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RETURN-TO-CAMPUS 

ROADMAP 
 

 
 
 
 

TIMELINE 
 
 
 

JULY 
 

• Launch a staff survey to gather key data about returning to campus including employee concerns, lessons 

learned and telework fit on a position-by-position basis. 

 
• Launch online resources that will aid employees and help answer questions related to returning to campus. 

 
• Host manager and supervisor meetings to provide the tools and guidance for teams as they return to campus. 

 
• Announce 12-month CPC Telework Pilot during which feedback will be taken and an updated plan will be 

assessed and created. 

 
• Host team meetings led by HR, managers and supervisors to review approved telework guidelines, answer 

questions and outline expectations for participants. 

 
• Complete live trainings for all team members related to policies, safety, technology and processes for the 

next 12 months. 

 
• Launch “Corporation Community”, a series of 10 in-person events throughout the year that will help us 

maintain our connections and organizational culture. 

 
AUGUST 

 
• On Aug. 2 the telework assignments begin for those who have not been working on campus. Any position 

not in a teleworking agreement will return to campus as scheduled by their manager or supervisor. 

 
• Celebrate Fall Kick-Off with an all hands, in-person event to start the academic year. 

 
FALL 2021 

 
• Academic year begins Sept. 20. 

 
• Return-to-Campus update will be shared with revised policies, tools and online resources to help optimize our return. 

 
• A review of telework impacts on physical spaces, such as office and meetings rooms is completed for design 

adjustments or reallocation. 

 
WINTER 2022 

 
• HR, managers and supervisors meet with teams to collect input on Telework Pilot. 

 
• Launch the Physical Space Plan that includes adjustments in physical spaces, such as office and meeting rooms. 

 
SPRING 2022 

 
• Return-to-Campus update is shared with revised policies, tools and online resources to help optimize the plan. 

 
• Completion of Telework Pilot 
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INTRODUCTION 
 

 
 

The Cal Poly Corporation and campus policies and protocols for responding to the COVID-19 pandemic are rooted in California’s Roadmap 

to Resilience, Blueprint for a Safer Economy and Beyond the Blueprint. We are committed to maintaining the safety of our students, 

employees, and community. In collaboration with the CSU Chancellor’s Office, state and county health officials and campus leadership, 

the following roadmap provides for a phased return of employees to campus. This roadmap will follow vaccination deployment, 

continued safety protocols and approval to return to a majority of in-person activities on campus while continuing to prioritize student 

success and the health and safety of the Cal Poly community. 

 
In the interest of maintaining the health and safety of students, employees, guests and all members of campus communities, the 

California State University (CSU) intends to require faculty, staff and students who are accessing campus facilities at any university 

location to be immunized against SARS-CoV-2, the virus that causes COVID-19. The COVID-19 vaccination requirement would allow for 

employees to seek an exemption based on medical or religious grounds. This requirement will be conditioned upon full approval of one 

or more vaccines by the U.S. Food and Drug Administration (FDA), as well as adequate availability of the fully approved vaccines. This 

requirement is expected to become effective at the beginning of the Fall 2021 term, or upon full FDA approval of the vaccine, whichever 

occurs later. A separate policy in regard to vaccinations will be distributed once a plan and requirements are finalized. 

 
In the event public health conditions deteriorate and associated federal, state, and/or local guidance dictate, we will return to virtual 

operations as necessary. Even in the most positive health conditions that allow for greater in-person services, there may be staff who 

cannot participate in person for health reasons. We will ensure that these members of our community are accommodated. 

 
As of July 1, 2021, the Cal Poly Corporation will begin working with departments and employees on a teleworking pilot for all areas in 

which this may be an option. The 12-month pilot will allow further information gathering, and feedback to create a formalized plan for 

2022-23. Some business units may be unable to offer teleworking based on their business models. In the areas that teleworking is an 

option, employees may continue to do so depending on the needs of their work assignments with the approval of their appropriate 

director or manager. The appropriate director or manager will assess which services and activities will transition to an on-campus work 

assignment to fulfill the needed operations and will work with Human Resources (HR) to develop a timeline for the return to on-campus 

work. Employees will receive direction from their appropriate director or manager at least 30 days prior to being required to return to a 

full or partial on-campus work assignment. 

