
RETURN TO THE WORKPLACE
Initial Planning Guide for Appointing Officers for June/July 2020
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May 21st, 2020 
This guide is intended to assist Appointing Officers create a return to the 
workplace plan for a phased approach in June and July to reopening campus 
offices. Guidance may change in accordance with federal, state, and local 
government and health agency guidance. As the situation continues to evolve, 
please refer to gvsu.edu/coronavirus for ongoing information

Presented on behalf of the Incident Management Team and the Senior Leadership Team

http://gvsu.edu/coronavirus


• As we plan for Fall 2020, a ramp up plan over the next three 
months will allow us to be ready to support our students.

• The University is reviewing the physical environments very 
carefully, ensuring the utmost attention is paid to enable social 
distancing, decrease density on campus, clean and disinfect, 
monitor air quality inside buildings, and encourage personal 
responsibility by providing supplies and resources to assist 
individuals in creating the safest environment possible.

• Creating a safe environment is a shared responsibility amongst 
everyone in our community.

• Individuals can contribute to our safety by practicing healthy 
hygiene habits including frequent hand washing, wearing a mask 
when in common areas and when around others, practicing social 
distancing, completing a daily self-assessment before coming to 
campus, and keeping work areas clean. 

• Given the current health guidance, we recognize we must reduce 
the number of students, faculty, and staff on campus at any given 
time and decrease overall density on campus.

• We will greatly limit non-students, faculty, and staff on campus by 
only hosting and serving of visitors engaged in university life and 
prospective students.

• We will have fewer large scale events and greatly reduce use of 
our campus to those who are not students, faculty, or staff.

• In general, if it is safe to do so, we expect offices to be open July 
27th, 2020 to prepare for the beginning of classes August 31st.

GUIDING PRINCIPLES 
Phase I return to workplace: June and July 2020

• By June 5, 2020, appointing officers are expected to create a  
return-to-workplace plan focused on their office areas and staffing, 
and to review with their executive officer.

• AOs are expected to communicate their ramp up plans to their staff 
no later than June 8, 2020.

• The first phase of our ramp-up plan is a six-week process beginning 
June 22 that will bring our offices back in service on campus. Many 
departments already have some presence on campus. Their ramp up 
may look different than offices that were completely remote.

• Staff members should be advised that they may need to return to 
campus as soon as June 22, so they should plan accordingly. The 
appointing officer is expected to create a viable plan.

• AOs should plan to have their offices “open” no later than July 27, 
2020, with some presence, in order to prepare for the Fall 2020 
semester.

• Public spaces (computer labs, libraries, Kirkhof Center, etc.) will 
reopen no later than July 27 (in accordance with regular summer 
hours of operation).

• For the first phase or return to work, AOs should focus on work 
areas. Expect further guidance on classrooms, student gathering 
areas, and other public spaces in the coming weeks as we plan for 
classes to begin August 31, 2020.

• Appointing officers should plan for an evenly spread staff density 
and ensure safety. This includes fewer number of staff in the office 
overall in order to enable social distancing with less traffic.

• Appointing officers, working with their teams and their executive 
officer, will be responsible for creating a safe environment grounded 
on these principles using support available to them through the 
university.

• Ramp up for each area and ensuing operations will look different 
based on the type of work that the area is responsible for. What 
is the same, however, is that health protocols and guidance is 
followed, which includes lowering density in offices, ensuring 
space for social distancing and physical space considerations, and 
enhancing cleaning protocols.

• AOs are encouraged to explore all aspects of scheduling and 
planning to ensure a safe working environment, which may 
include continued remote work, staggered shifts, alternating week 
scheduling, and alternative times/days for work to be completed.

RETURN TO WORKPLACE DESIGN OUR COMMITMENT TO LEARNING
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• First and foremost, we are committed to creating the safest 
environment as can be created to continue high-quality, high-
impact learning and support our students, faculty and staff using 
the best public health guidance available.

• For Fall 2020, we are adjusting course offerings and classroom 
use in order to reduce student and faculty density at the university 
at any given time, while maintaining meaningful, regular, face-to-
face activity.

