Frequently Asked Questions on
Edison State’s Return to Campus—
Phase II

Facilities—
1. How are the buildings and spaces, in general, being cleaned and sanitized?

Maintenance staff will follow appropriate cleaning procedures with greater focus on highly touched areas.
Regional Campuses contract with Perfection Janitorial. Their cleaning staff have undergone CDC training
and follow all COVID-19 cleaning guidelines. Each classroom will only be used once per day or time between
classes will be allotted for cleaning.

2. What facility changes have been made to keep me safe?

Plexiglass has been installed in many areas, hand sanitizer stations are located throughout the different
campuses, cleaning supplies are available in all areas.

3. Can I use any building entry?

Check in will be required using the Robinson Main entrance.

4. After I check in at the Robinson Entry can I then enter the building
where it is convenient for me?
Yes, if you have an access card.

5. Do I need to check out at the Robinson Entry?

No, call 937-778-7861 and leave a message when you’re leaving.

6. What entry do I use at Troy/Greenville/Eaton?
Main entrance at each campus

7. Can I use any restroom?

Yes, all restrooms will be open and available for use.

8. Can I use the water fountains?
No, the water fountains will be closed.

9. Will the Childcare Center be open?

Yes. When and for whom? Pre-school and daycare will both begin on September 8th.
There are no changes to eligibility requirements.

10. Are the vending machines on campus working? No.
11. Will the cafeteria be open? No.
12. Do I have to keep my office door closed and locked all the time? No.
13. Will the doors to my office area or suite be locked all the time?

Yes. Can’t we have them open during working hours? Campus Safety and Security will
consider occasional exceptions.

14. Will students/visitors be allowed on campus?

Yes, by appointment only. Will they be screened and who is doing the screening? Yes, they
will be screened by Campus Safety and Security.

15. Are students/visitors required to wear masks on campus? Yes.
16. How will we handle a student/visitor that refuses to wear a mask?

Campus Safety and Security will intervene with the student/visitor. We will then follow up with
the student/visitor via Zoom, telephone, e-mail, or other technology rather than on-campus

17. How are we informing the community about our “open” status?

The Marketing Office will release information about our status via social media, press release, etc.

18. How are we communicating the safety rules to students and visitors?
Through emails & signage.

19. What do I do if there is a line for checking in?

Please come into the Robinson Center. We will have space inside where you can safely wait in line.

20. What do I do if there is no one at the Robinson or regional campus
entrances to check me in?
Please call Campus Safety and Security at 937-778-7820.

21. If I am meeting with someone in my office is there a portable
Plexiglas barrier that I can use? Yes.
22. Is there a stock of portable Plexiglas desk top barriers? How do I know
that they are safe to use?

The barriers may be available upon request; you should submit an electronic maintenance request
regarding your specific need. Guidance from the governor’s office has recommended usage of Plexiglas
barriers for institutions of higher education for the purpose of protecting staff, faculty, and students.

23. Can I request a permanent Plexiglas barrier for my desk if I want one?

Yes, please submit an electronic maintenance request. The link is on the Faculty/Staff page of
the website.

24. I did not think I needed a barrier on my desk or in my office, but now
I need one—can I still make that change?

Yes, please submit an electronic maintenance request. The link is on the Faculty/Staff page
of the website.

25. I don’t want the Plexiglas barrier that is on my desk or installed in my area—can
I get it removed?
Upon the approval of your supervisor you can request to have it removed; please send an
electronic maintenance request. The link is on the Faculty/Staff page of the website.

26. I was looking at x’s office and I would like the same type of
equipment/barriers/signage.

How do I make that request? Please submit an electronic maintenance request. The link
can be accessed on the Faculty/Staff page of the Edison State website.

27. Are there any restrooms on the Piqua campus that will be closed? No.

Individual Safety—
1. Is there a system to alert me about any emergencies during the pandemic?
Yes, Rave alerts.

2. What would trigger another campus lockdown?

The Governor is using a color coded COVID Emergency status system. If Preble, Darke or Shelby
counties would reach the Level 4, Purple status, then we move all the operations and courses in
those counties to a remote platform. If Miami county would reach the Level 4, Purple Status, then
we would move all college operations and courses at all campuses temporarily to remote work.
Other actions would include any general order from the Governor or local circumstances evaluated
by the Edison State Emergency Response Team such as an on-campus outbreak or an exposure
requiring additional time to investigate and respond.

