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University Advancement and Marketing, Re-entry Plan, Prakken Building 

Medium-risk Exposure Unit 

Phase 2 Re-entry      

     

Return Date: Aug. 3, 2020 

On-site work in University Advancement and Marketing will resume on Monday, Aug. 3, 

with regular business hours of 8 a.m. to 5 p.m. All UA&M offices will be staffed in some 

form during regular business hours. The intent is to stagger work schedules and allow 

for an optimal blend of remote and on-site work to promote quality customer service, 

employee engagement and safety. We will continue to monitor and evaluate this 

situation and adjust operations accordingly.  

Requirements Prior to Returning on Aug. 3: 

• Discuss work arrangements with your supervisor 

 

• View the four COVID-19 training tutorials located 
at www.gcntraining.com. The four tutorials include:  

o COVID-19 Plan, Prepare, and Respond; 
o COVID-19 Video: How to Wear a Mask; 
o COVID-19 Video: Proper Handwashing; and 
o COVID-19 Workplace Guidelines. 
o To log in to the GCN Training portal please use the following credentials – 

Organization ID: ferrisstateuniversity and User ID: Banner Employee ID 
number or FSU Student ID number. 

o If you experience difficulty accessing the site, please contact Mike McKay. 
 

• Review Ferris Forward Together Re-Engagement Planning Guide 
https://www.ferris.edu/HTMLS/news/coronavirus/FINALFerrisStateReengagemen
tGuide7.8.20.pdf. You are expected to adhere to the new practices, policies and 
procedures outlined in this document. Failure to do so may result in corrective or 
disciplinary action. 
 

• Review our video public service announcement.  
 

New Work Requirements/Routines 
 

• Every day before reporting to work, you must complete a COVID-19 
Symptom Checker, which is currently available in paper form and accessible 
online via the www.ferris.edu homepage in the yellow alert box at the top of the 
page. Please print out copies of this form and complete them each day before 
you come to campus. They do not need to be turned in to anyone – however, you 
should keep a copy of the completed form for your records. An electronic version 
of the COVID-19 Symptom Checker will be available at the end of July. If you 

http://www.gcntraining.com/
mailto:MikeMcKay@ferris.edu
https://www.ferris.edu/HTMLS/news/coronavirus/FINALFerrisStateReengagementGuide7.8.20.pdf
https://www.ferris.edu/HTMLS/news/coronavirus/FINALFerrisStateReengagementGuide7.8.20.pdf
https://youtu.be/e2SCmTETLqI
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have any COVID-19 symptoms, do not come to work. Instead, stay home and 
call your supervisor. More details are available in the Ferris Forward Together 
Re-Engagement Planning Guide mentioned above. 

• Pursuant to MIOSHA emergency rules which include requiring remote work 
whenever possible through December 20, 2020, all UA&M employees are 
working remotely with the exception of three positions, including the Associate 
Vice President for External Relations, the Director of Advancement Services and 
Communications Specialist/News Services. The AVP for External Relations 
serves as the on-site representative for the division customer service operations 
area and is better equipped to fulfill all aspects of his role from the office. The 
Director of Advancement Services coordinates the receipt of the division’s mail, 
processes gifts to the University that come via mail, and accounts for/receipts all 
gifts received by the University in a timely manner. The Communications 
Specialist/News Services serves as the on-site media relations representative for 
the University.   

• Bring your Prakken Building and office keys with you to work as building 
entrances will be locked. 

• Wear a face covering over your nose and mouth inside the Prakken Building 
and any other University buildings and in any situation where social distancing is 
difficult. We will have an FSU washable cloth face mask and gaiter available at 
your workstation upon your return. Avoid touching the front of your mask and any 
part of your face. Contact Human Resources if you need an exception of 
accommodation. 

• Maintain social distancing of a minimum of 6 ft. inside and outside campus 

buildings (2 arm’s length). Social distancing signage will be placed appropriately 

throughout the division and across campus. 

• Stay right when walking through office and public hallways and stairwells. 

• Use PRK-101 and PRK-108 main entrances. Other hallway entrances to UA&M 

offices will be locked. The public reception areas/front desks in PRK-101 and 

PRK-108 will have Plexiglass installed. Soft furniture in those areas will be used 

sparingly and/or cordoned off and moved, if needed, to ensure appropriate social 

distancing of 6 ft. 

• Keep personal and main office doors closed. 

• Guests must complete the Spectrum Health COVID-19 Symptom Checker and 

be provided with a disposable mask if they did not bring their own. If a guest is 

displaying symptoms, he/she needs to be asked to leave the building and to seek 

appropriate care or to self-isolate.  

• Do not allow guests into interior offices. 

• Occupancy in the UA&M service area, PRK-102, is limited to 2 at a time and 
seating will be limited. You should disinfect after using shared items such as 
handles on the refrigerator, microwave and sink faucet. Office gatherings in the 
service area or conference room or any other areas of UA&M where people tend 
to congregate are prohibited. 

• Conduct group or staff meetings, and meetings remotely as much as possible 
(using Zoom, MS Teams, etc.). If you must use the conference room, PRK-101 J, 

mailto:hr@ferris.edu
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occupancy is limited to 10 staff/students, with 6-ft. social distancing protocol 
and disinfecting required. No one outside the division is allowed to reserve space 
in the conference room. You are discouraged from reserving space in other 
University facilities for meetings so that space can be utilized for academic 
instruction and/or RSO activities. 

• The Copy Room, PRK-108C, is limited to 1 user at a time, with disinfecting 

after use required.  

• Where social distancing is not possible, only 1 student employee will occupy 
his/her assigned work areas (Advancement Services, News Services, etc.) 

• Discourage colleagues from using your or other employees’ phones, desks, 
or other work tools and equipment. 

• The water bottle filling station in the hallway near our restrooms will remain 
operational, but the drinking fountain will not. 

• Regularly clean and disinfect surfaces, equipment, and other elements of your 
work environment. For your added safety, a new antimicrobial product procured 
by Physical Plant called MicrobeCare will be applied to all touch points within 
buildings such as door handles, light switches, handrails, table tops, chairs, 
computer keyboards, restroom fixtures to combat possible exposure to COVID-
19. UA&M vehicles should be cleaned and sanitized after each sue. 

• If you are sick, stay home. 

• Cover your coughs and sneezes. 

• Practice good hand washing/sanitizing often. UA&M has requested several 
hand sanitizer stations and will also have other cleaning supplies available. 
Karen Kirk is the primary point person with the Physical Plant regarding PPE, 
with Ruth Ridderman as her back-up. 

• Although blanket travel has been approved for some for FY21, all travel 
requests must be approved in advance by your supervisor. Only travel 
requests deemed “essential” will be considered and will follow federal and state 
restrictions and CDC recommendations, particularly when travel includes visiting 
any high-risk location. 

This is by no means an exhaustive list of things you may need to know related to 
our work environment amidst the coronavirus. Please regularly follow e-mail 
messages sent to you by the FSU Re-Entry team and online coronavirus 
information via the www. ferris.edu homepage in the yellow alert box at the top of 
the page.  

Updated: 12/10/20 SP 


