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Reengagement Plan: FlexLab 
Sophia Thomas, Dow Center FlexLab Coordinator 

Room 105 and B1 17 Fountain St. NW, Grand Rapids 
August 18, 2020 

Lower to Medium Risk 
 
The following details the reengagement plan for FlexLab, a separate plan will be submitted for the 
Digital Learning Center. With concern for the health and safety of KCAD and the university community at 
large and desire to provide the best support to the educational experience FlexLab will implement the 
following three phase approach to reengaging operations.  
 
General Standards 

Below are the minimum standards to further a safe return to on campus work.  While on campus 
physical operations will resume, the ways in which FlexLab is staffed and service is delivered will be 
modified and flexible to respond to the ongoing challenges of COVID-19. These changes allow for access 
to fabrication and output methods providing reasonable accommodations as needed.  

In effort to adopt consistent standards where appropriate, aspects of this proposal are modeled after 
the KCAD Library’s reengagement plan. The CDC guidelines for higher education, the FSU reentry 
communications and guide, were also used as framework, and implemented in developing this plan and 
proposals for new processes and workflows. 

The FlexLab will promote, encourage and model the following to reduce and minimize illness 
transmission and provide a “user safe” environment: 

• All staff will complete the Daily COVID-19 Symptom Checker provided by FSU. 
o Student workers will confirm in writing via email to supervisor the completion of 

checker prior to the start of shift. 
• Staying home and/or self-isolating when needed 
• Hand hygiene  
• Respiratory etiquette 
• Cloth face coverings 
• Social distancing  
• Routine cleaning and disinfecting of:  

o Shared workspaces 
o All high contact surfaces  
o Common areas – FlexLab visitors will be encouraged to clean area before and after use 

“Clean In/Clean Out” using university supplied products appropriate to surface.  
o Shared equipment, both electronic and analog 
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Positive test result and/or exposure to COVID- 19  

In the event of positive COVID-19 test, know exposure to COVID-19 or illness FlexLab will follow 
procedure set by the University ferris.edu/coronavirus 

Phase I: Reentry planning, and preparation, August 10th –29th  

Work Environment: Lower Risk 

HVAC work, FlexLab will closed to visitors 

• Sophia will work from home in the morning to reduce exposure risk on public transportation and 
on campus in the afternoon to configure space for socially distanced use.  

• Staff will complete the daily symptom checker daily  
• Staff will wear face coverings and maintain 6 feet distance 
• Staff will “Clean in/Clean out” of all areas used in FlexLab 
• Staff will be available for zoom meetings when in person meetings are not needed or essential 
• Student worker schedule development 
• Staff will undergo Calendly training  
• Calendly will be used to create an appointment system for the following: 

• Laser cutting 
• Troubleshooting 
• Class demos 

Planning and preparation 

The following will be done in consultation with the reentry team: 

• Arranging fixtures to promote social distancing 
• Installing sneeze guards 
• Installing partitions 
• Installing markers designating areas available for use and capacity 
• Designating staff only areas 
• Cleaning station installed and cleaning supplies provided 

A low contact use plan for FlexLab access and modifications to services for Phase II and III will be drafted 
and adjusted based on feedback during this phase. Updates to FlexLab access and services will be shared 
with the KCAD community will be made available via KCAD This Week, printed materials, kcadflexlab.org 
and direct emails to students, faculty and staff.   

Phase II: Implementation of New Processes and Return of Work Study Students, August 31st  – 
November 25th  

Work Environment: Medium Risk – FlexLab is a Customer/Student Service Area, risk level is defined on 
the chart located on page two of the COVID-19 Safety Plan (Low & Medium Risk) sheet  here 

With the return of students to campus for classes the risk associated with FlexLab operations increases, 
as work shifts from preparatory and administrative to service oriented. During this phase FlexLab will 
implement the low contact use model developed in Phase I becoming the new normal in Phase II. 
Additionally, the following will be implemented to further reduce risk. 

Student workers will return to on campus work beginning Monday, August 31st   
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• Student workers will undergo GNC COVID-19 training  
o Student workers will email supervisor copies of certificates of completion prior to 

returning to in person work. 
• All staff will complete the Daily COVID-19 Symptom Checker provided by FSU (attached) 

o Student workers will communicate in writing via email to supervisor the completion of 
checker prior to the start of shift. 

• All Staff will wear face coverings and maintain 6 feet distance apart 
• Zoom meetings, scheduled using Calendly, for troubleshooting needs will be encouraged 
• FlexLab will encourage use during scheduled open hours through our low contact use model 
• Staff will “Clean In/Clean Out” work areas  
• Staff will encourage patrons to “Clean In/Clean Out” work areas  
• Staff will clean all shared tools before and after use  

o Mice, keyboards, rulers, cutting tools, pens etc.  
• Staff will encourage patrons to clean all shared tools before and after use  

o Mice, keyboards, rulers, cutting tools, pens etc.  
• Visitors will be asked to use provided hand sanitizer station prior to entry to FlexLab 
• FlexLab doors will be propped open at the start of each day by staff to reduce touch points 

o Visitors will be encouraged to stay to the right of the doors when entering/exiting 
• FlexLab will adhere to maximum occupancy determinations (eight people including staff on first 

floor, 12 people total in B1), via counting visitors and displaying occupancy count on 
whiteboard/monitors as necessary  

o Implement a one in one out policy when necessary  
• There will be no eating or drinking in FlexLab.  

o In alignment with campus policy the exception will be made for closed beverage 
containers with a spout or straw that can be used with a mask 

o Mini fridge will have clean in clean out expectation signage installed. 
• Use of FlexLab by individuals who are not KCAD/FSU Students, Faculty, Staff is suspended 

 
If a student worker cannot wear a cloth face covering, they will be directed to Marie Yowtz for 
accommodations. 

Phase III: Limited Access November 30th – December 11th 

Lower risk 

In alignment with courses moving online for the remainder of the semester, FlexLab will operate on a 
limited basis. Shifting our focus from physical production to support. Staff will be available for virtual 
troubleshooting meetings scheduled via Calendly and delivered via zoom.  

• Student workers will not return to in person work after Thanksgiving. Remote work options will 
be developed during Phase II for interested students.  

• No in FlexLab study available. 

In the unlikely event FlexLab access is needed for production of physical work access will be limited to a 
no contact model. This will be developed in tandem with the low contact model during Phase I. 

Students will not work during the semester break. 


