


  Multi-Stage Approach

This multi-stage approach will follow direction from the federal 
government, Centers for Disease Control (CDC), Governor J.B. 
Pritzker, Illinois Department of Public Health, and the Rock 
Island County and McDonough County health departments. As 
these recommendations and regulations are ever-changing, the 
guidelines in this document are subject to change and will be 
updated as necessary.

The priorities of the institution remain to:

•	 Protect	students,	faculty,	and	staff	against	the	risk	of	
transmission of COVID-19.

•	 Protect	students,	faculty	and	staff	who	are	vulnerable	and/or	
caring for an individual who is vulnerable to COVID-19, as well 
as to protect the general public.

•	 Provide	a	critical	level	of	service	to	students	to	fulfill	the	institution’s	educational	mission.

WIU employees must adhere to the following guidelines, unless otherwise superseded by an 
alternative agreement with a collective bargaining unit.

Staff	members	who	have	been	instructed	to	return	to	work	on-site	and	have	concerns	due	to	a	medical	
condition	that	places	them	in	a	higher	risk	group	and/or	those	who	wish	to	seek	temporary	ADA	
Reasonable Accommodations related to returning to work, should contact Equal Opportunity and 
Access at EOA-office@wiu.edu.

Employees who have questions regarding the Families First Coronavirus Response Act, which provides 
leave of absence options for certain reasons related to COVID-19, should email HR-COVID@wiu.edu.

The following stages and guidelines are to be evaluated based on physical locations. For example, 
the	Department	of	Agriculture	may	look	at	the	personnel	at	the	University	Farm	differently	than	
the personnel who primarily work in Knoblauch Hall.  Just as Facilities Management may look at the 
physical	location,	and	ability	to	social	distance,	differently	than	the	Financial	Aid	Office	reviews	their	
personnel plan.

Questions	and	concerns	about	each	departments’	Return	to	Work	Plan	as	it	relates	to	employees	may	
be sent to HR-COVID@wiu.edu, and will need to be approved to maintain consistency across campus.

  Health and Safety Guidelines

Under	the	direction	of	the	governing	bodies	and	officials,	as	well	as	the	WIU	Risk	Management	
division	and	campus	health	care	professionals,	the	following	safety	measures	will	be	in	effect	until	the	
University	reaches	the	final	stage	of	this	multi-stage	approach.	These	guidelines	and	recommendations	
may	be	revised	as	processes	and	additional	information	is	available	and	evaluated.	All	staff	are	
expected to fully comply with guidelines associated with protocols outlined below. Failure to do so may 
result in corrective action.

• Temperature Taking – All employees, students, and visitors must abide by University protocol to 
have their temperature taken upon arrival to University property.

• Social Distancing – When possible, a distance of six feet is recommended between all persons on 
campus.

• Symptom Monitoring – If any employee is sick, or showing any of the symptoms outlined by the 
CDC, they should stay home and use proper leave time to protect themselves and others.

• Face-Coverings – The State of Illinois, through Executive Order 2020-32, states that any individual 
who is over age two and able to medically tolerate a face-covering shall be required to cover their 
nose and mouth with a face-covering when in a public place and unable to maintain a six-foot social 
distance.

• Hand Washing	–	The	CDC	states	that	washing	your	hands	is	one	of	the	most	effective	ways	to	
prevent the spread of germs. Scrubbing your hands for at least 20 seconds can stop germs from 
spreading from one person to another and throughout an entire community.

• Hand Sanitizer Stations – When washing hands with soap and water is not available, alcohol-based 
hand sanitizer that contains at least 60% alcohol is recommended for use.  Stations will be made 
available throughout campus. 

Further information in regards to how the University is coordinating the distribution of supplies can be 
found at wiu.edu/returntowork.
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Recommended 
Guidelines
As guidelines are ever-
changing, this is to be 
considered a living 
document where 
adjustments will be made as 
more information becomes 
available.

It remains the priority of the 
institution to keep students, 
employees and visitors safe 
through the promotion of 
social distancing. 
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  Staffing and Operational Protocols

The	following	protocols	are	in	place	to	maximize	the	effectiveness	
of each stage of the Return to Work plan:

• Encourage telecommuting when possible – Those who can 
work	remotely	to	fulfill	their	work	responsibilities	may	continue	
to do so to reduce the number of employees on campus.

• Set alternative schedules – Alternated schedules of “Purple 
Team”	and	“Gold	Team”	within	offices	will	limit	the	exposure	
of	individual	employees	by	reducing	contact	in	the	office	and	
allowing for continued social distancing in the workspace.

• Enact staggered start times – Following contractual 
agreements	in	place,	altering	the	start	and	end	times	of	staff	
members is encouraged to mitigate exposure in a given 
location.

• Establish virtual department office hours – Create alternative ways for employees and students 
to	communicate	with	departmental	offices	to	limit	exposure,	as	well	as	allow	for	flexibility	in	
responses.

• Create a centralized and safe office space – As we approach the academic year, departments in 
high	traffic	areas	should	consider	alternative	spaces	to	allow	for	social	distancing.		This	could	include	
providing	in-person	service	in	another	building	or	office.

• Close common areas – Use of break rooms, picnic tables and other University space designed for 
employees or students to gather will be restricted.

• Restrict printing and copying – Research indicates that the virus may live on certain surfaces 
(including paper and plastic) for an extended period of time. Think of ways to communicate and 
conduct	business	electronically	as	much	as	possible.	Consider	designating	a	sole	person	in	the	office	
to touch and process necessary paperwork. Disinfect commonly shared devices between users.  

