
 
 

FLITE RE-ENGAGEMENT PLAN 
 

 

Classification of Work Environment 
Medium Risk Exposure 
 
Schedule and Remote Work Opportunities 
Employees in FLITE will attend to the duties and responsibilities associated with their respective positions with strict 
adherence to university, State of Michigan, and CDC guidelines, policies, processes and executive orders. Employees 
will return to onsite work during the week of August 24, 2020 following a schedule of determined working 
arrangements. In some cases, working arrangements reflect daily attendance. In approved areas of work and with 
sensitivity to the health-related concerns of the community, alternating onsite shiftwork will occur where density and 
proximity precautions are necessary and appropriate. Wherever and whenever possible, remote work will continue.  
 
Training 
All employees – faculty, staff and students – will complete the online COVID-19 trainings prior to returning to work as 
well as job-specific orientation upon return to ensure understanding of all process and practice adjustments 
concerning the performance of work, health and safety, and the shared role and responsibility of attending to 
enhanced cleaning and sanitizing, and social distancing. In addition, all employees will be instructed on the need to 
help REMIND, TELL, REMOVE and REPORT in the event someone displays symptoms and/or does not wear a face 
covering. 
 
BUILDING DENSITY 
Employees will assist with the management of overall building density in compliance with State of Michigan order 
FLITE will limit the number of people to 4 per 1,000 square feet. The total density usage at any one time will be limited 
to 395 individuals.  
 
Methods for Maintaining Social Distancing in Customer Areas 
There will be social distancing signage as well as other signage for areas including elevators, lounge areas, points of 
service, etc., to help promote social distancing. In addition, employees will address issues utilizing the REMIND, TELL, 
REMOVE, REMORT approach.  

 



 
 

 
Operational Hours Reserved for Vulnerable Populations 
FLITE will reserve two hours each Friday between 7:30 a.m. and 9:30 a.m. for vulnerable populations to access and use 
resources on the first and second FLOOR of FLITE. 
 
Symptom Checking 
All employees – faculty, staff and students – will complete the online COVID-19 Symptom Checker daily before 
beginning work or entering buildings. 
 
Social Distancing, Promoting Healthy Behaviors and Physical Barriers 
    All employees will: 

 Maintain a social distancing of a minimum of 6ft. 

 Implement remote work practices where possible. 

 Adhere to university social distancing practices and measures. 

 Restrict face-to-face gatherings and leverage available, university-approved technology platforms to conduct 
meetings. 

 Not remove or tamper with any installed physical barriers between customers and/or employees. 

 Wear a cloth face covering when social distancing is NOT possible. 

 Notify their supervisor and engage with Human Resources or Educational Counseling and Disability Services 
(student employees) if unable to wear a cloth face covering. 

 
Cleaning and Disinfection 
    All employees will: 

 Routinely clean and disinfect all areas such as personal offices, common touchpoints, and shared electronic 
equipment after use. 

 Utilize the university-provided disinfectants  

 Remain away from work and campus if ill, suspecting exposure to COVID-19, or if confirmed to have COVID-
19. 

 Help perform enhanced cleaning and disinfection to frequently touched surfaces in the workplace. 

 Follow the manufacturer’s instructions for all cleaning and disinfection products (e.g., required PPE, 
concentration, application method and contact time). 



 
 

 Engage in evaluative meetings about processes and procedures to help ensure no new hazards are created 
(e.g. dermatitis from new disinfectant). 

 
Signs and Messages 
University-branded signs and message placement is complete. Continued review and adjustment will occur in accord 
with university guidance and evolved understanding through evolved practice and based on operational need. 
 
When Someone Tests Positive for COVID-19 

 Employees who test positive for COVID-19 will report this information to the FSU COVID-19 Portal. 

 The Birkam Health Center director will contact the local or state health department as needed  

 Human Resources will work with the employee during the home isolation and will share with the supervisor 
when the employee is allowed to return to work. 

 Employees are not able to return to work until approved through Human Resources. 