3. How will I be informed about a campus lockdown?
Through Rave alerts and email.

4. Why do I have to have my picture ID and access card with me all the time?

To help identify who is on campus and to access areas previously kept unlocked during open hours.

5. What happens if I forget my ID at home?

Campus Safety and Security will handle this on a case-by-case basis.

6. Will I be provided with needed PPE?

Yes. How do I get my supplies? You can request them from ESOC or maintenance.

7. If I need a special type of PPE, who do I contact?
ESOC or your supervisor.

8. Am I required to wear a mask for all 8 hours that I work?

A mask is required in all common areas, hallways, or when in the same office or area
with another person.

9. Have we made any adjustments for employees with disabilities, allergies
or other special conditions?

The option to work remotely is available and requests for accommodations for medical purposes
will be addressed by either ESOC or HR.

10. Will I be provided with needed cleaning products and towels or do I
need to supply my own? Cleaning supplies will be provided.
11. Will there be cleaning supplies at my desk or in my office area? Yes
12. Who do I contact if I run out of cleaning supplies?
You can request them from Maintenance.

13. Do I need to wear a mask when I am alone in my office? No
14. Do I need to use gloves? No
15. Will Edison State supply hand sanitizer for my desk/personal use or
just the office suite?

Hand sanitizer will be placed in each department as well as at various points on campus, but
not distributed individually.

16. Is there a list of precautions I need to take when using the restroom?

Please wash your hands thoroughly before leaving the restroom utilizing the 20 second guideline.

17. I work alone in a cubicle – not an office with a door – do I need to wear
a mask all the time? No, as long as you are working alone.

On Campus Protocol—
1. What are the building times?

For the Piqua Campus, 9:00 a.m. to 5:00 p.m. Monday through Thursday; 9:00 a.m. to 4:00 p.m. on
Friday. The regional campuses will be open 9:00am to 5:00pm, Monday through Thursday and closed on
Friday (with the exception of the Troy campus, which will be open 9:00am to noon on Friday).

2. What hours am I expected to work on campus?

Full time employees will work a standard 8 hour work day on the Team days to which they’ve
been assigned. Part-time employees will work ½ of their normally scheduled weekly hours within
the days respective to the team to which they’ve been assigned.

3. Do I need to log my hours when I work from home?

Under the Teleworking policy you should have a weekly schedule established and submitted
to your supervisor defining the hours that you are working remotely.

4. Now that we are back on campus, will we have on campus meetings?

Can I meet with just one other person in their office? What about two people? All meetings should be
scheduled via telephone or video-conferencing technology. If it becomes necessary to speak in person
with another employee in their office or yours, you may do so, but you must maintain social distancing
AND wear a mask at all times. You should clean work areas after the meeting and also be careful not to
share phones, pens, or other items.

5. Can I travel between campuses? Yes, with an appointment.
6. Can I leave campus for lunch? Yes.
7. Do I have to re-check in and out if I leave campus for short times during the day? No.
8. Do I have to eat at my desk?

You may eat at your desk or in any of the outdoor spaces.

9. Do I have to eat lunch alone?

You will need to follow social distancing protocols.

10. Can I work out during lunch?

Yes, but you can work out outdoors only and maintain all social distancing protocols and facial
covering requirements if you are with others.

11. Do I have to work out alone?

No, but you can work out outdoors only and maintain all social distancing protocols and facial
covering requirements.

12. Can I use the weight room or multi-purpose room?
The Fitness Center will be closed through 2020.

13. Can I skip lunch and leave at 4:30? Or start at 9:30?

You can discuss any changes with your work hours that are between 9:00 am and 5:00 pm with
your supervisor.

14. Can I start work before 9:00 am or stay after 5:00 pm?

The building will only be open to employees from 9:00 a.m. to 5:00 p.m. You will not be
permitted to work outside this timeframe unless you have special authorization from ESOC.

15. How do I find out if the college has purchased any new types of distance learning
software, equipment, or licenses?
Please send an email to support@edisonohio.edu

16. I have an old computer, computer without a camera, system without a
microphone. Can I request this from Edison or do I have to buy this on my own?
You would need to send an email request to support@edisonohio.edu.

