
Graphic Design Resource Rooms / Re-Engagement Plan 
 
The graphic design program has four rooms that are used for printing, production, photography, and 
spray mounting that we will need to manage for capacity and for shared tools. With concern for the 
health and safety of KCAD, our program will implement the following: 
 
Risk Level  
Medium 
 
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 the Graphic Design Resource Rooms are staffed and 
service is delivered will be modified to respond to the ongoing challenges of COVID-19.  
 
In an effort to adopt consistent standards where appropriate, aspects of this proposal are modeled after 
the KCAD Library’s and the FlexLab’s reengagement plans. 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 Graphic Design Resource Rooms will promote, encourage and model the following to reduce and 
minimize illness transmission and provide a “user safe” environment: 

• All student workers 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 
o If a student worker cannot wear a cloth face covering, they will be directed to Marie Yowtz 

for accommodations 

• Social distancing 

• Routine cleaning and disinfecting of shared workspaces, all high contact surfaces, shared 
equipment, both electronic and analog – Clean In/Clean Out” using university supplied products 
appropriate to surface 

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

 
 
Prior to Opening on August 31 

• Staff will “Clean in/Clean out” of all areas 

• Student worker schedule and new work submission protocol will be developed 

• Plexiglass walls will be installed around the student worker desk 

• Installing wayfinding markers designating areas available for use and capacity  

• Designating staff only areas 

• Cleaning station installed and cleaning supplies provided 
 
 



After Opening on August 31 
We plan to implement a low contact use model. Additionally, the following will be implemented to 
further reduce risk. 

• Student workers will return to on campus work beginning Monday, August 31st 

• 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 student workers 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 student workers will wear face coverings when unable to maintain 6ft social distancing 

• We will encourage use during scheduled open hours through our low contact use model 

• Student workers will “Clean In/Clean Out” work areas 

• Student workers will encourage patrons to “Clean In/Clean Out” work areas 

• Student workers will clean all shared tools (shared among staff) before and after use 
o Mice, keyboards, rulers, cutting tools, pens etc. 

• Visitors will be asked to use provided hand sanitizer station 

• Although capacities have been set for these rooms, we will not be allowing anyone but faculty and 
student workers in the rooms and relying on the student workers to provide students with any 
printing and production needs requested 

• There will be no eating or drinking in the Resource Rooms 
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 
 
 
Room 412, Spray Mount Room 
Because we can’t monitor this room and because the ventilation is poor, we would like to close this 
room for the semester and keep it locked. We will hang signage suggesting other spray areas in the 
building or to use our cold mount machine in the resource room for mounting. There won’t be much 
printing required in most classes, so we are assuming there won’t be a huge need for mounting or 
mocking up. 
 
 
Room 420, Resource Room Office 
The student worker on duty will be seated at the desk inside of Room 420 and be surrounded by 
plexiglass. The worker then will be able to talk to other students to find out what they need, but the 
student will need to provide the worker a digital file for printing or something printed for binding or 
cutting or mounting (we are still developing this system). The student worker will perform the requested 
task and leave whatever the outcome is for the student to pick up later, when he/she/they will be sitting 
at a table in front of Room 427 (see below).  
 
The student worker will need access to multiple pairs of gloves per shift for cleaning and touching things 
handed to them by other students, and because they will touch things handed back to students. We will 
need a sanitization station for this area as well. 
 



We will not be providing or loaning out any tools for student use this semester, and students will be told 
to make sure they have all of their own tools for class, as tools are not to be shared. This includes the 
DSLR cameras that we usually check out to students, which will not be available to them this fall. 
 
 
Room 421, Shooting Room 
We will be closing this room for the semester and will hang a sign suggesting students in need of a 
lighting and shooting studio use the Photography program’s studio, which has open hours nearly every 
day.  
 
 
Room 427, Print and Production Room 
For a certain number of hours per week, a student worker will sit in the doorway of this room and 
gather printouts for students who sent something to the printer from their laptops. The worker can also 
use the trimmers to trim things for students if requested. The student worker will also supervise the 
delivery of anything printed or produced in Room 420/21 to students. The Cintiq and the production 
table will not be available for student use as there are others in the school they can use if needed. 
 
 

Positive Test and/or Exposure to COVID-19 

In the event of illness, a positive test and/or known exposure to COVID-19, KCAD will follow the 

guidelines and protocol set by the university. https://www.ferris.edu/coronavirus 
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