 Human Resources will provide instruction on possible workplace exposure in accordance with ADA & HIPAA 
confidentiality compliance guidelines. 

 All patrons, customers, visitors will be requested to wear a mask and leave the building, if displaying 
symptoms, and advised to seek appropriate care or self-isolate. 

 Employees will utilize the REMIND, TELL, REMOVE, REPORT approach in the event someone is not wearing a 
face covering or displaying symptoms of illness. 



 
 

ADDITIONAL FLITE-SPECIFIC DETAIL  

Phase 1 (Through July 12, 2020) 
 
Library employees entering FLITE must do the following: 

 View the four COVID-19 training tutorials (Organization ID: ferrisstateuniversity/User ID: Your Banner ID) 
 Complete the required COVID-19 Symptom Checker each day they enter the building. HR will be automating 

the Symptom Checker form, and HR will be collecting the data. 
 Wear a facial covering if they are unable to maintain social distancing. 
 The following employees are authorized to enter the building on a regularly scheduled basis to perform the 

following tasks: 
 Rod Gardei: Picks up FLITE mail from central mailroom on Mondays and delivers to FLITE mailroom. 

Checks the FLITE server room for signs of equipment malfunction or impending failure. General 
building surveillance to detect signs of water, heat, or other issues that should be reported. 

 Lingfei Xu: Enters FLITE on Monday afternoons to distribute mail to mailboxes, empty book drops, and 
check in returned materials. 

 Josie VanAvery: Periodically checks mail for invoices. Waters plants. 
 Carrie Buss: Periodically checks mail for invoices. Water plants. 
 Dave Scott: Reshelves returned books. Responsible for piloting curbside service as soon as this plan is 

approved. Curbside service will transition to Lingfei Xu by the end of Phase 2. 
 Any employee entering the building on an occasional basis (i.e. not regularly scheduled visit) must inform the 

dean of the reason for their visit and the exact locations where they pass through the building prior to 
entering the building. ORSP staff have agreed to follow this protocol for the occasional visits they might make 
to FLITE. 

Notes 
 

 Prepare 
communication 
plan for curbside 
service to be 
implemented as 
soon as the 
service is 
authorized. 

https://site.gcntraining.com/
https://www.ferris.edu/HTMLS/news/coronavirus/FINALCOVIDSymptomChecker6.8.20.pdf


 
 

Phase 2 (July 13-August 23, 2020) 
Should this plan be approved before the beginning of Phase 2, we request that individuals named below be 
authorized to begin working in FLITE immediately after plan approval. Physical Plant asks that work orders 
be submitted asap, and we can assist Physical Plant employees in maximizing their efficiency the sooner we 
can coordinate construction of plexiglass barriers and removal/rearrangement of furniture. Backlogs of 
new materials will be processed for fall semester in more timely fashion, and we can begin curbside pickup 
of materials and resume electronic scanning of print and microform materials in support of summer classes 
and faculty research. 
 
Most library employees will continue to perform all work from home. Prerequisites for entering the 
building are the same as for Phase 1. In addition to activities authorized through Phase 1, the employees 
listed below are authorized to perform the following additional tasks. To the extent possible, employees 
working in the same area of the building will be scheduled to work on different days of the week to avoid 
contact. 
 

 Rod Gardei will work in the building to re-image and deploy public computers in preparation for 
fall semester. He will also collaborate with Dave Scott to determine spacing of computers and 
furniture in FLITE to maintain social distancing requirements for fall semester. We are requesting 
that a Checkout Desk student be recalled to work during Phase 2 as an assistant for Rod and Dave 
to help with the reimaging (each computer has to be reimaged separately) and to move 
equipment and light furniture. Student would work only during hours when either Rod or Dave is 
in the building. 

