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Introduction 

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

Committee.  IT Services Central Office has tried its best to maintain “business as usual” practices from home while 

using on-campus resources on an as-needed basis.  Central Office is well versed in the use of PPE and keeping 

vendors/staff safe.   

 

Purpose 

The purpose of this re-engagement Plan is to: 

 

• Provide Central Office Staff and Student Employees with clear guidelines for when they return to their work 

environments that protect the health of everyone. 

• Ensure that the Central Office 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. 

 

Locations 

The locations that would be used are Prakken 151 Suite, West 127, West 213 and West 103 and the hallways, 

restrooms, and doors that would be in the path of all of these areas. 

 

Work Environment Classification 

The exposure is minimal due to locked doors and rare (if any) visitors. 

 

Schedule and Remote Work Opportunities 

The 8am-5pm work schedule would continue for offices on the main campus.  To help in preparation for Fall 

Semester classes, the Central Office Employees would be recalled to the main campus.  We expect a short-lived 

adjustment period to the new practices but feel fully committed to their purpose in keeping us safe.  If a staff member 

feels at all at-risk, or meets the criteria for working at home, remote work will still be an available option to them with 

CTO permission. 

 

Training 

Central Office Staff will discuss this re-entry plan with all office staff/students and they will be required to complete 

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) 

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

 

Symptom Checking 

Central Office staff/students plans to use the COVID-19 Symptom Checker electronic form daily. We have secured 

an infrared thermometer 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 

Central Office will maintain locked doors, even inside of the Prakken 151 suite, and will limit exposure to staff/public 

as much as possible during business hours. 

 

Temporary signage will be placed on walls, floors, drinking fountains and restrooms as well as the university provided 

permanent signage. Face masks and/or shields will be used when working in close proximity to customers or peer 

staff.  All meetings will be via online Teams to limit exposure. 

 

Cleaning and Disinfection 

Routine cleaning will occur for areas of 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. 

 

Preparing for When Someone Tests Positive for COVID-19 

Central Office will expect that any staff member who tests positive or suspects they may have COVID-19 will report it 

to the CTO or coordinator.  It will be reported 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. 

 

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. 



 

 

 


