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PROTOCOL FOR CASES ON CAMPUS
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Confirmed Case on Campus

Might need to implement short-term building closure procedures regardless
of community spread if an infected person has been on campus. If this
happens, CDC recommends the following procedures, regardless of level of
community spread:
• Coordinate with local health officials. Once learning of a COVID-19 case in

someone who has been on the campus, immediately reach out to local
public health officials.
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Confirmed Case on Campus (cont’d)

• Work with local public health officials to determine cancellation of classes and
closure of buildings and facilities. Administrators should work closely with their
local health officials to determine if a short-term closure (for 2-5 days) of all
campus buildings and facilities is needed. In some cases, administrators, working
with local health officials, may choose to only close buildings and facilities that
had been entered by the individual(s) with COVID-19. This initial short-term class
suspension and event and activity (e.g., club meetings; on-campus sport, theater,
and music events) cancellation allows time for the local health officials to gain a
better understanding of the COVID-19 situation. This allows the local health
officials to help the IHE determine appropriate next steps, including whether an
extended duration is needed to stop or slow further spread of COVID-19.
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Confirmed Case on Campus (cont’d)

Communicate with students, staff, and faculty. Coordinate with local health officials to
communicate dismissal decisions and the possible COVID-19 exposure.

• This communication should align with the communication plan in the emergency
operations plan.

• Plan to include messages to counter potential stigma and discrimination.

• In a circumstance where there is a confirmed COVID-19 case that has been on
campus, it is critical to maintain confidentiality of the student or staff member as
required by the Americans with Disabilities Act and the Family Education Rights and
Privacy Act, as applicable.

https://www.cdc.gov/coronavirus/2019-ncov/daily-life-coping/reducing-stigma.html
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Confirmed Case on Campus (cont’d)

Clean and disinfect thoroughly.

Close off areas used by the patient. Open outside doors and windows to increase air circulation in the
area and then begin cleaning and disinfection.

Cleaning staff should clean and disinfect all areas (e.g., offices, bathrooms, and common areas) used by
the COVID-19 patient focusing especially on frequently touched surfaces.

If surfaces are dirty, they should be cleaned using a detergent or soap and water prior to disinfection.

For disinfection most common EPA-registered household disinfectants should be effective. A list of
products that are EPA-approved for use against the virus that causes COVID-19 is available herepdf
iconexternal icon. Follow the manufacturer’s instructions for all cleaning and disinfection products (e.g.,
concentration, application method and contact time, etc.).

Additional information on cleaning and disinfection of community facilities such as schools can be found
on CDC’s website.

https://www.epa.gov/sites/production/files/2020-03/documents/sars-cov-2-list_03-03-2020.pdf
https://www.cdc.gov/coronavirus/2019-ncov/community/organizations/cleaning-disinfection.html
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CDC Recommended Cleaning Protocols

For non-healthcare facilities (e.g., schools, institutions of higher education, offices, daycare centers, businesses, community centers) that do not house persons overnight and
are not meant for cleaning staff in healthcare facilities, repatriation sites or households.

PPE required does NOT include respirators but includes disposable gloves and gowns for all tasks, including handling trash

 Gloves and gowns should be compatible with the disinfectant products being used.

 Additional PPE might be required based on the cleaning/disinfectant products being used and whether there is a risk of splash.

 Gloves and gowns should be removed carefully to avoid contamination of the wearer and the surrounding area. Be sure to clean hands after removing gloves.

 Gloves should be removed after cleaning a room or area occupied by ill persons and hands must be cleaned immediately after gloves are removed.

 Cleaning staff should immediately report breaches in PPE (e.g., tear in gloves) or any potential exposures to their supervisor.

The guidelines state that employers should: (1) develop policies for worker protection (2) provide training to all cleaning staff on site prior to providing cleaning tasks (3)
training must should include when to use PPE, what PPE is necessary, how to properly don (put on), use, and doff (take off) PPE, and how to properly dispose of PPE.

Regarding timing/scope of cleaning:

 It is recommended to close off areas used by ill person(s) and wait as long as practical before beginning cleaning and disinfection to minimize potential for exposure to
respiratory droplets.

 Open outside doors and windows to increase air circulation in the area. If possible, wait up to 24 hours before beginning cleaning and disinfection.

 Cleaning staff should clean and disinfect all areas (e.g., offices, bathrooms, and common areas) used by the ill person(s) focusing especially on frequently touched
surfaces.

https://www.cdc.gov/handwashing/when-how-handwashing.html
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Approach to Employee Exposures

• Employee discloses or presents with symptoms of COVID-19
• COVID-19 symptoms include fever, chills, cough, shortness of breath, and sore

throat.
• Tell individual that s/he is to remain home until 24-hours symptom free

without the use of fever-reducing or other symptom-altering medicines (e.g.
cough suppressants).