• We will have more online learning available as alternatives for 
undergraduates and as the norm for adult professional students.

• No matter the mode of instruction we will bring creativity, care, 
and a sense of community to our work. 



JUNE 5 JUNE 8 JUNE 15 JUNE 19 WEEKS OF JUNE 
22-JULY 20

JULY 27

Appointing Officers 
complete June and July 
return to the workplace 
planning and review with 
Executive Officer 

Appointing Officers review 
return to workplace plan 
for June and July with their 
departments

Children’s Enrichment 
Center reopens 

Limited student housing 
is available and move-in 
ensues 

Weeks 1 through 5 of 
ramp up for return to the 
workplace

•  Staff already working on 
    campus continue
•  Gradual and deliberate 
    return to work for other 
    departments as    
    determined by AO with    
    review by EO

Week 6 of ramp up

•  Offices and other areas 
    expected to be open 
•  Staffing should be in 
    accordance with safe 
    work environments which 
    includes overall low  
    density of staff in offices 
•  Remote work and other 
    work arrangements 
    (staggered shifts, alternate 
    working weeks, etc.) 
    should be full implemented
•  Public spaces (computer 
    labs, libraries, Kirkhof 
    Center, etc.) will reopen 
    no later than July 27 if 
    possible and in   
    compliance with federal, 
    state, and local 
    government and health 
    agency guidance and in 
    accordance with regular     
    summer hours of operation

RETURN TO WORK– PHASED APPROACH 
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APPOINTING OFFICER CONSIDERATIONS AND RECOMMENDATIONS

STAFFING CONSIDERATIONS

Staff

• Create schedules that limit staff numbers 
per day in the office environment; this 
may include staggered shifts and alternate 
working hours/days/weeks. 

• Appointing officers should plan to evenly 
spread staff density to promote safety. This 
includes fewer number of staff in the office 
overall in order to enable social distancing 
with less traffic. 
 
 
 Faculty

• Continue remote work as much as 
possible

• Deans or unit heads to develop schedule 
for building access to limit number of 
faculty in an area; consider impact on 
staff

• Faculty teaching spring or summer 
sessions have regular access

• Faculty who work in studios and labs have 
regular access (teaching or research)

• The same expectations apply for student 
employees

• Avoid or reconsider shared work spaces/
phones/headsets

• Guidance for employees unable to return to 
campus will be forthcoming in early June 

• For immediate questions or needs regarding 
staff relations, please contact Deb Sanders, 
Director of Staff Relations. 

• 1-on-1 faculty/student interactions allowed, 
with social distancing, especially graduate 
research

• Remaining faculty may access offices based 
on availability on schedule

• Faculty may conduct field research, with 
social distancing

• For shared faculty offices, relocate faculty to 
empty spaces or break/conference rooms
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• Offices are expected to be open normal 
operational hours of 8am to 5pm, Monday 
through Friday. AO’s may consider longer 
hours or weekend schedules if needed 
to reduce office density, stagger shifts, 
accommodate staff, etc.

• Faculty/staff will be expected to self assess 
per CDC guidance before coming to campus 
each day. In some departments, screening 
stations may be set up, and staff may be 
expected to complete forms or record 
information through an app regarding (lack 
of) symptoms.

• Offices are expected to be open with 
some presence no later than July 27, 
2020 (guidance as of May 21, 2020)

• AO’s are encouraged to support use of vacation 
to allow faculty and staff to energize and restore 

• As we begin this journey forward together, a 
reminder that as a Laker employee, a number of 
resources are available to support physical and 
mental health and well-being

Wellness

            

• Resources for emotional wellness at GVSU
• Resources for physical fitness and wellness 

at GVSU
•   Watch short segments on resources     
      available for GVSU faculty and staff  
      around emotional, occupational, 
      physical, spiritual resources and more.     
     Navigate your Wellness – Online Virtual      
     Videos  
         

• COVID-19 Self-Care Resource guide 
for GVSU faculty and staff to connect 
with someone who can listen and help 
brainstorm around specific faculty and 
staff needs during this time 
 

