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Western Illinois University COVID-19 Return to Work Control Plan Template
All departments and areas at Western Illinois University must develop a written control plan outlining how its workplace will comply with the guidelines and requirements presented by Western Illinois University and the State of Illinois for operation in the COVID-19 reopening period. This template is provided to help serve as a guide as departments and offices look to develop procedures for employees to return to work.  Control plans must be approved by each respective department or office’s supervisors as well as by WIU Risk Manager. 
BUSINESS INFORMATION | please provide the following information
Department Name: _____________________________   Campus Location (Bldg): ____________________
Point of Contact information (Name/Phone Number/WIU E-mail): (This individual should be a person that can be contacted if there are questions or concerns. This individual should be knowledgeable of their department plan and can speak to it in detail)

STAFFING & OPERATIONS
In this section, please explain how many individuals you expect to return to the workplace and briefly explain how your office will operate.
Examples Include: 
· Stating that returning employees will have temperature taken and provided day pass in conjunction with WIU procedures before arriving to their place of work.
· Include information on signage and other posted directions that you intend to present.
· If applicable, discuss how you are scheduling employees. For example, some offices may elect to divide staff up into two teams and have them physically on-campus every other week where another department or office is having individuals work different days.
· [bookmark: _GoBack]If your operation usually involves a high amount of “visitors” to your office (i.e. Human Resources, Financial Aid, etc….), explain how you will mitigate visitors such as arranging appointment only procedures, or other possible alternatives.

SOCIAL DISTANCING
In this section, please explain how your department is ensuring appropriate social distancing (at least 6ft apart) and any other techniques you can provide to help assist in the workplace. 

Examples Include:

· Noting that all employees will have face coverings when in common areas 
· Providing logistic guidance such as stating that conference room chairs will be removed or spaced out at least 6ft apart 
· Providing a “Distance Dots” (i.e. stickers will be applied to floor to demonstrate 6ft spacing)
  *Please note that WIU Visual Production Center will have “Distance Dots” available for sale in an effort to keep consistency    
   across campus.




HYGIENE PROTOCOLS
In this section, please explain how your department is ensuring that attention to hygiene protocols are being implemented.  

Examples Include:

· If your office is able, state that you will have sanitizer available at a centralized location.
· If your operation involves working with others where items will be handed back and forth or exchanged with multiple users (i.e. equipment such as cameras and microphones, file folders, etc,,,), how are employees mitigating contact.



CLEANING & DISINFECTING
In this section, you should provide information as to the processes that will be implemented to assist with cleaning and disinfecting.

Examples Include:

· Explain the cleaning protocols specific to your department or office. 
· Discuss how your department or office is prepared to assist with disinfecting high touch areas, such as doorknobs, light switches, workstations, equipment, etc….
· If a centralized copy/printer/fax machine is used, provide information as to how you will mitigate usage and disinfect.

ADDITIONAL PROCEDURES
In this section, please include any additional procedures that can be implemented that are specific to your respective area that can help assist in the objective of bringing workers back to work.

Examples Include:

· If your operation will involve any type of curbside assistance, please outline the procedures for this process.
· If your operation is not on the physical campus of WIU Macomb or QC, provide details as to how you will operate (i.e. Univ. Farm, Golf Course, etc…)



PROFESSIONAL ORGANIZATION OR RESOURCES 

In this section, please list any professional organizations or resources you are using to assist with your plan development, along with website link for reference.











Return to Work Plans or Questions can be directed to Executive Director of Auxiliary Services and Risk Management, Joe Roselieb at RMEP@wiu.edu
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