 Dave Scott will coordinate implementation of social distancing measures for publicly accessible 
areas of the building in preparation for fall semester, e.g. mapping and placement of computers 
and furniture, removal and storage of excess furniture, placement of caution tape, placement of 
floor decals for queuing, posting of signage beyond what Physical Plant installs, etc. Occupancy 
levels and spacing requirements for FLITE need to be determined based on 30 square feet per 
occupant. Consider replacing some big tables in 1st floor spaces with the new, smaller tables on 4th 
floor. Maybe split the seating in FLT 133 with FLT 135 since the seats in FLT 133 have a smaller 

Notes 

 Determine weekly schedule 
for those people regularly 
working in the building to 
minimize the amount of time 
multiple people might be in 
the same space.  

 Determine whether student 
employees can be authorized 
to work in the building during 
the very controlled conditions 
of Phase 2. Two returning 
Checkout Desk assistants 
have already indicated their 
interest in working this 
summer if permitted. 

 Work with Physical Plant to 
plan furniture moves, 
plexiglass barriers, signage, 
etc. 

 When we resume scanning 
for ILL and possibly fall e-
reserves, determine who will 
do this, devise process and 
workflow, and develop 
training plan. Also need 
communication plan when 
service is available. 
 



 
 

footprint than the tables in FLT 135. Create invitational “sit here” signage rather than “don’t sit 
here” signs and X’ing out seats and table top space. 

 Leah Monger will visit the building as needed to check on preparations for fall reopening, assist in 
moving light furniture and equipment, and to be available for consultation. 

 Carrie Buss will work in FLT414 one day per week to process and label new books and other 
physical materials that have been received since March. 

 Tammy Finch will work in FLT414 and in the periodicals areas of 2nd floor and lower level one day 
per week to check in new periodicals received since March and to gather and discard periodicals 
to be withdrawn. 

 Chelsea Mitchell will work in FLT414 and the Reserves area of the Checkout Desk one day per 
week to remove items from physical reserves, process library-owned materials for re-shelving, 
and prepare faculty-owned items for return via curbside pickup or campus mail. Faculty might also 
elect to pick up materials from the Checkout Desk after fall semester starts. Chelsea will contact 
faculty members to determine their preferences for return of items. 

 Kelly McNeill will coordinate resumption of scanning of book chapters and periodical articles for 
ILL, document delivery, and possibly fall e-reserves. Because library materials are located on the 
lower level and floors 1-3, she might spend time on any of these floors each time she visits the 
building. We are requesting that a Checkout Desk student be recalled to be trained to collect 
materials and perform scanning. Student would work only during hours that other employees are 
in the building. Need to determine workflow, procedures, and supervision. A student already 
trained in scanning will be returning in the fall to work 3 days/week. Student assistant needed to 
cover the other two days/week during fall semester. 

 
Any non-regularly scheduled visits to FLITE must be authorized by the dean as described under the 
provisions for Phase 1. 
 
Plexiglass barriers should be installed at Checkout Desk, OMSS, ALC, and FCTL during Phase 2 time period. 
Lingfei Xu should be consulted regarding specifications of the Checkout Desk barrier. Karen Royster-James 
and Teresa Brown are contact people for ALC barriers. Contact Matt Chaney regarding OMSS installation 
and Todd Stanislav for FCTL.  

 



 
 

Phase 3 (August 24-December 21, 2020) 
Prerequisites for working in the building are the same as for Phase 1. While some FLITE services will 
resume in fall in modified fashion, the building will not be back to business as usual. Maintaining a “user-
friendly” experience in FLITE must be balanced by the need to create a “user-healthy” environment.  
 

FLITE Spaces 

 Initial FLITE hours for fall will be: Monday-Thursday, 7:30 a.m. to 9:00 p.m., Friday, 7:30 a.m. to 
6:00 p.m., and Sunday, 1:00 p.m. to 9:00 p.m. FLITE is closed on Saturday. FLITE will also reserve 
each Friday between 7:30 a.m. to 9:30 a.m. for vulnerable populations. Permanent FLITE staff 
members will typically be working in the building during these hours and available to support 
student employees should any COVID-related situations arise. Hours may change during the 
semester as conditions warrant.   