 
Employees may be able to continue to perform the teleworking arrangement if they can successfully perform those duties and have the 

approval of their appropriate director or manager. In order to continue teleworking, the appropriate director or manager will complete 

the Teleworker ’s Agreement - Director/Manager Checklist and work with employees to file a new CPC Teleworker ’s Agreement which 

includes the terms of the arrangement. Depending on the ongoing needs of the campus or an employee’s inability to successfully 

perform the duties of the position while teleworking, the appropriate director or manager may review and possibly discontinue the 

telework arrangements in effect. Additional information regarding teleworking is provided in the CPC Teleworking Guidelines. 

 
Employees who are asked to return to work on campus but cannot do so due to health, personal, or other reasons should contact Human 

Resources to be advised of available options at:  cpchr@calpoly.edu. 

mailto:cpchr@calpoly.edu
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DISCLAIMER 
 

 
 

The Cal Poly Corporation oversees many business entities across the Cal Poly campus. The following Return-to-Campus Roadmap 

primarily covers core operations of the Corporation.  Areas in agriculture, food production, research and others may have industry- 

specific guidelines that must be followed. Please refer to state and local guidelines for your specific areas. Additionally, Campus Dining 

has a separate return-to-work plan documenting physical distancing (if applicable) and enhanced sanitation protocols by venue. 

 

 
KEY CONSIDERATIONS 

 

 
 

• Public health guidance, scientific knowledge and clinical best practices will continue to change, and these guidelines may 

require associated updates based on the evolving situation. We anticipate that most employees will return to working on 

campus or have an updated teleworking agreement in effect by the start of the fall quarter. 

• Between now and the start of the fall quarter, the timing of the resumption of on-campus services and activities will vary 

for each and are based on the department’s operational needs as the campus re-opens. Returning to an active on-campus 

environment will depend upon approval from the CSU Chancellor ’s Office, vaccination availability, continued safety protocols, 

and ongoing COVID-19 surveillance testing (if applicable). The timing of these decisions will be made based on state guidelines 

and in consultation with the CSU Chancellor’s Office, state and county Public Health officials and campus leadership. 

• Ongoing adherence to public health practices is extremely important for successful a return to campus including hand 

hygiene, physical distancing, proper cough/sneeze etiquette, regular disinfection of common and high traffic areas, symptom 

assessment, and adhering to any facial covering or other personal protective equipment (PPE) requirements. 

 

MOVING BEYOND THE BLUEPRINT 
 
 
 

The following guidance was issued by the State of California and San Luis Obispo County on June 15, 2021, and on June 17, 2021 from Cal 

OSHA. Further guidance is also expected from the CSU Chancellor ’s Office. This plan will continue to be updated as more information is 

available. 

 
Overview  

• California will move beyond the Blueprint for a Safer Economy on Tuesday, June 15.  

• This means the state will sunset “industry guidance” and instead operate by a set of generally accepted practices and protocols 

for all, largely based on whether or not individuals are vaccinated.  

 
• Starting June 15, there will be no restrictions on capacity or physical distancing.   

○ The California Department of Public Health (CDPH) says this will allow for full classroom capacity and full occupancy 

in the residence halls this fall.    

○ The state recommends looking to other mechanisms — such as face coverings, vaccines, and ventilation — for ongoing 

safety measures.  

○ In the event of a coronavirus outbreak all employees, regardless of vaccination status, will need to wear face coverings 

if a surge of COVID-19 cases occurs. 

 
• All sectors listed in the  current  Blueprint Activities and Business Tiers Chart  may return to usual operations  — with limited 

exceptions noted for Mega Events, defined as crowds greater than 5,000 (indoors) and 10,000 (outdoors)  attendees.   