• Request, but do not require, that individual obtain a doctor’s note and/or
fitness for duty form.

• Do not alert or self-quarantine any other individuals.
• Do not clean and disinfect.
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Approach to Employee Exposures (cont’d)

• Employee tests positive for COVID-19

• Individual that tests positive must be in self-quarantine.

• Conduct an analysis to determine other individuals that have had close/direct contact with the confirmed-positive individual within the 
last 14 days.  Close contact is 6 feet for a prolonged period – walking past someone in the hallway is not a prolonged period.

• Part of the analysis includes asking the confirmed-positive individual who s/he has had close/direct contact within the last 14 days.

• Alert those individuals that have had close/direct contact with the confirmed-positive individual within the last 14 days and direct those 
individuals to self-quarantine for 14 days from the last close/direct contact with the confirmed-case.

• Do not disclose the identity of the confirmed-positive individual to others.

• Encourage those potentially exposed individuals to seek medical care and a COVID-19 test, especially if exhibiting symptoms.

• Clean and disinfect the office.

• Not required, but recommended to contact local health department to receive guidance on any recommendations or requirements that
the local department of health has for an employer that has received a confirmed diagnosis.
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Potential Exposure Notification

DATE: [DATE]

TO: [CLOSE CONTACT EMPLOYEE]

FROM: [REP]

We have been informed by one of our [employees/customer/vendor/etc.] working at [SITE] that he/she has a confirmed case of COVID-19, commonly known as
“Coronavirus,” based on test results obtained on [DATE]. Per company policy, this [employee/customer/vendor/etc.] has been directed to self-quarantine until permitted to
return to work.

We are alerting you to this development because, based on the Company’s investigation, we believe that you may have come into contact with the confirmed-positive case,
on or about [DATE]. Based on Company policy we are directing you not to report to work (i.e., self-quarantine) until, at least, [14 days from last contact with confirmed case].
In the interim, we encourage you to seek medical advice and a COVID-19 test, especially if you are exhibiting symptoms of the virus.

If you do not test positive for COVID-19, or experience symptoms, by [14 days from last contact with confirmed case], you may return to work. However, please inform
[COMPANY CONTACT] if any of the following occur during your self-quarantine: you experience flu-like symptoms, including fever, cough, sneezing, or sore throat; or you test
positive for COVID-19.

We are committed to providing a safe environment for all of our employees and top quality service to our customers. It is in the interest of those goals that we provide this
information out of an abundance of caution.

We also want to take this opportunity to remind you that one of our core values as a company is respect for and among our employees [or customers]. We will treat
information regarding the identity of employees [or customers] with suspected or confirmed cases of COVID-19 as confidential to the extent practicable and will comply with
applicable laws regarding the handling of such information. Further, per Company policy, we will not tolerate harassment of, or discrimination or retaliation against,
employees [or anyone].

Please contact [COMPANY CONTACT AWARE OF APPROPRIATE PROTOCOLS] at [PHONE NUMBER] if you have any questions or concerns.
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Approach to Employee Exposures (cont’d)

• Employee has been in close/direct contact with a confirmed-COVID-19 individual 

• This applies to any contact an individual might have had with any confirmed-positive case
(i.e., coworker, family member, doctor, friend etc…)

• Direct to self-quarantine for 14 days from the last close/direct contact with confirmed-case.

• Encourage employees to seek medical care and test, especially if exhibiting symptoms.

• Unless later tests positive, do not alert or self-quarantine others. If employee does test
positive, follow steps previously detailed.

• Unless individual later tests positive, it is not necessary to clean and disinfect beyond usual
cleaning.
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What About Thermal Scanning and Taking 
Employees’ Temperatures?

EEOC link: https://www.eeoc.gov/facts/pandemic_flu.html
 How much information may an employer request from an employee who calls in sick, in order to protect the rest of its workforce during the

COVID-19 pandemic?
 During a pandemic, ADA-covered employers may ask such employees if they are experiencing symptoms of the pandemic virus. For COVID-19, these include

symptoms such as fever, chills, cough, shortness of breath, or sore throat. Employers must maintain all information about employee illness as a confidential medical
record in compliance with the ADA.

 When may an ADA-covered employer take the body temperature of employees during the COVID-19 pandemic?
 Generally, measuring an employee's body temperature is a medical examination. Because the CDC and state/local health authorities have acknowledged community

spread of COVID-19 and issued attendant precautions, employers may measure employees' body temperature. However, employers should be aware that some
people with COVID-19 do not have a fever.

