WELCOME BACK
TO THE DEN
A UVU LEADER’S RETURN-TO-CAMPUS GUIDE

Wolverines, Welcome Back to the Den
What a time to be alive, right? We in Human Resources are in awe at your ability to adapt, organize,
and remain steadfast towards the goal of student success during this time of incredible uncertainty,
unpredictability, discomfort, and fear. We know that many of you have been placed in unimaginable
situations. Maybe you became your children’s full-time education provider (they’ve totally changed
math, right?). Maybe you became your parent’s full-time caregiver. Maybe you have had to adapt to
one fewer sources of income. We hear you. We understand you. We are going through this with you.
And we care about you. Thank you for all you have done to make the University and your community a
better and safer place during this pandemic.
We have created this guide to help you understand the safety precautions, employee wellness
procedures, supervisor responsibilities, and personal protective measures that UVU has put in place as
we adjust back to working on campus. Your individual divisions/departments may also provide you
with additional guidance in the coming weeks.
Thank you for your patience and flexibility during the past few months. This is something that no one
has experienced before, and UVU will continue to observe national, state, and county trends as we
move forward in our stabilization phase. Because of this, additional precautions may or may not be put
in place over the next couple of months. This guide is not a legal document and does not create any
additional rights of a legal nature.
We are excited to see you and continue working with and learning from you.
Sincerely,
UVU Human Resources
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Throughout your time as a supervisor you have had to work through a
plethora of difficult circumstances, but a global pandemic was probably not
one you ever anticipated. We recognize that these are unprecedented times
for everyone, and you may need additional guidance in navigating current and
upcoming changes. We also want you to know that it is okay to not know. It is
okay to need help, and it is okay to admit to your employees that you are
unsure of how to move forward with the current information you have.
Human Resources has put together the following resources to help you as a
leader stand at the helm of your team during this uncertain journey:

1

2

3

This Welcome Back to the Den PDF Guide: Created with you in mind, this
guide will provide you with university-wide guidelines for bringing your
employees back to campus. The final page, “Supervisor COVID-19 Rights”,
will direct you on what you can and cannot do as a UVU supervisor.
The Welcome Back to the Den UVULearn Course: This course was
developed specifically to provide UVU leaders with practical skills, tools,
and ideas for having conversations, maintaining productivity, managing
hybrid teams, and preserving socialization. Access the course through
UVULearn here.
Return-to-Campus Videos: This set of videos was produced specifically
for managers who are bringing their employees back to work after the
COVID-19 quarantine. Topics include: Guiding Teams Through Stress,
Creating a Culture of Transparency, Managing the Whole Person, and
additional general videos on topics such as Social Distancing, Navigating
New Organizational Structures, and Workplace Hygiene. Access the
courses through UVULearn here.

RETURNING TO CAMPUS
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While we have all been weathering the same storm, we have not been doing so in
the same boats. Some of your employees have been in a houseboat, some in a
yacht, and some in a tiny raft barely staying afloat. It is important that we refrain
from judging and/or retaliating against our employees who may need additional
adjustments to feel safe as we make the transition back to campus.
We have laid out the following steps for each supervisor to allow their employees
to communicate any concerns, fears, or adjustments needed:

1

All supervisors must conduct a virtual 1-on-1 with each of your direct
reports to discuss your employees' concerns/fears regarding returning to
campus. The questions discussed in this meeting will include:
How are you and your loved ones?
How have you dealt with working from home? (if applicable)
How comfortable are you about returning to work on campus?
What factors would help you feel more comfortable?
What are your main concerns about coming back to campus?
How do you feel about continuing to work from home?
What would make the transition back to campus easier?

2

If their job and your department/division allows for continued remote work,
the employee requests it, and their work can be done remotely and not
impede University functions, the supervisor has full authority to approve
further remote work. Existing Temporary Remote Work Agreements related
to COVID-19 will expire according to the group supervisors assign (Group A June 8; Group B - June 22; Group C - August 3). After these dates, a new
Temporary Remote Work Agreement will be required.