○ Vaccine verification or negative testing is required for mega events.  
 

 
• More information about these protocols can be found at Beyond the Blueprint Framework for Industry and Business Sectors. 

https://www.cdph.ca.gov/Programs/CID/DCDC/CDPH%20Document%20Library/COVID-19/Dimmer-Framework-September_2020.pdf
https://www.cdph.ca.gov/Programs/CID/DCDC/Pages/COVID-19/Beyond-Blueprint-Framework.aspx
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• Updated guidance for face coverings.  

○ The state will allow fully vaccinated Californians to go without a face covering in most indoor settings. People will still 

have the option to wear a face covering if they choose.  

○ San Luis Obispo County will align with state guidance.   

○ Face coverings  continue to be required for everyone in some settings: on public transit; indoors in K-12 and in 

childcare settings; in healthcare settings, including long-term care facilities; and in detention centers, homeless 

shelters, emergency shelters and cooling centers. 

○ Additionally, state guidance  requires face coverings for those who have not been vaccinated (with exceptions for 

those who have a medical or mental health condition that prevents wearing a mask) in indoor public settings and 

businesses such as retail, theaters, and offices serving the public. 

○ Fully vaccinated employees will not have to wear face coverings, but unvaccinated employees must continue to still 

do so indoors in the same room as others or in vehicles with other employees. 

○ Employers will need to make available N95 respirators upon request to unvaccinated employees. Please contact 

Human Resources in regard to information on N95 respirators. 
 

 
• Employers will need to document vaccination status in order to utilize any of the relaxation of rules related to fully vaccinated 

workers. 

○ Human Resources is currently reviewing a process in which employees must provide proof of full vaccination. As of 

June 17, 2021, more information is pending. 
 

 
• The campus coronavirus Stay Healthy webpage has been updated with the state guidance. 

 

 
• Higher education will also be expected to comply with Cal/OSHA C O V I D -19 Prevention Emergency Temporary Standards 

(ETS) as well as any relevant state and local public health guidelines and restrictions. 
 

 
Cal Poly Updates 

• Cal Poly’s ongoing COVID-19 testing sites for those without symptoms has re-opened for fall quarter. 

○ The testing site is open in the University Union, 220. 

o Please visit the Employee Testing webpage for information on how to make an appointment for testing. 
 

 
• Our Emergency Operations Center will demobilize by the end of June.  

○ COVID-19-related projects and programming will transition to appropriate divisions, departments and offices 

throughout campus.   

○ A medical health advisory team (including representatives from Department of Emergency Management and Campus 

Health and Wellbeing, among others) will continue running to ensure our campus maintains situational awareness 

around COVID-19 and coordinates planning activities appropriately.  

 
• California continues to strongly recommend COVID-19 vaccinations for all residents, including eligible students, faculty, and 

staff.  

 
• Cal Poly plans a near-full return to in-person operations in the fall. Our plans will continue to comply with public health 

guidelines and CSU policies.   

 
○ We have a plan to pivot if needed and require testing and other requirements such as face coverings and distancing.  

○ We anticipate that employment and work that can only be accomplished in-person will be required to be in-person. 

https://www.cdph.ca.gov/Programs/CID/DCDC/Pages/COVID-19/guidance-for-face-coverings.aspx#asterisknew
https://www.cdph.ca.gov/Programs/CID/DCDC/Pages/COVID-19/guidance-for-face-coverings.aspx
https://www.cdph.ca.gov/Programs/CID/DCDC/Pages/COVID-19/guidance-for-face-coverings.aspx
https://coronavirus.calpoly.edu/stay-healthy
https://www.dir.ca.gov/dosh/coronavirus/ETS.html
https://www.dir.ca.gov/dosh/coronavirus/ETS.html
https://coronavirus.calpoly.edu/employee-testing
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Employees whose ages or health conditions fall within one of the CDC increased r i s k  factors for severe illness should consult their 

medical doctor before returning to on-campus work. Employees who cannot return to work for health-related concerns should 

speak with Human Resources to explore available options. For more information regarding leave options or accommodations: 

cpchr@calpoly.edu 

 
Conditions for Increased Risk of Severe Illness - Center for Disease Control and Prevention: 

https://www.cdc.gov/coronavirus/2019-ncov/need-extra-precautions/people-with-medical-conditions.html  
 

