
Division of Academic Affairs
 Phased Reopening Plan

Complete this document to certify that your department phased reopening plan contains the 
elements listed below.  The University Policy Group will review your submission and notify you if any 
additional information or clarification is needed. 

Name: Robert Johnson

Department/Unit: College of Engineering

Confirm your plan contains the following elements:

√ Sanitation plan, which includes routine and high-touch areas

√ Social distancing protocols

√ Necessary closure of common areas in your specific area(s)

√ Employee training for executing social distancing protocols

√ Staffing plan

❏ Approver(s): 
❏ Department Chair/School Director (if applicable) 
✓ Dean (if applicable)
❏ Associate Vice Chancellor or Vice Provost (or higher) 

___ ___________________         _5/27/20___________________
Provost and Vice Chancellor for Academic Affairs                      Date



Division of Academic Affairs
 Phased Reopening Plan

Phase One
Define your operations under these elements during Phase One reopening.  Please include 
sufficient and site-specific details:

1. Sanitation plan, which includes routine and high-touch areas (beyond services 
provided by Building Environmental Services)

See attached document “COE Covid-19 Sanitation Plan” prepared by college 
Facilities Manager and Lab Safety Engineer, Eric Huhn, in consultation with EHS.

2. Social distancing protocols

All employees are teleworking. Any employees visiting a building to collect items 
from offices must maintain a six-foot distance from others and wearing a mask is 
recommended.

3. Necessary closure of common areas in your specific area(s)

All common areas are closed with the closure of the buildings on March 16, 
2020.

4. Employee training for executing social distancing protocols

Faculty and staff will complete EHS social distancing training remotely.

5. Staffing plan

All employees are teleworking. Essential employees and researchers who have a 
research exception are permitted in the buildings following all required protocols.

https://drive.google.com/open?id=1StqjAw9zhyidTGhx24VpDd1TP7uM1vwCAfNcrteTUKg


Division of Academic Affairs
 Phased Reopening Plan

Phase Two
1. Sanitation plan, which includes routine and high-touch areas (beyond services 

provided by Building Environmental Services)

See attached document “COE Covid-19 Sanitation Plan” prepared by college 
Facilities Manager and Lab Safety Engineer, Eric Huhn, in consultation with EHS.

2. Social distancing protocols

All employees remain teleworking as recommended by Academic Affairs. Any 
employees visiting a building to collect items from offices must maintain six-foot 
distance and wearing a mask is recommended. If distancing is not possible, a 
mask must be worn.

3. Necessary closure of common areas in your specific area(s)

All common areas remain closed as occurred with the closure of the buildings on 
March 16, 2020

4. Employee training for executing social distancing protocols

Faculty and staff complete EHS social distancing training remotely. 
https://share.percipio.com/cd/8vR1NJO45

5. Staffing plan

All employees remain teleworking. Essential employees and researchers who 
have a research exception are permitted in the buildings following all required 
protocols. Researchers with approved Research Restart Plans will be allowed 
following appropriate protocols.

https://drive.google.com/open?id=1StqjAw9zhyidTGhx24VpDd1TP7uM1vwCAfNcrteTUKg
https://share.percipio.com/cd/8vR1NJO45
https://drive.google.com/file/d/19HJj8sz7e9Jt9nSKTrRNGLG2FCgPvTos/view


Division of Academic Affairs
 Phased Reopening Plan

Phase Three
1. Sanitation plan, which includes routine and high-touch areas (beyond services 

provided by Building Environmental Services)

See attached document “COE Covid-19 Sanitation Plan” prepared by college 
Facilities Manager and Lab Safety Engineer, Eric Huhn, in consultation with EHS.

2. Social distancing protocols

The six-foot social distancing requirement will be maintained in all department 
offices and meetings that cannot be conducted virtually by restricting the number 
of personnel who may be in the office at any time. The standard office routine in 
the summer will allow a maximum of two individuals to be present in department 
offices at any time. In the very unusual circumstance that these two individuals 
must be closer than six feet, a mask is required for both individuals. However, no 
reason for such a close encounter has been identified.

