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I PURPOSE AND SCOPE 
Coronavirus Disease 2019 (COVID-19) is a respiratory disease caused by the SARS-CoV-2 virus.  It has 
spread to many countries around the world, including the United States, creating a global pandemic. 
Federal state and local response established executive orders and guidelines for all businesses 
including higher education to minimize the spread of this disease. This resulted in great restrictions 
to operations ranging from student support services to educational methodologies.  
 
Measures taken have been effective. State guidance has been offered to bring New York back on 
line. This plan has been developed to reopen campus in accordance with the phase set by New York 
State. It includes general procedures applicable campus wide and area-specific plans addressing risk 
levels in those areas as well as unique elements of their operation.  
 
 

II  CAMPUS PLANNING TASK FORCE  
In response to the COVID-19 pandemic SUNY Broome activated its Emergency Management Group 
(EM). The EM structure is in accordance with the National Incident Management System (NIMS). 
This system provides a scalable response and allows for fluid staffing in key roles to maintain 
operations. An Emergency Operations Center (EOC) is set up behind the scenes with individuals and 
multiple back-up personnel comprising an Incident Management Team fulfilling roles in the 
following sections: Incident Command, Planning, Logistics, Operations and Finance.  

 
The Incident Commander is the Director of Health and Safety. The Section Chiefs were selected from 
key operation areas. These include Public Safety, Facilities, and Comptroller/Finance. In addition, 
Broome County recommended and provided access to a representative from their HazMat Team 
who also happens to be a Professor of Chemistry to serve as an advisor to the Planning Team. 
Incident Command staff consists of: a representative from the Executive Council (SUNY Broome’s 
policy group) as the liaison, Health and Safety Coordinator as the Safety Officer and the Director of 
Marketing and Communications as the Public Information Officer (PIO). Subdivision and their 
leadership are staffed by knowledgeable personnel in areas such as Information Technology, Human 
Resources, etc.  

 
The SUNY Broome EM works jointly with the County Emergency Operations Center. Incident 
Command from each organization communicates as needed and coordinates pandemic response. 
Meetings are held with the County Director of Emergency Services and Health Department Director. 
Direct contact with the County Logics Chief provides access to needed resources. The Public 
Information Officers from each group share information which helps to keep the campus community 
apprised of the latest news and guidance on the pandemic.  

 
Questions or concerns related to SUNY Broome operations and COVID-19 can be emailed to 
eoc@sunybroome.edu.   

 
 
III  GENERAL 
 

A. Step 1 (June/July) 
During Step 1 the campus will begin with a soft re-opening with staff being brought back 
gradually. Operations will continue to be performed remotely where possible. Offices will 
monitor traffic and increase on-campus staffing as needed, but the return of staff should not 
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conflict with the parameters set for Step 1. Employees at higher risk as defined by CDC 
guidelines ( https://www.cdc.gov/coronavirus/2019-ncov/need-extra-precautions/people-at-
higher-risk.html) should consult with their supervisor regarding timing of their return and 
possible alternate work options. The supervisor will recommend that the individual consult with 
the primary care provider, who should provide the individual with a note recommending 
appropriate accommodation(s) in light of the employee’s health condition(s).  The supervisor 
will send Human Resources a memo with physician’s recommendation noting the 
accommodation that will be given. Remote learning remains in effect throughout this Step.  
 
1. Surveillance  

Surveillance is critical to safe campus operations. All employees who will be on campus will 
be required to complete a daily self-screening. The self-screening form (See Appendix A), 
consisting of two questions, is accessible via the SUNY Broome Today email under 
Coronavirus Planning and Precautionary Measures. If an employee answers yes to either 
question, they are required to contact their Director or Dean and are not to report to work.  
The Director or Dean should then follow similar steps outlined in Guidance: Steps to Take for 
a Possible or Confirmed COVID-19 Illness on Campus (See Appendix B). The employee 
should immediately contact their primary care provider. If their provider issues a 
return to work note, the employee may return to work.  If the provider directs the 
employee to seek COVID-19 testing, then the Director or Dean must contact Public 
Safety and adhere to the process outlined in the employee and supervisor guidance 
procedure.  
 
Agreements with Vendors and Contractors typically includes a stipulation that their 
employer perform appropriate safety measures for prevention of the spread of COVID 19. 
As such, it is the responsibility of that employer to perform a screening of their employees. 
Vendors, contractors, or other visitors not covered under an employer’s precautionary 
measures and who will not maintain appropriate social distance during their visit, should be 
directed to the Wales Building Lobby Reception Desk or Public Safety Building Reception 
Area. These areas will be manned during regular business hours. Public Safety can be 
contacted 24/7 by calling (607) 778-5083. The screening will be performed by an Officer or 
other Public Safety representative. Temperature will be taken with infrared thermometers 
as needed. 