 

RETURN-TO-CAMPUS CONSIDERATIONS AND PRECAUTIONS FOR EMPLOYEES 

VACCINATION REQUIREMENT FOR FACULTY AND STAFF 
 
 
 

Recently, the CSU announced it will require that students, faculty, and staff who access campus, or any CSU facilities, to be 

either fully vaccinated or qualify for a medical or religious exemption.  Employees are asked to enter their vaccination status on 

their Cal Poly Portal by August 23, 2021, if they are able to do so.  All employees must plan to enter their vaccination status 

information by September 20, 2021.  If you are not yet vaccinated, visit the Coronavirus Vaccine Information webpage for more 

information on vaccination opportunities in San Luis Obispo County. 

 

HR will work with managers as needed to assure that all employees are in compliance with these requirements.  Managers are 

expected to continue to be flexible with employees’ work schedules so unvaccinated employees will have the opportunity to 

schedule vaccination appointment in order to be fully vaccinated by September 20, 2021. 

 

Cal Poly Corporation employees who are fully vaccinated, qualify for a medical or religious/personal exemption, or are not 

accessing campus at this time should access the Cal Poly Portal before August 23rd and click the COVID-19 Info tab to submit 

their vaccination status.  Employees who are employed by more than one employer on campus must submit their status to each 

employer.  Please comply with this requirement no later than September 20, 2021. 

 

Employees who apply for an exemption may be required to test once per week.  Information and plans in regards to this 

requirement are currently pending. 

 

 
CAL/OSHA COVID-19 EMERGENCY TEMPORARY STANDARDS AND CONTACT TRACING 

 
 
 

The Cal Poly Corporation complies fully with the Cal/OSHA COVID-19 Emergency Temporary Standards and the General Industry Safety 

Orders (California Code of Regulations, Title 8, Section 3205 et seq.), which detail COVID-19 prevention in the workplace and establish 

definitions for “COVID-19 case,” “COVID-19 exposure,” and “high-risk exposure period.”  Pursuant to these regulations, the Corporation 

developed a robust contact tracing system wherein Human Resources conducts contact tracing for staff (including student employees), 

contractors, and vendors. Accordingly, upon notification of a COVID-19 case wherein an employee may have been exposed, the 

Corporation determines who may have been exposed and, in such a way that does not reveal any personal identifying information of the 

COVID-19 case, gives notice of the potential COVID-19 exposure within one business day to all employees who may have been exposed 

as well as any independent contractors and others present at the workplace during the high-risk exposure period. To limit transmission 

of COVID-19 in the workplace, in accordance with these guidelines, employees with COVID-19 are excluded from the workplace. (The 

Corporation maintains these employees’ pay and benefits in accordance with the Cal/OSHA guidelines, state or federal orders in regard to 

COVID-19 sick pay, if applicable, and Corporation policies in regards to sick and vacation accruals.) 

 

 
 

mailto:cpchr@calpoly.edu
https://www.cdc.gov/coronavirus/2019-ncov/need-extra-precautions/people-with-medical-conditions.html
https://www2.calstate.edu/csu-system/news/Pages/California-State-University-to-Implement-COVID-19-Vaccination-Requirement-for-Fall-2021-Term.aspx
https://coronavirus.calpoly.edu/covid-19-vaccine
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EMPLOYEE COVID-19 TESTING 

 
 
 

Employees can access COVID-19 testing on campus at designated testing sites when available, SLO County Public Health or through their 

primary healthcare provider. In the event of a workplace exposure or outbreak, the Corporation will provide the employee with locations 

to obtain no-cost COVID-19 testing during their work hours. 