17. Why do we need to provide 48 hours’ notice for student appointment
and campus visits? It is hard to always plan that far in advance. In order to keep the campus as

safe as possible, ESOC needs to know about and plan for the numbers and locations of people on any
campus on any given day. By the time there is supervisor approval and/or a review of a Checklist plan,
there is typically about one day available for ESOC to provide appropriate safety and security.

18. What is the process for getting the mail?

Please use your access card to enter the faculty support lounge via the south hallway rather
than entering through Betty Blue’s office.

19. My office is too small to meet with more than one student at a time.
Is there other space available that is safe?

How do I schedule that space? We will have rooms designated for this purpose; by using the on campus
checklist for student/visitor appointments, you can access an appropriately sized space. That space will then
be cleaned between meetings. Work with your supervisor to complete the On Campus checklist.

20. I was in x’s office and I would like the same type of computer/camera/microphone
equipment. How do I make that request? Please submit your request to support@edisonohio.edu.
21. Does my ID need to be visible or can I just have it on me as needed?
For security purposes please wear and have your ID visible.

22. Can we get a TEAM A/B schedule posted on the News of the Day?
Yes, a schedule will be posted on or before August 3rd.

Students—
1. Are we seeing students on campus?

Do they need to make an appointment? How do they make an appointment? Yes, you can use
the Checklist for On Campus Business to set up individual or small group student appointments.
Currently, the Career Pathway Advisors are scheduling daily student appointments on campus.

2. Are there any walk-in student appointment times?

Not at this time. There may be some walk-in hours scheduled in the coming weeks.

3. Do we have a way for students to just drop off documents?

New outdoor drop boxes are being installed by Facilities soon at the Piqua campus.

4. How are we getting the word out about fall classes?

Pathways advisors have been contacting students throughout the summer, marketing has been
using social media to promote registration and virtual information and registration events have
been advertised and held weekly.

5. How do we know that students have what they need to take on-line classes?

CARES Act information has been sent to currently enrolled students multiple times, blanket awards
have been given and students can apply for more grant funds for equipment and technology to help
them take their fall classes online. We will also be conducting a survey in early August to determine if
students have additional needs.

6. How are we communicating with students about the rules and how to make appointments? Student information about appointments is on the web, included in student information sessions,
and sent
in student informational emails. All students are accompanied while on campus and reminded of the
appropriate safety protocols.

7. Are students aware that we may have to move all classes to an on-line format?
Approximately 85% of the fall classes are already fully online. The instructors of the remaining 15%
will let their students know that the class could move to fully online at any time.

8. How have we adjusted to serve students with disabilities?

Carin Benning is still working with students to secure accommodations and working with faculty to
do everything possible in a virtual environment to meet the needs of these students.

9. Are we holding any virtual student events?

Yes, weekly by pathway area, information and registration events. Promoted heavily on social media.

10. Is the Library open?

By appointment for students following the phase II protocols. Faculty and staff who are on campus
are welcome to come use the study rooms, computers, check out items, etc.

11. Are we doing any face to face tutoring?

Not at this time. We have the eTutoring consortia and Edison State’s professional tutors will be tutoring
during the fall term using blackboard collaborate. Once the tutoring schedules are set for the fall term they
will be posted on the webpage at https://www.edisonohio.edu/tutoring-center/

12. Are there any in-person classes for fall?

Yes. Approximately 15% of the fall classes have an in-person meetings scheduled.
What are they? Any course that was deemed by the faculty to require a hands-on learning component
will meet in-person. These are mainly in the Health Science, Engineering, and Studio Art areas.

13. What is the difference between a Webflex and an On-Line course?

Webflex courses have a combination of distance learning and in-person class sessions, whereas
online courses are conducted entirely via distance learning technology.

14. How are we handling CCP students?

CCP students fall under all the guidelines and procedures of any Edison State student. Classes and
services offered on location at each high school will follow the high school plans.

15. How are we handling courses that start before 9:00 or go later than 5:00 pm?
Every on-campus course for fall 2020 has created a plan that accounts for the time, location, and
size of the class. Campus Safety and Security is coordinating the plans and providing appropriate
staffing and screening at all locations.

HR/COVID Health Issues—
1. Who do I notify about a coworker not following the rules?

You should inform your immediate supervisor even if the employee works in another department. You also
have the option to inform Kara Myers, the Interim Director of Human Resources, if needed.