Any employees visiting a building to collect items from offices must maintain six-
foot distance and wearing a mask is recommended. Visitors to the building will 
follow these same protocols. Signage will be posted as allowed by university 
regulations at entrances and masks will be provided, if needed, in department 
offices.

Upon the opening of the campus for classes, meetings between faculty, staff, 
and others in individual offices are limited by the size of the office.  In most 
cases, this will be two to three persons.  Distancing requirements must be 
maintained and masks must be worn. Larger meetings will be held in and 
conference rooms following appropriate distancing requirements. Meetings that 
can be held virtually are encouraged.

3. Necessary closure of common areas in your specific area(s)

Conference rooms are closed except for use by individuals. Meetings in these 
areas will follow distancing requirements and maximum number of attendee 
requirements. The maximum room capacities will be posted.

4. Employee training for executing social distancing protocols

https://drive.google.com/open?id=1StqjAw9zhyidTGhx24VpDd1TP7uM1vwCAfNcrteTUKg


All staff entering a college of engineering building are required to complete online 
EHS training. This plan and its requirements will be disseminated in the college, 
and unit supervisors will be responsible to ensure that staff are following the plan. 
Additional questions may be directed to the COE Facilities Manager and Lab 
Safety Engineer, Eric Huhn, and/or EHS.  

All are required to take Percipio training made available by Environmental Health 
and Safety by using the course link: https://share.percipio.com/cd/8vR1NJO45 
and logging in using their NinerNet Credentials. Links below provided as 
additional resources. 

Social Distancing, Quarantine, and Isolation
What is Social Distancing?
Videos | Handwashing
Use Cloth Face Coverings to Help Slow Spread
When to wear gloves
Stop the spread of germs that can make you and others sick!

5. Staffing plan
a) One staff member will visit the department or unit offices twice each week on 

a rotating basis to collect mail and distribute packages.
b) Laboratory staff supporting research activities approved by the University 

Policy Committee may work as needed provided all social distancing 
protocols and protocols in the Research Restart Plan are met.

c) Laboratory staff preparing laboratories for fall semester may work provided all 
social distancing and hygiene protocols are met.

d) Faculty needing to use equipment to prepare online course material for the 
fall may work provided all social distancing and hygiene protocols are met.

e) Mosaic staff responsible for hardware maintenance and troubleshooting may 
work as needed provided all social distancing protocols and hygiene are met.

With the approach of fall semester opening, the number of office personnel will 
increase. Teleworking will be encouraged with a rotational schedule for those 
who are not in a self-identified vulnerable population to be in the office. All 
established protocols in this plan will be followed. 

Main offices will be equipped with shielding, and distancing and hygiene 
requirements will be followed. Staffing will be increased by the individual units 
as deemed appropriate by the unit head. A suggested plan is recommended 
by the American College Health Association allowing no more than 30% of 
the workforce return at a time, increasing slowly every 2-4 weeks until full 
return. Teleworking will be permitted during this phase as units deem 
appropriate.

https://share.percipio.com/cd/8vR1NJO45
https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/social-distancing.html
https://www.youtube.com/watch?v=Nlyxz2X97Do
https://www.cdc.gov/handwashing/videos.html
https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/diy-cloth-face-coverings.html
https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/gloves.html
https://www.cdc.gov/flu/pdf/protect/cdc_cough.pdf


 

 

COVID-19 Sanitation Plan 
 
Name: Ron Smelser 
 
Department/Unit: The William States Lee College of Engineering 
 
Confirm your plan contains the following elements: 
 

✓ Sanitation plan, which includes routine and high-touch areas 
 

✓ Social distancing protocols 
 

✓ Necessary closure of common areas in your specific area(s) 
 

✓ Employee training for executing social distancing protocols 
 

✓ Staffing plan 
 

✓ Approver(s) (if applicable):  
 

❏ Department Chair/School Director 
 
________________________________ (Name) 
 

✓ Dean or Associate Vice Chancellor or Associate/Assistant Provost 
 

__Bob Johnson______________________________ (Name) 
 
 

___ ___________________          _5/27/20___________________ 
Provost and Vice Chancellor for Academic Affairs                      Date 



COE Sanitation Plan 

Introduction 
The William States Lee College of Engineering (COE), in accordance with the Division of Academic 
Affairs, has developed this Sanitation Plan to provide guidance to faculty, staff, and students on the 
policies that the COE will implement to limit the opportunities for COVID-19 spread via surface 
contamination. 