Information related to COVID-19 testing is available:  https://coronavirus.calpoly.edu/employee-testing 

 

EMPLOYEES WHO TEST POSITIVE FOR COVID-19 
 
 
 

In the event the Corporation is notified of a laboratory confirmed employee case of COVID-19 or a requirement by the county health 

department for self-quarantine due to exposure to COVID-19, the following will apply: 

• Employees are required to notify their Supervisor/Associate Executive Director of Human Resources if they are exposed to or 

diagnosed with COVID-19 and ordered to quarantine or isolate by the county health department. 

• If the supervisor is notified first, the supervisor must notify the Associate Executive Director (AED) of Human Resources 

immediately so that proper protocols are followed. 

• The AED of Human Resources will notify the Chief Executive Officer (CEO) of the Corporation of the positive case. 

• Employees who have tested positive for COVID-19 will be instructed to contact the San Luis Obispo County Public Health 

Department (805-781-5500) if they have not been previously contacted and advised to follow the instructions provided. They 

will be isolated, sent home and advised to not to return to work for a period of time. Isolation can last 10 days or more. 

• If the employee is willing to voluntarily provide more information, the end date of their quarantine or isolation will be 

documented. 

• The area will be contained and disinfected based on the last date the employee worked on campus. 

○ Depending on the building or area the employee works, the appropriate janitorial or custodial service will be 

contacted and notified of the positive COVID-19 case. This step will ensure that proper precautions are taken and 

followed to ensure the safety of the janitorial or custodial service and the disinfecting protocols are followed. 

• The Corporation will cooperate with all employee and student exposure reduction investigations conducted by the university 

and all contact tracing investigations for employees and off-campus residents conducted by the San Luis Obispo County 

Department of Public Health. 

• All details regarding the investigations will be kept confidential. 

• Human Resources and/or Campus Health and Wellbeing will notify the proper EOC contact regarding an associate that tested 

positive. 

• Supervisors will work with Human Resources to counsel employee(s) regarding pay options. 

• Supervisors will work with Human Resources to determine when/how the employee will be able to return to work or if they will 

be allowed to telework. 

○ For employees who tested positive but were asymptomatic, the employee cannot return to work until at least 10 days 

have passed since “the date of specimen collection” of the employee’s first positive test. 

• The Corporation and Human Resources will ensure that any employee who tests positive for COVID-19 is not retaliated or 

discriminated against. 

• Employers must notify public health departments immediately but no longer than 48 hours after the employer knew or should 

have known about the existence of three or more COVID-19 cases in a workplace in a 14-day period, or if there is a major 

outbreak where there are 20 or more COVID-19 cases within a 30-day period 

 

 
WORKERS’ COMPENSATION 

 
 
 

Employees may file a workers’ compensation claim if they feel they have contracted COVID-19 through the course of their job duties. 

Human Resources will manage all workers’ compensation claims and will complete the following: 

https://coronavirus.calpoly.edu/employee-testing
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• Supervisor training on any revised workers’ compensation reporting procedures 

• Preparations for remote claims management 

• DWC-1 claim form (any employee who is confirmed to have tested positive for COVID-19 must be provided this form whether 

they may or may have not contracted the illness at work) 

 

EMPLOYEE SAFETY TRAINING 
 
 
 

Trainings on the following topics are available on the Cal Poly Learning Hub 
 

 
• Safety in The Workplace During COVID-19 (employee focused) – Available on the Cal Poly Learning Hub 

• Safety on Campus During COVID-19 (student focused) 

• CSU Employees:  Transitioning to Remote Work During COVID-19 
 

 
Campus Dining will provide specific training in regards to food handling; and Sponsored Programs, Research and CAFES will provide 

area-specific training. 
 