 Does the ADA allow employers to require employees to stay home if they have symptoms of the COVID-19?
 Yes. The CDC states that employees who become ill with symptoms of COVID-19 should leave the workplace. The ADA does not interfere with employers following

this advice.

 When employees return to work, does the ADA allow employers to require doctors' notes certifying their fitness for duty?
 Yes. Such inquiries are permitted under the ADA either because they would not be disability-related or, if the pandemic influenza were truly severe, they would be

justified under the ADA standards for disability-related inquiries of employees. As a practical matter, however, doctors and other health care professionals may be
too busy during and immediately after a pandemic outbreak to provide fitness-for-duty documentation. Therefore, new approaches may be necessary, such as
reliance on local clinics to provide a form, a stamp, or an e-mail to certify that an individual does not have the pandemic virus.

21
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Visitor Declaration Form
Visitor Declaration Form 

 
Our workplace is focused on the safety and well-being of our employees, as well as visitors. 
In view of the novel coronavirus/COVID-19 outbreak, we are taking precautionary measures 
to keep our environment safe.  Before entering our premises, please complete this form. 
 
PLEASE NOTE: If you are currently feeling unwell or suffering from any symptoms such 
as fever, chills, cough, or shortness of breath, you must postpone your visit.  
 

Basic Information 

Visitor's First Name   Middle   Last  

Organization   

City, State, Country   

Contact Number           Email  
 

Questionnaire 
 
Question# 1:  The purpose of your visit? 
 
Answer: 
 
 
Question# 2:  Within the last 14 days, have you returned from a cruise or traveled to or through 
any Country designated as Level 3 by the CDC (which, as of March 17, 2020, included Europe, 
South Korea, Iran, China and the United Kingdom)? 
 

 
 
Question# 3:   Within the last 14 days, have you been in direct contact with anyone who has 
been diagnosed as infected with, or is suspected to have been exposed to the 
coronavirus/COVID-19?  
 
Yes  ☐; No ☐ 
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ONGOING PHYSICAL SAFETY 
Safeguarding Campus, University Assets, and Information Technology
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Physical Safety of University 
Assets and Resources

Building Access
Employee Access
Limiting Visitors
Employee Awareness
See Something  Say Something
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Physical Safety of Universities Assets 
and Resources

Limiting Law Enforcement Response
 Shift Considerations 

 Non-Essential Staff 

 Daily Tasks and Assignments 

 Proper Equipment

 Daily Health and Wellness Updates 

Following Local EMS Guidelines for service calls
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Protecting IT and Critical Infrastructure 

Annual Risk Assessment
Inventory of Equipment
Back up important information
VPN
Home Network Challenges
Employee Training
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Leveraging Existing 
Technology/Looking Ahead

Updating desktops and laptops
Creating Zoom tutorials
What else can we do to work smarter and not harder?
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KEEPING EMPLOYEES SAFE: 
COPING WITH COVID-19
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Ongoing Employee Wellness and Monitoring 

Proactive outreach and use of technology for Employee Assistance Program 
consultations 
Weekly Messaging 

Virtual Appointments 

Assistance and Resources 
 Foodbank

 Financial Options / Loans 

 Medical Paperwork 
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Ongoing Wellness and Monitoring

Employees with caregiver responsibilities
•Stress Management/Burnout
•Balancing needs
 Flexible/alternative work schedule to mitigate competing responsibilities

 Assigning different types of projects 

 Suggesting a combination of leave and work time

•Communication
 Check in

 Be flexible
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Managing Social Isolation 

This is not easy
We did not ask for this to happen
Talk about it
Find outlets 
Work on enjoyable projects
Encourage employees to reach out for help when needed
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COVID-19 Communications

• Clear, consistent, and accurate
• Weekly Messaging / Tips / Reminders
• Resources
• Clear communication with employees and students
• Lessons Learned / Things that others found helpful
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Social Media

• Share and re-share important updates
• Engagement with the campus community
• Continue to promote your brand
• Share positive stories
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KEY TAKEAWAYS
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Coloring Outside the Lines 

• Finding Opportunities vs. Creating Barriers
• Err on the side of humanity
• Find new ways to make systems help vs. punish
• Make the hard decision and be ok with it 



This information provided by Littler is not a substitute for experienced legal counsel and does not 
provide legal advice or attempt to address the numerous factual issues that inevitably arise in any 

employment-related dispute.
Although this information attempts to cover some major recent developments, it is not all-inclusive, and 

the current status of any decision or principle of law should be verified by counsel.    
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