
 

 

COVID-19 IT Solution Center Re-engagement Plan 
June 22, 2020 

 

Introduction 

This plan has been written following the guidelines provided by the Ferris State University COVID-19 FSU 

Re-entry Committee.  During the entire COVID-19 timeline that has impacted the university, the IT 

Solution Center has maintained a presence on the main campus at varying levels every business day.  

This was necessary to make sure that Students, Faculty, Staff, and Administration had all of the needed 

equipment and software functioning and in their physical possession in order for the university to 

continue its work remotely.  The IT Solution Center is well versed in the use of PPE and the sanitization 

of work areas and equipment.  We have successfully engaged with more than 1,000 people without a 

single transfer case of COVID-19 between customers and staff. 

 

Purpose 

The purpose of this re-engagement Plan is to: 

 

• Provide IT Solution Center Staff and Student Employees with clear guidelines for when they 

return to their work environments that protect the health of everyone. 

• Ensure that the IT Solution Center operations align with guidance from the State of Michigan, 

the Centers for Disease Control and Prevention, the Occupational Safety and Health 

Administration and the American College Health Association. 

• Include clear expectations for compliance and monitoring to ensure everyone works together 

toward our common health, safety and mission-driven goals. 

• Differentiate between the timing of the IT Solution Center’s plans and the return plans of other 

parts of Ferris State University. 

 

Locations 

The locations that would be used are SCI-147, SCI-151, UCB-106, UCB-108, UCB-002, UCB-007, UCB-115, 

FLITE-406C, FLITE-412 and the hallways, restrooms, and doors that would be in the path of all of these 

areas. 

 

Work Environment Classification 

The exposure is medium due to frequent contact with students, faculty, staff, administration, and the 

related equipment such as phones, computers, and peripherals inherent in supporting endpoints. 

 

Schedule and Remote Work Opportunities 

The 8am-5pm work schedule would continue for offices and work areas on the main campus.  For Call 

Center Operations, select work at home opportunities would continue to help extend the social 

distancing leveraging staff’s home as additional office space to help maintain the required social 

distancing. To help in preparation for Fall Semester classes, the majority of IT Solution Center Employees 

would be recalled to the main campus.  We expect it will take some time to adjust to the change in work 

environment and to help staff understand the requirements in maintaining a safe workplace.  It is our 

opinion that it is better to do this in mid-July to help alleviate the pressure of starting Fall Semester that 

would be looming for the Phase 3 timeline.  Where there are special circumstances for staff that 
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increases risk for their health and safety or the risk of a family member, work at home situations would 

be considered on a case-by-case basis. 

 

Training 

All IT Solution Center Staff will be required to complete the required training while working at home 

between the approval of this plan and Phase 2 of the re-entry timeline.  The required training as 

outlined in the re-entry guideline includes: 

• COVID-19: Plan, Prepare and Respond (8 minutes) 

• COVID-19: Workplace Guidelines (10 minutes) 

• COVID-19: How to Wear a Mask (OSHA)(3 minutes), and 

• COVID-19: Proper Handwashing (CDC) (3 minutes) 

 

Symptom Checking 

The IT Solution Center plans to use the COVID-19 Symptom Checker electronic form when available.  The 

paper form of this list is in Appendix A.  We have secured infrared thermometers for each of the 

buildings our staff will use to help complete the daily questions. 

 

In addition to the symptom checklist, the 1) Safety Plan and 2) Re-engagement Safety Quick Facts 

documents will be made available to all employees returning to the main campus. 

 

Social Distancing, Promoting Health Behaviors, and Physical Barriers 

The IT Solution Center is working with Jeanine Ward-Roof and Mark Schuelke to utilize additional space 

in the UCB to strategically handle customers entering and leaving the building as well as maintaining 

social distancing.  All in-person work will adhere to social distancing practices and measures. 

 

When it makes sense to work from home, we will leverage this as much as possible.  Opportunities for 

taking calls from home is an example of work that can be done in this way. 

 

Temporary signage will be placed on walls and floors to address demarcation lines and once official 

signage is available, it will replace temporary signage.  Signs recommended from the university and the 

CDC will be posted in each work area.  Face shields will be used when working in close proximity to 

customers or peer staff.  Masks will be recommended for extended meetings beyond five minutes. 

 

Cleaning and Disinfection 

Routine cleaning will occur for areas of use.  In customer areas, common touchpoints will be cleaned 

after each use.  Shared electronic devices will be cleaned before and after each use.  If notification is 

provided that someone is suspected of infection, a request will be submitted to the custodial staff for 

enhanced cleaning and disinfection. 

 

The IT Solution Center deals with varying endpoint equipment.  Since there is the chance that 

equipment has been exposed to COVID-19, all returned equipment or equipment that will be worked on 

will be assumed to have the virus.  These are the planned steps that will be used to mitigate risk for 

infection: 
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1. Solid state devices and equipment without internal passages and pathways will be sprayed with 

an alcohol solution and wiped down as received into inventory and again before use and 

distribution to users. 

 

2. Laptops and other devices with internal passages will be sprayed with an alcohol solution and 

wiped down on all exposed surfaces. Devices will be placed in a heated cabinet and stored for 

two hours at 140 degrees Fahrenheit 

3. Sanitized devices will have a sanitization form or sticker enclosed or attached to the device.  The 

form or sticker will indicate: 

 

a. that the device has been sanitized by being sprayed and wiped down 

b. the device has been super-heated or ionized to sanitize internal elements 

c. or both a & b 

d. also, on the form or sticker, a message will be conveyed that the device is being made 

available at customer’s risk 

 

Devices may be further sanitized by Ionization, Ultraviolet (UVC) Light, or any combination of these 

methods. Other procedures recommended by the CDC will also be supported as they become available 

or change. 

 

Preparing for When Someone Tests Positive for COVID-19 

The IT Solution Center will expect that any staff member who tests positive or suspects they may have 

COVID-19 will report it to the director or one of the coordinators.  The director will report the infection 

to the Birkam Health Center so they can in turn report it to the state or local health department.  Any 

staff member displaying symptoms will be asked to wear a mask and leave the building to seek 

appropriate care or to self-isolate. 

 

Communication and Consideration 

The various drafts of this document have been shard with IT Solution Center Coordinators.  Also, the 

spirit of the contents of this re-entry plan has been conveyed to the staff to seek additional feedback for 

incorporation in the final draft. 

 

Conclusion 

This re-entry plan will be submitted to the Chief Technology Officer and once approved, submitted to 

the 1) VP of Administration & Finance and 2) Risk Management for final approvals. 
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Devices will be further sanitized by Ionization, 
Ultraviolet (UVC) Light, elevated temperature, or any 
combination of these methods. Other procedures 
recommended by the CDC will also be supported as 
they become available or change. 
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We will use our own ionization device and not bother 
with the Fire Department 
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I’m just curious if it’s necessary to tell them our method 
of sanitization. Does it matter? Can’t we just slap a 
“sanitized” sticker on the device and call it good? 
 
My preferred method for d would be to put the 
message on the form they have to sign. The form is 
already part of the process so we’re not adding any 
additional steps that could possibly be forgotten. 
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I agree that the methods do not need to be detailed her 
just an awareness that they have been sanitized by the 
ITSC,  I am fine including it on any forms however 
there needs to be some physical labeling so we can 
keep track of the sanitization processing.  



 

 

 