2. How do I handle a student/visitor not following the rules?

You are not expected to directly intervene with a student or visitor not complying with safety rules.
Please contact Campus Safety and Security at 7820 for assistance. You can follow up by encouraging
the student/visitor to use distance technologies for service.

3. I feel sick, but I am not running a fever, should I still come to work?

Nobody should come to campus with cold/flu-like symptoms including, fever or chills, cough, shortness
of breath or difficulty breathing, fatigue, muscle or body aches, headache, new loss of taste or smell, sore
throat, congestion or runny nose, nausea or vomiting, and diarrhea.

4. I think my cousin has COVID and I was in contact with him, but he will not get tested.
I feel fine, do I need to stay home?
Depends on whether you had close contact. Close contact is defined as being within approximately
6 feet of a COVID-19 case for a prolonged period of time, such as caring for, living with, visiting, or
sharing a room with a COVID-19 case or having direct contact with infectious secretions of a COVID-19 case
(e.g., being coughed on). If yes, then stay home. Self- isolating is a good idea, as well as self-monitoring
your temperature and symptoms every morning and evening. The 14 days would start with the date
of your exposure.

5. I was sick with a fever and stayed home. I feel fine now, can I come back to work?
No. In the case of an employee who has symptoms that could be COVID-19 who has not been
evaluated by a medical professional or tested for COVID-19, the individual should be assumed to have
COVID-19, and may not return to the campus until the individual has completed this 3 step criteria:
• At least 24 hours have passed since recovery (resolution of fever without the use of fever
reducing medications) and
• The individual has improvement in any symptoms (e.g., cough, shortness of breath); and
• At least 10 days have passed since symptoms first appeared. If the employee wants to return
to campus before completing the above self- isolation period, the individual must obtain a
medical professional’s note clearing them to return based on an alternative diagnosis.

6. How do I figure out when I can come back to work after feeling sick?

Contact HR who will review your situation and refer to Health and Wellness Services for follow-up.

7. Will I be notified if a co-worker has tested positive for COVID?

In the event of confirmed cases within our community, we will promptly notify any individuals we identify
as having had potential exposure.
• What is “contact tracing” and how is it used during the COVID pandemic? Contact tracing
for COVID-19 typically involves:

— Interviewing people with COVID-19 to identify everyone with whom they had close
contact during the time they may have been infectious,
— Notifying contacts of their potential exposure,
— Referring contacts for testing,
— Monitoring contacts for signs and symptoms of COVID-19, and
— Connecting contacts with services they might need during the self-quarantine period.

8. Am I allowed to travel?

Personal travel needs to be reported to HR prior to returning to work.

9. What are the rules about coming back to campus after I travel?
Return to work precautions will be determined on a case by case basis.

10. Can I bring my children to campus?
No, this will not be permitted at this time.

11. My life circumstances have changed and the changes impact my existing
work schedule. Do I have to wait until January of 2021 to make any changes?
No, work schedule changes will be handled by your supervisor on a case by case basis.

12. How do I handle my work schedule if I am quarantined for COVID?

You should work with your supervisor to coordinate working from home during your quarantine period.

13. Will I be charged sick time if I miss work because of the COVID virus?

Emergency leave will be determined on a case-by-case basis. If you need to be absent due to a
COVID-19 quarantine or illness please contact HR.

14. Why are some employees still working entirely from home and how long
will they be allowed to do this?

We have found that some employees can complete all or most of their work from home and that the
flexibility enhances their work in many ways. We anticipate that there will be a group of employees that
will continue to work from home as a regular work schedule. There are also a group of employees that
need to work from home because of COVID-related circumstances such as levels of health vulnerability,
exposure to the virus, or childcare or family-care schedules. We will continue to accommodate those
employees throughout the COVID crisis.

15. When would I be required to get a COVID test?

No one is mandated to get COVID testing, but it is suggested that you be tested if you experience
symptoms or have been in close contact with someone who has the virus. You can always check with
Darlene Francis for guidance on testing.

16. Does the college have any plans for COVID testing of all employees?

Not at this time. The college is operating in coordination with the county and state health departments.
We would implement employee testing in response to agency guidelines.

17. I only dress up at work if there is a meeting. Since all meetings are remote,
can I wear jeans/shorts/ casual stuff to work?

Outside of the standard guidelines established by the Edison State policy, dress code will be determined on a
departmental basis by the supervisor. Please see your supervisor for questions regarding appropriate attire.

