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Work Environment 
The Office of Student Conduct work environment would be considered Medium risk for exposure. Our 

office (traditionally) has had multiple contacts with students on a daily basis, who may not know or 

suspect they are COVID-Positive. We will encourage all students who are able to conduct their business 

virtually.  

The Office of Student Conduct is on the second floor of the Birkam Health Center and we share the floor 

with the Personal Counseling Center, the Ferris Youth Initiatives, and FS/CREW. We will work 

collaboratively with our building partners to minimize the flow of any cross traffic in the building.  

 

Work Schedule and Remote Work Opportunities  
The Office of Student Conduct is open Monday thru Friday, 8am-5pm.  

All staff have individual offices have individual offices.  

 

Phased Return 

ONE (March 24- July 28) 

- All Staff will work remotely and only return to campus for job function supplies or duties. All 

staff will be expected to maximize working remotely and minimize on campus work. 

- Office will be closed to the public. 

- Staff will obtain laptops from University Center conference rooms to work remotely.   

TWO (July 13- August 28) 

Office of Student Conduct Safety Plan 

- Staff will be allowed to work up to 3 days a week on campus and two or more days from home.  

- All staff will be required to complete online tutorials before returning to campus.  

- Staff will be expected to complete the daily COVID-19 Symptom Checker and stay home and 

seek medical care if answering yes to any preliminary screening questions. 

- Meetings and trainings should be conduct virtually as much as possible.  

- Excess furniture will be removed from office and waiting areas to ensure proper social 

distancing.  

- Staff will measure and mark 6’ distance in commonly used spaces 

- Signs will be posted informing students and guests we will not be shaking hands 

- Furniture and seating will be adjusted to accommodate 6’ social distancing recommendations 

- Staff will be encouraged to open windows as much as possible 

- Furniture and equipment will be sanitized after use by students and guests  



- Students and guests will be required to wear a mask during all meetings 

- Each staff member will track guests who enter their office and maintain records for at least 14 

days.  

 

Birkam 2nd Floor Safety Plan 

- Masks will be worn in all common areas of the facility and office space when social distancing 

cannot be maintained. 

- All staff should work from their area and not share desks, phones or computers with other staff. 

If it happens the area should be disinfected promptly.  

- Birkam exterior doors will not be unsecured and open to the public until August.  

- Staff will be encouraged to stay to the right of the hallways and stairwells. 

- Staff will be asked to use the exit nearest them when leaving the building. 

- Elevator usage will be limited to two people in the car at one time 

- All staff will be required to wear face coverings when meeting with other staff if six-foot social 

distancing cannot be accommodated. Masks will be provided for staff who do not have them. 

- Hallway and office windows should be left open as much as possible. 

- Drinking fountains will be blocked to eliminate common use. Water filling stations may be used 

but water must be gathered via a disposable vessel. 

 

THREE (August 28 and beyond) 

Office of Student Conduct Safety Plan 

- Staff will be allowed to work up to 5 days a week on campus, but encouraged to work from 

home when possible.  

- No sharing of phones, computers, or other equipment will be allowed.  

- Staff will be encouraged to regularly wash hands, including before and after in-person meetings 

and upon entering the office. 

- All student staff will be required to watch all four COVID-19 training tutorials. Full time staff 

should of viewed the tutorials in phase two. 

- Staff will be expected to complete the daily COVID-19 Symptom Checker and stay home and 

seek medical care if answering yes to any preliminary screening questions. 

- Meetings and trainings should be conduct virtually as much as possible.  

- Excess furniture will be removed from office and waiting areas to ensure proper social 

distancing.  

- Staff will measure and mark 6’ distance in commonly used spaces 

- Signs will be posted informing students and guests we will not be shaking hands 

- Furniture and seating will be adjusted to accommodate 6’ social distancing recommendations 

- Staff will be encouraged to open windows as much as possible 

- Furniture and equipment will be sanitized after use by students and guests  

- Students and guests will be required to wear a mask during all meetings 

- Each staff member will track guests who enter their office and maintain records for at least 14 

days.  



 

Birkam 2nd Floor Safety Plan 

- Birkam Building will go back to regular Fall Semester facility hours.  

- The second floor Northeast Stairwell Entrance will be the only unsecured stairwell to the second 

floor. Students and guests needing elevator access will be required to use the main entrance to 

the facility. All other entrances will stay locked and be for exit only. 

- Branded signs will be posted at all entrances with safety protocol for all entering. 

- We will require that all people entering the facility wear a face covering. Temporary coverings 

will be available for people, who do not have them. 

- Hand sanitizing stations will be available at all entrances. 

- Staff will be asked to use the exit nearest them when leaving the building. 

- Elevator usage will be limited to two people in the car at one time 

- Hallway and office windows should be left open as much as possible. 

- Drinking fountains will be blocked to eliminate common use. Water filling stations may be used 

but water must be gathered via a disposable vessel. 

- Consider propping open interior doors to reduce contact 

Training 
All staff will complete the 4 online COVID 19 training videos prior to returning to work.  

Symptom Checking 
All staff will be provided with a copy of the COVID 19 Symptom Checker to review daily prior to working. 

Any staff exhibiting symptoms will follow the instructions on the sheet and notify their supervisor.  

Social Distancing, Promoting Healthy Behaviors and Physical  

- Barriers will be installed at spaces where distancing can not be maintained 

- When possible all staff, students and guests will maintain a social distancing of a minimum of 

6ft.  

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

- Staff will wear face coverings when social distancing is NOT possible.  

- If staff are unable to wear a cloth face-covering they will notify the supervisor to review with 

Human Resources to determine if an alternate work arrangement is necessary. 

Cleaning and Disinfection  

- Faculty, staff and student employees will routinely clean and disinfect all areas such as personal 

offices, common touchpoints, and shared electronic equipment after use.  

- Staff will follow the manufacturer’s instructions for all cleaning and disinfection products (e.g., 

required PPE, concentration, application method and contact time). 

Signage and Messages 
OSC will post all required signage 
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