 Pending finalized verbiage from upper administration, we anticipate that visitors without a Ferris 
affiliation will be asked to stay off campus. Should community traffic in the building become an 
issue during fall semester, we will consider requiring passwording of computers to limit the appeal 
of the building to visitors without a Ferris affiliation. Previous attempts to require university ID 
logins created problems, so we will not require passwords to start the semester. 

 “Keep right” is going to be the campus standard for maintaining distance at entrances/exits and 
stairwells. We will create signage/floor arrows for doorways and stairwells. 

 Access to the lower level and 3rd and 4th floors will be limited to employees, and students with 
need to access designated instructional spaces. Jim Crow Museum plans to offer virtual tours only 
and will not be inconvenienced by closing the lower level. Art Gallery staff will not be 
inconvenienced to perform their work in the lower level frame shop.  

 Per university guidelines, elevators will have a maximum capacity of two persons. Physical Plant is 
currently planning to place hand sanitizing stations outside elevators. 

 Physical Plant has turned off drinking fountains throughout the building and is modifying the 
bottle filling station on 2nd floor to work independently from the drinking fountain at that location. 

 Public computers on 1st and 2nd floors relocated to meet social distancing requirements.  

 Employees will be responsible for sanitizing their own work spaces. Checkout Desk employees will 
regularly sanitize the service desk area. Employees will also regularly sanitize printers, multi-

To Do List Before Phase 3 Starts 

 Work with Physical Plant to 
determine specifications for 
plexiglass at checkout desks 
and any other FLITE locations. 
Complete 7/9/20 

 Place work orders to lock 
doors to lower level and 3rd 
and 4th floors. 

 Once building hours are 
determined, input calendars 
in Alma, Springshare, and 
other systems. 

 Create communications plan 
for fall hours and changes to 
services—signage, website, 
social media, etc. 

 Update Checkout Desk 
procedures as needed to 
reflect changes to services 
and create training checklist 
for student employees. 

 Make alterations to FLITE 
website as needed to note 
what services might be 
altered or curtailed. 

 Create process for paging 
materials from 3rd floor and 
lower level. We believe we 



 
 

function devices, and other public equipment. Students/patrons will be expected to sanitize public 
computers. Cleaning supplies will be provided and generously distributed in all public areas. 

 Clear keyboard covers installed for the Checkout Desk computers and instructor workstations in 
instruction studios and seminar rooms and in public area computing.  

 1st and 2nd floor study rooms will be available with limited seating capacity to promote social 
distancing.  

 FLITE will follow the university-wide protocol on use of restrooms. 

 The Music and Media Room will be unavailable due to sanitation concerns with equipment.  

 Some excess furniture (especially chairs) from 1st and 2nd floors will be stored in the Music and 
Media Room and the Adaptive Technologies Lab on 1st floor. Any items stored in the Adaptive 
Technologies Lab will not block the Braille printer, which is the only piece of adaptive equipment 
that Julie Alexander is concerned about keeping available in that room. 4th floor meeting rooms 
might also be used for temporary furniture storage. 

 Dave Scott and Rod Gardei will post signs above the door of each room to indicate maximum 
capacity. Reductions in seating capacity should also be reflected in LibCal, the library’s room 
reservation system. 

 We do not yet know if any FLITE instructional studios or seminar rooms will be used for instruction 
or Zoom class locations during fall semester. Once we do know, we will determine ramifications 
for scheduling any library instruction sessions, testing (e.g. nursing exams), and other room 
reservations for faculty and staff. 

 Instruction studios and seminar rooms on 1st and 2nd floors will be available for student groups to 
reserve for meetings during hours when the rooms are not scheduled for instructional purposes. 
Student groups must adhere to occupancy limits and mask and social-distancing requirements. 

 We will not offer lobby tables to RSOs for fall semester to reduce density of people and promote 
social distancing in the confined lobby space. 

 Display cases will be available for RSO use on 1st and 2nd floors only. We recommend placing a 
portable bulletin board in the lobby to compensate for reduced number of display cases. Posters 
must be approved by CLACS to be hung on the bulletin board. 