3

If needed, a Human Resources representative will work with you and your
employee to come up with a plan that can assist the employee in performing
the essential functions of their position. If a plan cannot be agreed to, they
may qualify for additional leave per the new Families First Coronavirus
Response Act (FFCRA).

ADDRESSING CONCERNS
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When members of your team start coming back, they will see various changes
in the way our workplace looks, as well as new practices and protocols. They
may have personal circumstances that will impact their ability to adjust back
to work, and it is your role as a supervisor to provide a safe environment where
your employees feel comfortable addressing these difficult issues with you.
We understand these changes and conversations may be difficult, and HR is
here to support you as a supervisor.
While there is no way to anticipate every unique individual’s concerns,
examples of difficult situations could include:
Your employee wants to travel to see family, but they are worried what
will happen to their job if they get stuck there due to COVID-19.
Your employee refuses to wear a mask in public areas and/or meetings.
Your employee is unable to find childcare for their young children and
has to choose between staying home to take care of their kids and
returning to campus to work.
Your employee lives with someone who is considered high risk and they
do not feel comfortable coming on campus until there is a vaccine,
which may be past the time frame UVU will allow work-from-home
arrangements due to COVID-19.
Be prepared to have these conversations, but also acknowledge that you may
not have all of the answers. It is okay to be transparent and say, “I am unsure
of how we will move forward, let’s reach out to Human Resources and see
what we can come up with.” You have the authority to create telework and/or
flexible work schedules for your employees in accordance with your
departmental/divisional guidelines without working with HR (must complete
another Temporary Remote Work Agreement).
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TIMELINE
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Employees will be brought back to campus in phases depending on their
new group assignment (A, B, C, or D). Work with your employees and
department leaders to determine which employees are in each group.
Depending on the position, there is also flexibility allowed for modified
schedules such as working some days from home and some on campus. If
their job and your department/division allows for continued remote work and
the employee requests it, the supervisor has full authority to approve it
through the end of the year (must complete another Temporary Remote
Work Agreement).
Each group will return to campus on or around the following approximate
dates:

GROUP A

GROUP B

JUNE 8

JUNE 22

GROUP C

GROUP D

AUGUST 3

HIGH RISK*

* See page 9. Work with your supervisor and Human Resources regarding
continued remote work.

COVID-19 SYMPTOMS
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UVU students and employees must take personal responsibility to be informed
and act based on their own common sense and wise judgment that will protect
health and support the safe operation of the University. According to the
Center for Disease Control and Prevention (CDC), COVID-19 symptoms include:

1

Cough

2

Shortness of breath or difficulty breathing

3

Fever

4

Chills

5

Muscle pain

6

Sore throat

7

New loss of taste or smell

6
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UNIVERSITY-WIDE SAFETY MEASURES

The health of our students, employees, and their families are the top priority
of UVU’s administration. With this in mind, we have established certain
university-wide safety measures that will start on or around June 8.

1

Employees who are in positions that put others at risk (e.g., health
clinic, food services, etc.) will have their temperatures taken by
qualified nursing students.

2

Additional hand sanitation stations will be placed around campus.

3

Per governor mandate, masks are required for all employees on
campus. At least one mask will be provided to every employee.
Check with your supervisor if you have not yet received a mask.

4

Filters will continue to be used in the HVAC system, airflow will be
increased, and where possible, buildings will be over-pressurized.

5

Protective barriers will be provided to high-traffic and public-facing
areas.

6

Regular cleaning and disinfecting of facilities will be intensified.

7

Areas will be closed in which an employee or student who is
suspected to have COVID-19 has spent significant time in the last
14 days.

EMPLOYEE HEALTH PROCESSES

7

Page
7

Due to the contagious nature of the virus, and the amount of research and
information yet to be discovered, UVU has implemented heightened
processes and procedures relating to employees with COVID-19 symptoms.

1

Employees who are not feeling well must not come to work - however,
they are still required to notify their supervisor of their absence due to
illness.