  Multi-Stage Approach

Each stage of this process will last a minimum of two weeks for evaluation of the criteria listed 
below. When possible, changes in stages will be communicated to the University community in a timely 
manner to ensure adequate planning. The information regarding what stage the University is in at 
any	given	time	will	be	published	at	wiu.edu/coronavirus.	In	conjunction	with	governing	bodies	and	
public	health	officials,	the	following	criteria	has	been	developed	to	evaluate	progression	or	regression	
between stages.

• McDonough and Rock Island counties have seen a level or decrease in the number of cases over the 
last 14 days.

• McDonough and Rock Island counties have adequate testing available.

• McDonough and Rock Island  counties, as well as Western Illinois University, have an adequate stock 
of personal protective equipment (PPE).

• McDonough and Rock Island counties have adequate hospital bed space available.
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Recommended 
Guidelines
Staffing	and	operational	
protocols	are	to	be	defined	
by each department head, 
and will be evaluated 
based on a physical 
location and employees 
job requirements.  The 
promotion of social 
distancing may be available 
in one department, more 
than it is in another based 
on physical work space 
across campus.



Stage 1 – Wellness

Telecommuting should be used when the majority of work can be 
effectively	performed	remotely.

For	employees	who	are	unable	to	effectively	perform	the	majority	
of work from a remote location, or if the work demands of an 
office	changes	due	to	evolving	campus	operations,	the	following	
guidelines are suggested:

• Set alternating schedules so no more than 25% of total office 
staff	are	in	the	office	each	week	or	on	a	given	day.

•	 Weekly	alternating	“Purple”	and	“Gold”	schedules	(i.e.,	first	
week “Gold” team and following week “Purple” team, etc.).

• Daily alternating “Purple” and “Gold” schedules (i.e., Monday, 
Wednesday, alternating Fridays; Tuesday, Thursday, 
alternating Fridays).

• All meetings should be held via electronic methods when possible.

•	 Supervisors	should	evaluate	the	work	office	environment	and	
employee work schedules and prepare for an increased in-
person work schedule in following stages.

Stage 2 – Integrate

Telecommuting	should	be	used	when	the	majority	of	work	can	be	effectively	performed	remotely.

For	employees	who	are	unable	to	effectively	perform	the	majority	of	work	from	a	remote	location,	the	
following guidelines are suggested:

• Set alternating schedules so no more than 50% of total office staff	are	in	the	office	each	week	or	
on a given day.

• Add employees to established “Purple” and “Gold” schedules. 

• In-person meetings and events of less than 10 people are allowed.

•	 Encourage	virtual	office	hours	or	appointment	scheduling	to	limit	exposure.

•	 Supervisors	should	evaluate	the	work	office	environment	and	employee	work	schedules	and	
prepare for an increased in-person work schedule in the following stage.

Stage 3 – Unify

Telecommuting is encouraged, and will be evaluated on a case-by-
case basis in consultation with supervisors when the majority of 
work	can	be	effectively	performed	remotely.

For employees who report to campus to work, the following 
guidelines are suggested:

• Set alternating schedules so no more than 75% of total office 
staff	are	in	the	office	each	week	or	on	a	given	day.

• Add employees to established “Purple” and “Gold” schedules, 
potentially mixing the two as restrictions are lifted.

• In-person meetings and events of less than 50 people are 
allowed.

• Continue to use virtual options for meetings and conduct 
business electronically as much as possible.

•	 Supervisors	should	evaluate	the	work	office	environment	and	employee	work	schedules	and	
prepare	for	a	return	to	full	staff	operations.
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“Purple” and  
“Gold” Schedules
If Employee A is on the 
“Purple Schedule” and is 
diagnosed with COVID, the 
local health department will 
contact trace all individuals 
that person has come in 
contact with in a given 
time period, and then 
ask that they quarantine 
for approximately 14 
days.  If Employee A came 
in direct contact with all 
other employees on the 
departments “Purple 
Schedule,” the “Gold 
Schedule” employees will 
be critical in taking over 
operations.  This is why it is 
important to minimize direct 
contact amongst employees, 
and use alternating 
schedules when possible.

Opening Offices
Upon approaching Stage 
2 and 3, it is important 
for each department to 
consider how it will operate 
as more employees, 
students, and visitors are 
back on campus.  This may 
include establishing varying 
office	hours,	alternate	
locations for doing business, 
promotion of virtual 
meetings, etc.  All of this will 
need to be submitted by 
each department as part of 
their Return to Work Plan.



Return to Work
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  Multi-Stage Approach

Consider	the	University’s	guidance	prior	to	June	8th	as	“Stage	0”.	WIU	is	only	allowing	critical	access	to	
University	property,	with	most	offices	remaining	closed	at	all	times.		Protocols	already	in	place	to	bring	
employees to campus during this time do not need to be reversed based on recommended guidelines 
in Stage 1.

Consider “Stage 4” to be the new normal, where health and safety recommendations may be in place, 
but	operations	are	fully	functional	with	all	staff	returned	to	work	onsite.

  Departmental Plans

We ask that departments compile a detailed Return to Work plan, utilizing the guidance and 
information provided in the multi-staged approach and additional health and safety information. 
A blank	form	can	be	found	at	wiu.edu/returntowork under the section labeled “Control Plans.”

This Return to Work plan should be submitted through the appropriate supervisor and then to the 
Office	of	Risk	Management	and	Emergency	Preparedness	at	RMEP@wiu.edu	for	final	approval.
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