• Encourage/consider remote and rotational 
opportunities for all roles, to decrease 
density in offices and on campus overall

• Faculty/staff will be expected to self-assess 
per CDC guidance before coming to campus 
each day

mailto:sandedeb%40gvsu.edu?subject=
https://www.gvsu.edu/cms4/asset/614589D9-D87D-F688-4E9414B96B94C137/mental-health-resources-final.pdf
https://www.gvsu.edu/hro/benefitswellness/fitness-facilities-classes-and-events-484.htm#Facultystaffgroupclasses
https://www.gvsu.edu/hro/benefitswellness/fitness-facilities-classes-and-events-484.htm#Facultystaffgroupclasses
https://www.youtube.com/playlist?list=PLi6G1mLuUd9WJzrQeUyftLBN20Cjyb4mR
https://www.youtube.com/playlist?list=PLi6G1mLuUd9WJzrQeUyftLBN20Cjyb4mR
https://www.youtube.com/playlist?list=PLi6G1mLuUd9WJzrQeUyftLBN20Cjyb4mR
https://www.youtube.com/playlist?list=PLi6G1mLuUd9WJzrQeUyftLBN20Cjyb4mR
https://www.youtube.com/playlist?list=PLi6G1mLuUd9WJzrQeUyftLBN20Cjyb4mR
https://www.youtube.com/playlist?list=PLi6G1mLuUd9WJzrQeUyftLBN20Cjyb4mR
https://www.gvsu.edu/cms4/asset/614589D9-D87D-F688-4E9414B96B94C137/resource-map-final.pdf
https://www.gvsu.edu/cms4/asset/614589D9-D87D-F688-4E9414B96B94C137/resource-map-final.pdf
https://www.gvsu.edu/cms4/asset/614589D9-D87D-F688-4E9414B96B94C137/resource-map-final.pdf
https://www.gvsu.edu/cms4/asset/614589D9-D87D-F688-4E9414B96B94C137/resource-map-final.pdf
https://www.gvsu.edu/cms4/asset/614589D9-D87D-F688-4E9414B96B94C137/resource-map-final.pdf
https://www.gvsu.edu/cms4/asset/614589D9-D87D-F688-4E9414B96B94C137/resource-map-final.pdf
https://www.gvsu.edu/cms4/asset/614589D9-D87D-F688-4E9414B96B94C137/resource-map-final.pdf


Health Screening

PPE

Social Distancing 

HEALTH AND SAFETY

• Faculty/staff will be expected to self-assess per 
CDC guidance before coming to campus each 
day. In some departments, screening stations 
may be set up, and staff may be expected to 
complete forms or record information through 
an app regarding (lack of) symptoms.

Masks
Faculty and staff will be expected to wear masks 
(under current guidance) when social distancing 
is not possible. Masks will be available for all 
employees and student employees. AO’s are 
responsible to ensure masks are available and can 
contact Facilities Services (Rence Meredith).  

Gloves
Gloves will be provided as requested if there is 
work that requires or interacts with customers. 
Contact facilities services. 

Work Areas
•    Ensure social distancing (6 feet apart). If 
      social distancing is not possible, employees    
      must wear masks
• While waiting in line, stand 6 feet apart
• Use stairs rather than the elevator if possible. 

Avoid touching  railing when using stairs.
• Do not crowd others
• Use phone calls, Zoom or other technology 

to contact co-workers instead of face-to-face 
interaction 
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• For assistance in health screening stations, 
contact Dave Cox in Facilities Services:  
coxd@gvsu.edu

Hand Sanitizer
Request refills as needed from Facilities Services. 
Facilities Services will address public spaces.

Disinfecting Products
Contact Facilities Services for product. Cleaning 
crews will also be cleaning and disinfecting 
regularly. 

GVSU PPE Ordering Website

Meetings
•    In general, avoid face-to-face meetings. If face 
      to face meeting is necessary consider a stand-
      up meeting in an open space, or meeting 
      outside. Individuals should wear masks and 
      ensure social distancing (6 feet apart).
•    Conduct meetings using Zoom, call, or other 
      technology
•    Stand up meetings - 6’ apart if feasible
•    PPE required if close proximity

Public Areas
Masks are required when in public areas and 
when social distancing is not possible

• Directional, educational, and GVSU-branded 
signage will be available in the coming weeks. 
AOs are not expected to create their own 
signage.