2

If a supervisor observes an employee with COVID-19 symptoms, the
supervisor must send the employee home.

3

UVU provides full-time employees paid sick leave and sick leave accrual,
as well as leave provided through FMLA. In addition, the FFCRA provides
full- and part-time employees with emergency paid sick leave.

4

Employees who have been tested for COVID-19 are encouraged to
complete the Employee COVID-19 Reporting Form.

5

Employees who have been asked to quarantine must stay home for 14
days as directed. Employees must notify their supervisor of their health
status and the possibility of working from home during this time.

6

Employees who are ill with symptoms consistent with COVID-19 are to
self-isolate at home. This includes an employee who tested positive,
negative, or did not test at all for the coronavirus.

7

Employees cannot return to work until they are without a fever (taking no
fever-reducing medication) AND have improved symptoms for at least
72 hours. Time away must equal at least 10 days.

8

Employees who have been working remotely and became ill at any time
14 days prior to their return to campus, must complete the Recent
Illness Release Form BEFORE returning to work on campus.

9

Employees who live with or are caring for someone who is ill should
contact HR to review leave options.

PROTECTIVE HYGIENE AND CLEANING
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1

Regularly wash your hands with soap and water for at least 20 seconds.

2

Use hand sanitizer after interactions with people and objects when hand
washing isn’t available.

3

Cover your mouth and nose with a tissue or the inside of your arm when
coughing or sneezing. Throw used tissues into trash cans and
immediately wash your hands with soap and water for 20 seconds.

4

Avoid using another employee's equipment. Clean and disinfect any
shared tools or equipment before and after use.

5

Regularly clean high-touch surfaces such as buttons, door handles,
keyboards, and counters. Do not solely depend on custodial for cleaning,
- this responsibility belongs to everyone.

6

Refrain from shaking hands. Encourage the use of non-contact
methods of greeting.

7

Employees cannot return to work until they are without a fever (taking no
fever-reducing medication) AND have improved symptoms for at least
72 hours. Time away must equal at least 10 days.

8

Wear a face mask (cloth or other non-medical) in public areas to protect
co-workers and others (required). If you are working alone in an office or
other area, a face mask may be removed during those times.

9

Limit group sizes in accordance with current state guidance. Maintain
social distancing in all situations.

10

Limit face-to-face interactions by communicating and conducting
business through email, phone, Microsoft Teams, or other technology.

HIGH-RISK POPULATIONS
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We understand that we have many employees who can be classified as “high
risk” pertaining to COVID-19. We also recognize that many employees, while
not high risk themselves, may live with or take care of someone who is high
risk.
The CDC and Utah Department of Health have identified the following
individuals as high risk for COVID-19:
People aged 65 years and older
People with chronic lung disease or moderate to severe asthma
People who have serious heart conditions
People who are immunocompromised
People of any age with severe obesity (body mass index (BMI) >40) or
certain underlying medical conditions
People who are pregnant should be monitored since they are known to
be at risk with severe viral illness
Steps for high-risk employees:
1 Supervisors should have a discussion with each employee regarding
their department’s proposed return to campus plan. Do not ask, assume,
or request any personal medical information from employees.
2 If you as the supervisor are able to approve a continued remote work or
alternative work schedule, do so. You have authority to approve
continued remote work if it doesn't conflict with job responsibilities (must
complete another Temporary Remote Work Agreement).
3 If you are unable to allow the request based on business need, high-risk
employees can reach out to HR to start the interactive process of
looking into additional options (medical documentation is required).
4 If your employee needs a leave of absence, they should reach out to HR
for possible options under FFCRA.