 Locker checkouts will be available on 2nd floor only. Student employees can continue to check out 
lockers on 1st floor near the timeclock. 

can modify curbside service 
procedures for this purpose. 

 Training needed on how to 
deescalate situations of 
noncompliance with mask 
wearing and social distancing. 
Will there be a consistent 
university-wide policy and 
script/talking points? 

 Develop workflow for 
campus-wide delivery service. 
 



 
 

 FLITE will implement the university-wide protocol on use of kitchen areas and staff lounge space 
as soon as that protocol is released. 

 We await word on the protocol for vending machine areas. The microwave oven in the FLITE 
vending room will likely need to be removed. Gheretta Harris will be contacting vending machine 
vendors to ask that microwavable foods not be placed in the machines. 

 

FLITE Services 

 Returned materials will be quarantined 72hrs before re-shelving. 

 If 3rd floor is closed to the public as recommended, stacks will be closed. The curbside service 
piloted over the summer will be modified to create a book paging service to be operated from the 
Checkout Desk. Curbside service by appointment might be maintained through the fall for the 
benefit of those who are at higher risk for COVID or prefer to avoid social contact. All requests 
must be placed through SmartSearch/Primo to avoid physical contact involved with exchanging 
paper requests and ID cards. 

 We will pilot moving barcode readers to the patron side of the checkout desk to eliminate passing 
ID cards back and forth between patrons and library employees. We will assess how well this 
works and modify as necessary. 

 We anticipate that MeLCat and full ILL services will be available for fall semester.  

 We will implement a campus-wide delivery service utilizing campus mail for faculty and staff to 
minimize their need to be in FLITE. 

 There will be no laptop checkouts. All Windows laptops were commandeered by ITS and are 
currently issued to faculty and staff for home use and will likely not all be returned for fall. 
Sanitizing would be a concern if we did have the laptops available. 

 To minimize interactions at the Checkout Desk and to address concerns about sanitizing materials, 
there will be no physical reserves during fall semester. (Note: Many academic libraries plan to 
eliminate print reserves and other checkouts with short loan periods this fall.) Print reserves can 
be either scanned and made available via e-reserves or Canvas if permissible under copyright 
guidelines. Liaison librarians can also assist instructors to find alternative online materials. 
Discussions are ongoing now between faculty librarians and departments about how to make 
accommodations for nonprint reserve items including skeletons, anatomical models, and 
educational manipulatives. Most books that are held at the Checkout Desk on “permanent 



 
 

reserve” (e.g. CLEP tests) will be returned to the stacks and made available for regular checkout. 
Students looking for CLEP tests will be referred to the CLEP practice tests available in the online 
LearningExpress Library. 

 FLITE will adopt the money handling protocol recommended by the business office. To avoid hand 
touching, patron places money on countertop and staff member picks it up. Staff member puts 
change on counter top and patron picks it up. Circulation employees will also have gloves. 
Sanitizer is available at the Checkout Desk. 

 Reference and research services will continue to be offered virtually. There will be no staffed 
reference desk. The reference phone extension will be forwarded to reference librarians by 
Checkout Desk staff. At their own discretion, faculty librarians may schedule face-to-face 
consultations. 

 The library session of FSUS will be largely online. The delivery format of all other library instruction 
sessions will be at the discretion of the faculty librarian providing the instruction. We are 
requesting clear face shields for librarians providing instruction sessions for the benefit of hearing-
impaired students. 

 At this time, it seems unlikely that the new print management system coordinated by Auxiliary 
Services will be ready for the start of the semester. The new system will eventually use Bulldog 
Bucks, but probably not when first implemented. The Checkout Desk will have to provide money 
handling services to support printing operations. Current student accounts will be migrated to the 
new service. Rod Gardei has downloaded a data dump of those accounts to back up the 
information. 

 Library programs, e.g. Money Talks, will be offered virtually only or in hybrid format with a small 
face-to-face audience and videoconferencing option. The indoor disc golf tournament will not 
happen during Bulldog Beginnings this year. 

 We will not accept donations of physical materials for the library’s collections. 

 
 