 
 

PERSONAL SAFETY PRACTICES 
 
 
 

Physical Distancing 
 

 
As of June 15, 2021 there are no longer any restrictions in regards to physical distancing. In the event that state, county or 

campus guidelines change the following will apply: 

 
• Maintain a minimum distance of six feet from others (including vendors, students and co-workers) whenever reasonably 

possible. Note: The CDC guidance was changed to a three-foot minimum distance spacing and it is anticipated that County 

Public Health will adopt this reduced spacing requirement in the future if needed. 

• Offices, workspaces, breakrooms and work schedules shall be configured in a manner consistent with minimum physical 

distancing requirements. 

• Face coverings are required when a distance of six feet from others cannot be maintained for more than a few minutes. 

• Continue to adhere to, and in some cases exceed, state and local guidelines regarding the recommended maximum group 

gathering size for indoor and outdoor spaces and the recommended PPE for such situations. 

 
Face Coverings 

 

 
As of June 17, 2021, the following rules apply in regards to face coverings: 

 

 
○ The state will allow fully vaccinated Californians to go without a face covering in most indoor settings. People 

will still have the option to wear a face covering if they choose.  

 
In the event that guidance changes and Californians are required to once again wear face coverings the following will apply: 

 

 
Face coverings must be worn by all employees working on campus when in the presence of others and in public settings where other 

physical distancing measures are difficult to maintain (e.g., common workspaces, meeting rooms, etc.) Appropriate use of face coverings 

is critical in minimizing risks to others near you. Individuals may spread COVID-19 to others even if they are asymptomatic, and it is 

unknown at this time whether vaccinated persons can transmit the virus. Currently, the face covering is not a substitute for physical 

distancing. 
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Acceptable face coverings must: 

• Cover the nose and mouth openings 

• Fit snuggly against the face with secured ties/ear loops 

• Allow breathing without restriction 

• Be clean and undamaged 
 

 
According to Cal/OSHA, the following are exceptions to the face coverings requirement: 

1. When an employee is alone in a room 

2. While eating and drinking at the workplace, provided employees are at least six feet apart and outside air is supplied to the 

area; if indoors, spacing should be maximized to the extent possible 

3. Employees wearing respiratory protection in accordance with Section 5144 or other Title 8 safety orders 

4. Employees who cannot wear face coverings due to a medical or mental health condition or disability, or who are hearing- 

impaired or communicating with a hearing-impaired person. Employees must contact Human Resources and provide required 

documents to obtain a reasonable accommodation.  Employees exempted from wearing face coverings due to a medical 

condition, mental health condition, or disability shall wear an effective non-restrictive alternative such as a face shield with a 

drape on the bottom, if their condition or disability permits. 

5. Specific tasks which cannot feasibly be performed with a face covering. This exception is limited to the time period in which 

such tasks are actually being performed, and the unmasked employee shall be at least six feet away from all other persons 

unless unmasked employees are tested at least twice weekly for COVID-19. NOTE: CDPH has issued guidance for employers that 

identifies examples when wearing a face covering is likely not feasible. 

 
Hygiene 

• Wash hands frequently with soap and water for at least 20 seconds 

• Use hand sanitizer when hand washing is not possible 

• Avoid touching eyes, nose or face at all times 

• Cover coughs/sneezes with disposable tissues or other means of covering the mouth/nose such as your inner elbow 

• Stay at home when sick except to seek medical care after first contacting your physician 
 

 
 

PHASED STAFFING PRIOR TO FALL 2021 
 
 
 

As we approach the fall quarter of 2021, the Corporation will assess expanded staffing and teleworking based on operational needs, 

necessity to access onsite resources, support in-person activities and the objective of reducing office spaces. These decisions will be 

based on California State and San Luis Obispo Public Health guidance as well as analyzing our footprint on the Cal Poly campus. Once 

deemed safe and approved by campus leadership, planning will commence and be communicated through department directors or 

managers. It is anticipated that return-to-campus and updated telework agreements may begin as early as July 1, 2021, for Corporation 

employees. 