  
Another key part of screening is contact tracing. The Employee and Supervisor Guidance: 
What steps to take for a possible or confirmed COVID-19 Illness in a Campus Building 
describes procedures for reporting COVID cases and potential contacts. These procedures 
should be observed to enable SUNY Broome and the Broome County Health Department to 
follow up with appropriate contact tracing. Per that document, this is specific to employees 
and students. Tracing will be coordinated with the County. Contact tracing of visitors and 
contractors will be managed by their employer and/or the County.  
 
Working with the Broome County Department of Health, Public Safety will monitor the 
number of and details associated with cases. Actions, such as shutdown of areas or the 
campus as a whole, will be taken based on their guidance.  
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2. Cleaning and Disinfecting 
Facilities will continue to clean and disinfect occupied areas daily. Sanitation stations on 
campus will be checked daily and refilled as needed to ensure adequate supply of sanitizer is 
in the device. All faculty, staff and students upon request will receive a 2 oz. personal-size 
bottle of hand sanitizer that can be refilled at designated stations across campus. Public 
water fountains spouts will be covered and use limited to the bottle refill stations. All 
Departments will be provided with spray disinfectant and wipes for use in their area. Shared 
items should be limited.  
 

  When sharing common items or equipment is necessary, the surfaces will be wiped after 
each use by that employee. Titchener, Applied Technology, Decker, and Natural Science 
buildings will remain on lockdown throughout Step 1. Limited access to these buildings is 
permitted on a case-by-case basis. An access log shall be maintained for cleaning and 
contact tracing purposes. Access to some areas in open buildings may be restricted as well 
to provide for focus on disinfection of occupied areas. 

 
 When a report is received of a COVID positive case in a building, the area will be temporarily 

shut down until a thorough disinfection can occur. The area will be opened upon completion 
of the disinfection. Areas may be closed for extended periods on a case by case basis 
depending on factors such as time needed for job completion; the ability to perform specific 
disinfection processes; and reviewing the potential for temporarily moving the operation to 
an alternate space.  

 
3. Physical Distancing 
 Physical distance of six feet will be maintained by all employees, students, and visitors 

where possible. In order to accomplish this the following measures will be implemented: 
a. Markings and signs identifying 6-foot separation requirements, one-way flow of traffic 

and capacity restrictions in offices, meeting rooms, restrooms and waiting areas must be 
observed. 

b. Furniture will be removed in common areas and lounges to ensure 6-foot distance.  
c. Plexiglas will be installed in areas to separate customers (i.e. students) at secretary 

desks and other service counters.  
d. During Step 1, the gradual recall of employees in a Department shall not exceed 50% 

capacity at one time unless the workspace provides for constant separation of greater 
than 6 feet. This would include maintenance and custodial staff who can be scheduled 
to work in large spaces (i.e. outdoors, one-person assignments in a building area, etc.).  

e. When possible online meetings and on campus appointment will be made with students 
to control capacity. If on campus face-to-face meetings are required, they must be held 
in offices large enough to allow 6-foot distancing or in a conference room. Surveillance 
and cleaning will be performed as identified in A1 and A2.  

f. Offices shall monitor student traffic and return workers to campus as needed.  
g. Classrooms will remain online.   

 
4. Personal Protective Equipment (PPE) 

All employees, students, contractors, and visitors of SUNY Broome will wear a face mask or 
covering when within 6 feet of others in compliance with State requirements. This applies 
when entering a building and in class. traveling through that space where the potential 
exists for the 6-foot distance to be breached. Students are required to wear a face covering 
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at all times while in campus buildings and in class.  All individuals are also required to wear a 
face covering in all instances where they are unable to maintain a minimum of 6’ of social 
distance with other individual(s) while on campus. Masks may be removed in locations 
where  individuals are alone such as a private office. Employees may wear their own masks 
or request a mask from Public Safety by emailing eoc@sunybroome.edu or calling (607) 778-
5083.  If employees are self-providing their own cloth masks, they should follow CDC 
guidelines concerning the cleaning of cloth masks (see: 
https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/diy-cloth-face-
coverings.html). Additional PPE will be made available as needed for specific tasks (ex. 
custodial disinfection of contaminated area - N95 respirator, gloves, and goggles or safety 
glasses and face shield). 

 
5.  Training/Communication 

A SUNY Broome Response to COVID-19 webinar was conducted and recorded. All returning 
employees are required to view this before returning to campus. Employees will be directed 
to the Banner Employee resources page when coming back to campus. Upon completion of 
the video they will be required to complete an acknowledgement form that will be emailed 
to the Emergency Operations Center. A report will be developed and provided to Senior 
Management and the Human Resources Office.  
 
Other communication efforts a dedicated website, a video for visitors and students, signage 
and information incorporated into the course curriculum. The website offers precautionary 
measures, frequently asked questions and answers, and more. Signage posted across 
campus offers instructions for pedestrian traffic flow, distance markings for maintenance of 
the 6-foot spacing, and other precautionary measures. Instructions on all signs must be 
observed. Syllabi for courses will include instructions and mandates for precautionary 
measures. 

