroom

RESPIRATORY ETIQUETTE:

Workers and visitors are being instructed to cover their mouth and nose with their sleeve or a tissue
when coughing or sneezing and to avoid touching their face, their mouth, nose and eyes, with their
hands. They should dispose of tissues in the trash and wash or sanitize their hands immediately
afterward. Respiratory etiquette will be demonstrated on posters and supported by making tissues
and trash receptacles available to all workers and visitors.

SOCIAL DISTANCING AT HOST FACILITIES:

We will remain at the recommended social distance (6 ft) from other individuals. In addition,
employees are instructed to follow all guidance from each host that is stricter than Shutterfly LLC
guidelines or that is designed to keep them safe in the hosts’ specific environment.
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5 DAILY CLEANING CHECKLIST

Photographers will sanitize the following items throughout the day.

0~ START OF DAY:

[] Check in station and waiting room surfaces (tables, chairs, etc)

[ Acrylic signage holders and signage (brochure holders, etc.)

I:] Electronics (computers: keyboard and mouse, card reader/signature capture screen)
[[] Changing room surfaces (door knobs, tables, chairs, hand held mirrors, etc)
[] Style station mirrors and stand

AFTER EVERY SESSION:

[] Hand props and/or posing props used

[ Electronics used (computers: keyboard and mouse, card reader, scanner)
[[] Changing room (door handies, surfaces, hand held mirrors)

[] Clipboard

[ Surfaces used (sales station countertop, front counter, seating, etc.)

[] Garments worn should be steamed

AFTER EVERY PHOTOGRAPHER CHANG

[[] Camera equipment (camera, composer/tripod, main light pole, transceiver, eyelighter)

[] Electronics used (computers: keyboard and mouse, card reader, scanner)
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5" DAILY CLEANING CHECKLIST

END OF DA

[[] Camera equipment (camera, lights, stands, composer/tripod, modifiers, transceiver, tether cord, equipment cart)

[] Electronics (all computers: keyboard and mouse)

[ Props

[] Sign-in tables, writing utensils and surfaces

[ Acrylic signage holders (brochure holders, etc.)

[ Changing rooms (door handles, surfaces, hand held mirrors)
[ All clipboards and coordination station items
[ Style station (signage and/or holder)

[ Launder all clothing as necessary (following Prestige Laundering Policy)
[] Background Remote (sTubio onLy)

[] Lobby surfaces (countertops, furniture) (STUDIO ONLY)

[] Retail items (stubio onLy)

[] POS high-touch items (stubio onLy)
® POS counter
Credit Card Reader/Signature Capture Device
Keyboards
Cash Drawer Front
POS screen
Barcode Scanners
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PPE ITEMS

Friendly, protective face masks will be worn by photographers. We recommend the use of
masks for students and other individuals participating in the Picture Day process.

DISPOSABLE MASKS

HOW TO USE:

Required to be worn at all times. When using a mask,
make sure:

¢ The mouth and nose are fully covered

* The covering fits snugly against the sides of the face so
there are no gaps

* You do not have any difficulty breathing while wearing
the face covering

* The face covering can be tied or otherwise secured to
prevent slipping

* Never share your mask with anyone

Proprietary Information. Property of Lifstouch.

CLOTH MASKS

HOW TO USE:

Required to be worn at all times. When using a mask,

make sure:

¢ The mouth and nose are fully covered

© The covering fits snugly against the sides of the face so
there are no gaps

¢ You do not have any difficulty breathing while wearing
the cloth face covering

* The cloth face covering can be tied or otherwise
secured to prevent slipping

* Never share your mask with anyone

Cloth face coverings should be washed regularly using

water and a mild detergent, dried completely in a hot
dryer and stored in a clean container or bag.