 
The need to increase the number of employees on campus will continue to be assessed throughout the spring and summer. Employees 

who can continue to effectively telework with the approval of their appropriate director or manager and approved agreements will 

continue to do so. 

 
Expanded on-campus staffing will be coordinated through the appropriate director or manager and Human Resources to mitigate 

potential risks and ensure the safety of employees, as well as the community. Departments will assess and adjust staffing levels to support 

necessary onsite operations.  Once decisions to expand onsite staffing in certain areas have been made and approved, employees should 

follow the safety protocols detailed in this guide for returning to work on campus. 
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Employees may need technical support as they return computers to their work locations or continue to telework and should contact the 

appropriate IT staff for assistance. Similarly, employees should work with their directors or managers on the process and timeline for 

returning other equipment and materials to the workplace, if applicable. If employees will continue teleworking on a permanent basis, 

they should work with their directors or managers on a process in regard to tools needed to continue working from home. 

 
Faculty and staff with medical restrictions or limitations related to working on campus should consider consulting a medical doctor and 

if appropriate contact Human Resources to discuss reasonable accommodations and available leave programs. 

 

 
ON CAMPUS SHIFT SCHEDULING CONSIDERATIONS 

 
 
 

Directors and managers may consider flexible shift scheduling options while transitioning back to on-campus operations or continuing 

telework agreements. 

 
Scheduling Options: 

 

 
• Alternating Days: Departments may decide to schedule partial staffing on alternating days to limit the number of individuals 

and interactions among those on campus. Staffing levels must be maintained to meet the services and operational needs of 

the units. As departments move to decreasing office space on campus they may decide to utilize office-sharing techniques such 

as allowing employees to use a scheduling system to reserve time in the office (hoteling). 

• Staggered Reporting/Departing Times: Directors or managers may approve varying workday times necessary to meet the 

services and operational needs of the units. Staggering reporting and departure times may allow more flexible teleworking 

arrangements for employees. 

• Office/Building Hours: Business offices may look at only having customer facing areas open certain days and hours of the 

week, requiring appointments only options or walk-in hour options 

 

 
TELEWORKING GUIDELINES AND AGREEMENT 

 
 
 

Employees should continue to telework until the department determines that on-campus staffing is necessary to support operations 

and departmental teleworking plans are in place. Employees will receive direction with 30 days’ notice from their directors or managers if 

they are required to return to campus to work either on a full-time basis or continue to telework. 

 
The Corporation supports the use of a teleworking option in positions where appropriate and beneficial to the Corporation and the 

employee. The Corporation recognizes the benefits available through a planned and managed teleworking program. This option can 

save commute time and expense for staff, relieve congestion on campus, provide opportunities for disabled or mobility-impaired staff 

and offer uninterrupted time for concentrated work. 

 
The opportunity to participate in a telework program is offered only with the understanding that it is the responsibility of the employee 

to ensure a safe and proper work environment is maintained (e.g., dependent care arrangements do not to interfere with the work, 

personal disruptions such as non-business telephone calls and visitors are kept to a minimum, etc.). Failure to maintain a safe and proper 

work environment provides cause for an employee’s immediate termination from this program. Teleworking opportunities are based 

upon department requirements as determined by the appropriate director or manager. All employees participating in the teleworking 

program must review the CPC Teleworking Guidelines and sign the CPC Teleworking Agreement. 
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FACILITIES PLANNING AND PREPARATION FOR RETURN TO WORK 
 
 
 

Facilities Operations for the Corporation and campus have evaluated and taken action in accordance with State and CDC guidelines 

to improve conditions in preparation for returning to campus. This includes installation of sanitation stations, signage and plexiglass 

barriers at service counters and other locations, as appropriate, where person-to-person close interaction occurs. Once employees have 

been instructed to return to work on campus, departments must implement protocols and equipment to maintain social distancing 

requirements within buildings and workspaces until the CDC, State and local guidelines change. 

