
Share this email:

Having trouble reading this email? View it in your browser

March 13, 2020 

Flexible and Remote Work
We are in a new reality where flexibility and remote work options are essential tools that we have
as supervisors to help with operational continuity during this time. A sudden switch to remote
work can be disruptive to both employees and supervisors without clear communication, tools,
or processes in place. During and after remote work implementation, flexibility is still key. The
university expects and encourages supervisors to afford maximum flexibility during this time to
help accommodate employees needs and minimize the spread of the illness.

Although there are constant changes and many unknowns, we encourage you to use this as an
opportunity to think creatively about solutions that fit your team and the work you do. There is no
one size fits all; therefore, flexible and creative approaches will be key. Know that we are here to
walk alongside of and empower you to lead in effective ways for your team. For more, view
these helpful flexible work considerations.

Tech Tips For Remote Work
When individuals cannot be at work and are not displaying symptoms of illness (i.e. self-
quarantine, a high risk population, school/daycare closings), supervisors are strongly
encouraged to work with staff on remote work options, as feasible.

Work from home considerations:

If employees have concerns with lack of reliable internet, Comcast is offering free internet
services.

Install/set up a VPN connection with Duo Mobile. To setup Duo on your device from on-
campus, enroll here. To set up DUO on your device from off-campus, contact the IT
Helpdesk. It is not recommended that you install VPN software on personal devices to
access secure systems (Banner Admin, Argos, OnBase, etc.).

Test and confirm remote access to email/programs/folders.

Establish communication mechanisms (Skype for Business, email, home/cell phone
number).

Human Resources FAQs has a number of answers related to these topics.

Human Resources FAQs
If you or a colleague have questions regarding COVID-19, please refer to the Human Resources
FAQ page.

It is important to utilize and share this page to help colleagues manage the situations
arising with COVID-19.

Check back often for updates as the situation evolves.

If you have content you would like added or have any unanswered questions, please
contact Human Resources at 616-331-2215 or hro@gvsu.edu.

General Information and FAQs
The GVSU Emergency website has information relevant for our entire community. Visit the
GVSU COVID-19 FAQ page for:

University communication updates.

Travel and self-quarantine information.

Student information.

Note: Replenish, GVSU's campus food resource, will be open and accessible to student users
during the conversion period to online teaching. Students have two options to access Replenish:
Kirkhof (KC) 0074 and Center for Health Sciences (CHS) 353. Hours of operation will be 12-4pm,
Monday through Friday, for both locations.

Student Employees
If you have student employees who can work and want to work, you can have them work
per the normal student employment guidelines (as classes are still in session, albeit in a
remote fashion).

You can help educate students with factual information on COVID-19 and pandemics.
Please help by making sure students are familiar with the CDC guidance and the latest
information on the pandemic so they can make informed decisions.

As with other employees, you are expected and encouraged to consider remote work,
alternative schedules, or other means to continue to get work done, while being mindful of
safety for students (as you are doing for regular staff).

If your area needs additional assistance, or you have a student who would like to work,
but you don’t have work for them, please contact student employment to assist to fulfill
other needs of the campus.

For the most up-to-date information, please visit the Student Employment website.

Additional Encompass Resources
My Life Expert and "Normal Reactions to Abnormal Events"
Encompass, your Employee Assistance Program (EAP), recognizes that unexpected events
can create heightened emotional reactions for employees. Encompass offers a wide array of
online and telephonic resources, including remote counseling. Encompass is available to support
all service options in a telephonic format for both intakes and clients who are currently engaged
in services. Encompass services are available via phone 24/7 at 1-800-788-8630.

Encompass has recently updated their online resources at MyLifeExpert.com. First time users
can create a profile using the code: GVSUNI. The website will continue to the updated with the
most recent information related to COVID-19. My Life Expert offers helpful articles such as, How
to Talk to Children About COVID-19 and more.

To help support employees who may be experiencing reactions, Encompass has compiled a
packet entitled Normal Reactions to Abnormal Events.

*As a reminder, GVSU faculty, staff and their families have access to and are encouraged to
use Encompass. Encompass is a third-party, confidential provider and will not share any of your
information with GVSU.

Encompass Soft-Skills Course Feature: Working in a Home Office
Working in a home office and maintaining work-life balance requires preparation and regular
evaluation of your work practices. By following a few guidelines, you can avoid burnout as you
take advantage of working at home. This course includes tips on setting boundaries, dealing with
distractions, and making a schedule and sticking to it.

Access this course and view other helpful resources.
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