Office Spaces

Transaction Locations

Break and Lunch Rooms

PHYSICAL SPACES

Enclosed Office
No modifications needed (in most cases) 

Cubicles/Shared Offices
Practice social distancing, must be 6 ft apart. If not 
possible options as follows:
•  Stagger work shifts
•  Create physical distancing opportunities  

Reception Station/Transaction Counter
Refer to Facilities Planning website for Social 
Distancing - Physical Space Guidelines

• Practice social distancing
• Remove extra tables and chairs to allow for 

social distancing
• Schedule staggered lunch times and encourage 

staff to eat at their work station or off site 
• Set expectation that staff is regularly cleaning 

and sanitizing surfaces - ensure supplies are 
stocked and available 

•  Allow staff to work in a conference room (if 
    not used by others and available)
•  Allow staff to work in public spaces by  
    laptop (if social distancing in place)

www.gvsu.edu/facilitiesplanning

Copier Use
Do not wait for copies, denote 6 ft from copier 
utilizing floor signage (will be available prior 
to re-opening). Have cleaner at the copier and 
require staff to clean prior to use. 

• Faculty and staff are encouraged to take 
regularly scheduled breaks to energize and 
restore. Walking and mindfulness activities 
are encouraged

• Employees should not congregate at break 
times; encourage lunches and breaks in open 
areas where social distancing is possible, 
and/or outside (weather permitting)

AO’s to refer to Facilities Planning website for Social Distancing - Physical Space 
Guidelines www.gvsu.edu/facilitiesplanning

Facilities Planning to contact AO to discuss physical space plans

Order PPE by visiting this website

mailto:coxd%40gvsu.edu?subject=
http://www.gvsu.edu/facilitiesplanning
http://www.gvsu.edu/facilitiesplanning
https://www.gvsu.edu/purchasing/cms-authentication-index.htm?goto=%2Fpurchasing%2Fpersonal%2Dprotective%2Dequipment%2Drequest%2D223%2Ehtm&error=session


Vendor/Contractor/Tenant Interaction

Public Visitors

Service Vehicles

CAMPUS GUESTS/TRANSPORT

Contractors/Vendors/Tenants
• Must wear masks on campus while doing 

work
• Must follow GVSU health screening 

protocols 

Guests and visitors should be greatly limited 
hosting only those engaged in University Life 
and prospective students 

• Determine date for return of guests/
visitors

• Guests must wear PPE on campus during 
visit 

• Provide PPE for guests to wear on campus
• Limit number / amount of seating 

available in reception areas
• Place multiple signs indicating that we 

practice social distancing 

Maintain employee safety when working with 
the public.
• Create meetings spaces that allow for 

social distancing between employee and 
guest

Department vehicles
• Limit number of people per vehicle
• Sanitize door handles and controls 

repeatedly
• Ensure cleaning supplies are available in 

the vehicle
• Masks should be worn in service vehicles

• Depending on your area, consider 
establishing a contractor health screen station
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• Install sneeze guards or other distancing 
solutions from Facilities Planning for reception 
areas

• Limit guests on elevator at a time - provide 
signage

• Ensure hand sanitizer is available in public 
areas

• Sanitize surfaces after each appointment.
• Routinely clean surfaces
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• Directional, educational, and GVSU-branded 
signage will be available in the coming 
weeks. AOs are not expected to create their 
own signage.

• Directional, educational, and GVSU-branded 
signage will be available in the coming 
weeks. AOs are not expected to create their 
own signage.

To prevent visiting parking services, adjust parking 
to accommodate guests and provide parking 
passes electronically

Replace screening link with this: https://www.gvsu.edu/facilitiesservices/grandrapids/covid-19-daily-screening-76.htm
Replace screening link with this: https://www.gvsu.edu/facilitiesservices/grandrapids/covid-19-daily-screening-76.htm