 
Facilities Preparation: Cleaning 

• Clean offices, restrooms, and other workspaces on a regular basis based on planned and approved occupancy following CDC 

guidelines 

• Provide ongoing area cleaning/touchpoint disinfecting of high traffic areas (entrances/ hallways/elevators/lobbies). 
 

 
Facilities Preparation: Air Quality 

 

 
Facilities Operations will continue to take a multi-pronged approach based on guidance from ASHRAE, CSU Mechanical Review Board 

and CA Higher Education COVID-19 safety guidance regarding actions for ventilation of campus buildings as they apply to COVID-19 

Safety. Facilities has increased outside air percentages for building HVAC systems according to equipment capability and inhabitant 

comfort guidelines. Facilities has reviewed all campus building HVAC system equipment and Engineering Services continues to make 

repairs/replacements as well as routine preventative maintenance to keep HVAC systems at the best operational condition. Based on 

equipment capability, availability, and financial consideration, Facilities installed replacement MERV 13 filters (some buildings are not 

currently planned for filter upgrades due to equipment limitations). 

 
Guidance for Specific Workplace Scenarios 

 

 
The following guidance should be followed if state and local mandates are issued: 

 

 
• Directors or managers should assess open work environments and meeting rooms to institute measures to physically separate 

and increase distance between employees, co-workers, students, and other community members as required by state and 

county public health. 

• Directors or managers should review office spaces and consider placing visual cues such as floor decals, colored tape or signs 

to indicate to students or community members where they should stand while waiting in line, if applicable. 

• Directors or managers should consider placing one-way directional signage in large open workspaces with multiple through- 

ways and designating specific stairways for up or down traffic if building space allows, if required by state and local guidelines. 

• If state and county guidelines dictate, face coverings should be used when inside any Corporation facility where others are 

present, including walking in narrow hallways where others travel and in break rooms, conference rooms and other meeting 

locations. No more than one person should be in the same room unless six feet of distancing can be consistently maintained. 

If more than one person is in a room, face coverings should be worn at all times and by any employee or visitor in a reception/ 

receiving area. These guidelines may change as state, county and federal guideline change. 

• Meetings may continue to be held wholly or partially using collaboration tools (e.g., Zoom, telephone, Microsoft Teams, etc.) 

Departments should remove or rearrange chairs and tables or add visual cue marks in meeting rooms to support physical 

distancing practices between attendees. All attendees should wear a mask or face covering while sharing space in a common 

room. In situations in which virtual meetings will still be conducted or meetings will be held in person, all employees should be 

notified in advance of location or mode of meeting. If an employee cannot attend an in-person meeting the option of attending 

virtually should be given. 
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Promote and Post-Prevention Strategies 
 

 
COVID-19 signage regarding washing hands frequently, maintaining physical distance and knowing COVID-19 symptoms are available to 

campus departments via University Graphic Systems (UGS), including downloadable PDFs. Additional signage for specific classrooms, 

labs, or offices may be ordered through UGS at ugs.myprintdesk.net   

 

 
COMMUNICATIONS STRATEGIES 

 
 
 

The Cal Poly Corporation Marketing and Communications Department (MARCOM) will consult with Human Resources regarding 

messaging, tone and content as they develop communication materials supporting the initialization of the Return-to-Campus Roadmap. 

MARCOM will review, edit and refine draft materials as needed to ensure consistency of message and overall efficacy of communications. 

MARCOM will also assist in ushering the communications materials through the prescribed EOC approval process. 

 

 
DEPARTMENT DIRECTOR AND MANAGER RETURN-TO-CAMPUS RESPONSIBILITIES 

 
 
 

Prior to employees returning to campus or continuing telework, directors or managers must review this roadmap and complete the 

Director/Manager Workplace Evaluation and Checklist to acknowledge compliance with the guidance provided in the Corporation 

Return-to-Campus Roadmap. Directors and managers will be required to regularly review subsequent campus guidance and applicable 

local and state guidance documents to ensure their department remains in alignment with current safety standards. 

http://ugs.myprintdesk.net/