The Role of Building Environmental Services (BES) 
BES has indicated that they will be enhancing their disinfecting practices of “general use” areas 
(corridors, bathrooms, classrooms, large conference rooms). Areas that will be the responsibility of the 
individual departments to disinfect include: 

● Offices 
● Breakrooms 
● Work rooms 
● Waiting Areas 
● Labs (including computer labs) 

Individual units in the college will submit the appropriate request to acquire the needed hygiene and 
sanitation personal protective equipment that are beyond those required for normal unit operations.  

Offices 
Office cleanliness is of the utmost importance. Desks must be clear of unnecessary materials and 
“clutter”. The more items that are in the open - the more items that could harbor virus droplets from an 
infected person. 

Hand sanitizer is not a surface disinfectant! Hand sanitizer should only be used on your hands! 

Individual Offices 
Any person who is permitted to return to campus shall be provided with disinfecting supplies for their 
office. These supplies will meet CDC requirements for killing the SARS-CoV-2 virus and will be 
suitable for any office surface. These supplies may take the form of wipes, or a spray bottle with 
paper towels. The occupant of an office should disinfect their area prior to leaving at the end of the 
day. 

Any food items brought into the office must be removed at the end of each day.   

Offices may have in-person visitors as needed. Social distancing guidelines should be followed and 
masks are encouraged to be worn at all times. Faculty and staff are encouraged to conduct as many 
meetings and conversations as possible remotely. 

If the occupant of an office reports that they have developed symptoms consistent with COVID-19, 
the department will coordinate with Facilities Management to perform a thorough disinfecting of that 
person’s office. 

Shared Offices 
A “shared office” means any space where there are multiple workstations without floor-to-
ceiling walls and doors separating them. 

As a shared office is repopulated cleaning supplies will be provided for each person returning to that 
office. These supplies will meet CDC requirements for killing the SARS-CoV-2 virus and will be 



suitable for any office surface. These supplies may take the form of wipes, or a spray bottle with 
paper towels. Occupants of a shared office must not share disinfecting supplies. 

As shared offices are repopulated, occupants will have access to cleaning supplies. These supplies 
will meet the CDC requirements for killing the SARS-CoV-2 virus and will be suitable for any office 
surface. These supplies will take the form of wipes, or a spray bottle with paper towels. Occupants 
shall wash their hands before and after using the shared disinfecting supplies. 

Shared food storage areas (refrigerators, freezers, microwaves, coffee makers, etc) should not be 
used. If occupants are to bring food into the office, it must stay at their workstation and no food items 
are to be left at the end of the day. 

Offices may have in-person visitors as needed provided that all office occupants are in agreement. 
Social distancing guidelines should be followed and masks are encouraged to be worn at all times. 
Faculty, staff, and students are encouraged to conduct as many meetings and conversations as 
possible remotely. 

If any occupant of a shared office develops symptoms consistent with COVID-19 the department will 
coordinate with Facilities Management to perform a thorough disinfecting of the office. Additionally, 
all other occupants of the office will be required to self-quarantine for 14 days. 

Breakrooms 
Any shared breakroom is hereby out-of-service. Faculty and staff are to only use their personal 
space for food preparation and storage. These areas will be locked where possible and 
appropriate signage will be posted by the units who have responsibility for the use of these areas. 

Where feasible, single use of breakrooms by staff may be permissible with posted signage to 
clean and disinfect any surfaces touched after use. 

Work Rooms 
Cleaning supplies will be available in each workroom/mail room. These supplies will meet CDC 
requirements for killing the SARS-CoV-2 virus and will be suitable for any surface within that space. 
These supplies may take the form of wipes, or a spray bottle with paper towels. 