SUPERVISOR
COVID-19 RIGHTS
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REQUIRE EMPLOYEES TO
RETURN TO MODIFIED
WORKING CONDITIONS

DENY REASONABLE
ACCOMMODATIONS FOR
AN EMPLOYEE WITH A
PROVEN DISABILITY

REQUIRE THE REPORTING
OF PAST OR CURRENT
COVID-19 SYMPTOMS

REQUIRE THE REPORTING OF
PAST OR CURRENT COVID-19
DIAGNOSIS

SEND EMPLOYEES WHO
REQUEST COVID-19 LEAVE
OR ACCOMMODATIONS TO
HUMAN RESOURCES

RETALIATE AGAINST
EMPLOYEES WHO ASK FOR
ACCOMMODATIONS

APPROVE TELEWORK AND/OR
FLEXIBLE SCHEDULES FOR
“HIGH RISK” EMPLOYEES

ASK AN EMPLOYEE ABOUT
MEDICAL CONDITIONS THAT
ARE HIGH RISK

FOR QUESTIONS AND ADDITIONAL
GUIDANCE, CONTACT HR AT
(801)-863-8207

FREQUENTLY ASKED QUESTIONS
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Do employees need to submit a new Temporary Remote Work Agreement if continued
remote work is approved by their supervisor?
Yes. The Temporary Remote Work Agreement can be found here. Existing Temporary
Remote Work Agreements related to COVID-19 will expire according to the group
supervisors assign (Group A - June 8; Group B - June 22; Group C - August 3). New
agreements are not to exceed December 31, 2020.
Can employees speak with HR directly instead of with their supervisor?
To ensure continuity of processes, employees are requested to follow their proper chain
of command. Working with Human Resources may be appropriate if an employee
believes they are high-risk and they are unable to work out an agreement with their
supervisor, an employee is requesting leave through FFCRA, or there are unresolved
questions or concerns.
Do employees need to speak with HR to request continued remote work if they believe
they are high risk?
Supervisors have the authority to approve continued remote work and/or alternative work
schedules (if doing so will not disrupt the essential job functions and business need). If
supervisors are unable to approve the re-quest, employees can reach out to Human
Resources to start an interactive process to review possible options (medical
documentation required).
Who do I speak with if I, or one of my employees, live and/or care for someone who is
considered high risk?
For requests due to dependents or family members, employees should work with their
supervisors for possible options in their area. If an employee is requesting a leave of
absence related to COVID-19 or to care for an individual, please reach out to Human
Resources.
Can I send my employees who show symptoms of COIVD-19 home?
If a supervisor observes an employee with COVID-19 symptoms, the supervisor must
send the employee home.
Is UVU going to be requiring a negative COVID-19 test before returning to work?
No. Employees who have been tested for COVID-19 are encouraged to complete the
Employee COVID-19 Reporting Form.

Who can I contact for assistance regarding university safety guidelines?
The Office of Safety and Emergency Management
What do I do if an employee is not high risk but would still prefer to work from home?
Supervisors have the authority to approve continued remote work and/or alternative work
schedules throughout the end of the calendar year (if doing so will not disrupt the
essential job functions and business need).
What do I do if an employee does not have childcare for their children and wants to
work from home?
Supervisors have the authority to approve continued remote work and/or alternative work
schedules throughout the end of the calendar year (if doing so will not disrupt the
essential job functions and business need).
Should I allow my employee to travel out of the state/country?
Employees are not forbidden from traveling, but they need to understand the potential
consequences of travel. Depending on the area they are traveling to, they may have to
quarantine upon arrival for 14 days and quarantine upon return for 14 days. They may also
get stuck in their destination and not be able to return to campus for work when they
anticipated.
Will my employees and I have our temperature taken before reporting back to
campus?
Employees who are in positions that put others at risk (e.g., health clinic, food services,
etc.) will have their temperatures taken by qualified nursing students.
Do my employees and I have to wear a mask? What do I do if an employee refuses to
wear a mask?
Masks are required by governor mandate when you will be in any contact with other
people (i.e., meetings, front desks, common meeting areas, hallways, etc.). If an
employee refuses to wear a mask, bring up your concerns to them and have a
conversation.
Will UVU be posting daily numbers of COVID-19 cases among employees and students?
No. If you have been in contact with someone who has tested positive, you will contacted
directly by the county health department or UVU's Safety and Emergency Management
Department.