Only one person may be in a work room or mailroom at any time. After a person is finished in the room 
they must disinfect any equipment they used and surfaces they touched (e.g. a copier). 

Individuals should efficiently find and handle only the equipment and supplies they need. 

Anyone handling or distributing mail shall wear a mask and latex-free “medical-style gloves.” 

If a person develops symptoms consistent with COVID-19 they must disclose if they used a work room or 
mail room so the department can coordinate with Facilities Management to perform a thorough 
disinfecting of that space. 



Waiting Areas/Lobbies/Small Conference Areas 
Departmental waiting areas, lobbies, and small conference areas will be re-configured, as needed, so that 
individual seats are at least 6ft (1.8m) from each other. If seating cannot be configured to allow adequate 
separation, furniture will be clearly marked for non-use so that all open seats meet minimum social 
distancing requirements. All literature/magazines/brochures will be removed from public access (materials 
may still be distributed by faculty or staff on an as-needed basis). 

Public use furniture will be disinfected, by office staff, after each use using an aerosolized disinfectant. If 
the college becomes aware of any person, who visited a departmental lobby, waiting area, or conference 
room, that develops symptoms consistent with COVID-19 the college will coordinate with Facilities 
Management to perform a thorough disinfecting of that space. 

Laboratories 
As the Senior Associate Dean approves research restart requests for individual laboratories, those labs 
will be provided with disinfecting supplies. These supplies will meet CDC requirements for killing the 
SARS-CoV-2 virus and will be suitable for any surface within that lab. These supplies may take the form 
of wipes, or a spray bottle with paper towels. Lab managers and PIs, when requesting disinfecting 
materials, should specify if a disinfecting chemical cannot be used in their space due to process 
contamination, or instrument damage.  

To the maximum extent possible, work stations, tools, and equipment shall not be shared between people 
working together in a lab. 

Lab personnel must make every effort to perform their work while maintaining at least 6ft (1.8m) of 
separation from each other. If distancing is not possible, masks must be worn. 

As a person is finished with a work station, tool, or piece of equipment, they must disinfect the items they 
used so they can be used by others. 

Any soiled or dirty item must be cleaned using soap and water or an all-purpose cleaning prior to 
disinfecting. 

If any lab personnel develop symptoms consistent with COVID-19 the department, and lab manager must 
coordinate with Facilities Management to perform a thorough disinfecting of that lab. Additionally, all 
other personnel of that lab will be required to self-quarantine for 14 days. 

In high-occupancy spaces, if at all possible, furniture will be removed to limit the opportunities for people 
to encroach on the 6ft (1.8M) separation and to reduce the number of surfaces that require disinfecting. 

Classrooms 
As classrooms activity resumes, BES will disinfect these areas nightly. Since faculty will be provided with 
disinfecting supplies for their office, they may also use these supplies to disinfect the podium/teaching 
area of any classroom prior to their delivery of a class. 

In COE controlled classrooms, if at all possible, furniture will be removed to limit the opportunities for 
people to encroach on the 6ft (1.8M) separation and to reduce the number of surfaces that require 
disinfecting. 

The university has advised each department to request hand sanitizer stations for their areas. The COE 
intends to request a hand sanitizer station, or sanitizing wipes dispenser for each classroom in a COE 
building. 



The COE expects the university to disclose if a student, that has occupied a COE-controlled space, has 
begun exhibiting COVID-19 symptoms or tested positive for COVID-19. The university must inform the 
COE which rooms may be affected so the COE may be involved in the coordination of disinfecting and 
notification of affected faculty and staff. 
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 Approval Disapproval Date 

Kim Bradley KB (jb for)  10 JUN 20 

Joan Lorden jl  5/27/20 

John Bogdan jb  3 JUN 20 

Chris Gonyar    

NiCole Lynch NL  June 4, 2020 

Christy Jackson    

Cindy Edwards ce  June 3, 2020 

Brian Guns Bg  6/4/20 

Jon Varnell JV  6/5 

Joe Fiorelli    

Darius Griffin DG  6/4/2020 
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