 
B. Step 2 (August) 

During Step 2, offices will open to full capacity. However, remote work will be allowed with 
agreement from the Department Director and Division Vice President. This work option should 
be strongly considered for employees at higher risk as defined by CDC guidelines. Remote 
learning remains in effect.  
 
1. Surveillance  

Surveillance procedures from Step 1 will continue. 
 
2. Cleaning and Disinfecting 
 Step 1 Facilities cleaning and disinfecting procedures will continue as well as Department 

specific sanitation. Buildings will be opened to allow access as needed. Department must 
notify Public Safety of intended occupancy to better assist with contract tracing in the event 
of a COVID positive case. 

 
3. Physical Distancing 
 Physical distance described in Step 1 continues. For areas such as Registrar’s Office alternate 

locations will be explored that provide for greater capacity and maintenance of physical 
distance. If space and technology allow, other services will be set up in that area to provide 
for a one stop service center.     
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4. PPE 
 PPE measures continue as proposed in Step 1. 
 
5.  Training/Communication 

Measures continue as proposed in Step 1. 
 

C. Step 3 Fall Semester 
All remaining staff report to Offices. Special consideration made for remote work as needed for 
employees at higher risk for severe illness. Employees should be directed to consult with their 
primary care provider as in Step I (June/July). Classes resume with remote learning options 
where possible. Details provided in the Academic section of this document. 
 
1. Surveillance  

Surveillance procedures from Step 1 will continue. 
 
2. Cleaning and Disinfecting 
 Step 1 Facilities cleaning and disinfecting procedures will continue as well as Department 

specific sanitation. All Buildings opened. Electrostatic sprayers (one for each building) will be 
used to disinfect common areas such as stairwells, student gathering areas, restrooms, etc. 
regularly throughout the day. If time allows, cleaning of classrooms (in particular, frequently 
touched surfaces) will take place in between classes. Facilities will work with the Registrar to 
identify these locations/opportunities). Classrooms will also be equipped with sanitizing 
sprays and wipes for self-cleaning between classes by users (students/instructors). In the 
cafeteria, a wiping down of tables, benches, chairs will occur as students rotate. 

 
3. Physical Distancing 
 Physical distance described in Step 1 continues. Alternate locations identified in Step 2 that 

provide for greater capacity and maintenance of physical distance will be maintained 
through the second week of the semester.     

 
4. PPE 
 PPE measures continue as proposed in Step 1. 
 
5.  Training/Communication 

Measures continue as proposed in Step 1. 
 
 
IV Academic Areas 
 

A. Step 1: See Section III General 
 

B. Step 2: See Section III General 
 

C. Step 3: Fall Semester 
 

1. Didactic Classroom Safety Plan Decision-Making Considerations: 
a. Identify the format in which a course is offered: 
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i. Fully Online 
ii. Blended/Hybrid 

iii. Face to Face 
iv. Synchronous Remote Courses 

b. Determine if the delivery strategy can be adhered to with social distancing of 6 feet 
between persons.  If social distance can be adhered to with 6 feet, then the class 
may continue in its planned format.  If the class cannot maintain the basic social 
distancing requirement, proceed to step 3. 

c. Didactic classes that cannot maintain social distancing as defined by the CDC, should 
consider converting the current course format to one of the following in order to 
achieve social distancing. 

 
 

 
Format Considerations 

Fully Asynchronous Full Online; Coded in Banner as “DLA,” or 
“DLAP” if it intends to utilize third-party 
online proctoring.  A course that transitions 
to online prior to the first day of instruction 
will require the student to pay a $40 per 
credit distance learning fee; the course will 
be delivered via Blackboard and its 
associated components (i.e., Collaborate, 
etc.) 

“Blended” or Hybrid  This course will be coded in Banner as a 
“DLB”; Online proctoring is not available; at 
least 25% of course time must move to the 
asynchronous format; a social distancing plan 
must be developed; students will be charged 
a $40 per credit distance learning fee if a 
course is changed to this format prior to the 
first day of instruction; the asynchronous 
content will be delivered via Blackboard and 
its associated components (i.e., Collaborate, 
etc.) 

Synchronous Remote Courses   This class will be coded in Banner as a “TR” 
(aka, F2F course); Course content will be 
delivered synchronously via Collaborate, 
Zoom, or other identified service that permits 
streaming of live content; the faculty 
member will stream content from a 
classroom; classes would be scheduled in 
these spaces at specific times with ITS 
support; students (in small numbers) may be 
asked to come to campus for aspects of the 
course, as determined by the faculty 
member; Students receive a statement in the 
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syllabus about the delivery method of the 
course.  
 
ITS will support this function on campus. 
 
A note will appear in Banner under these 
courses such as: “Components of the course 
may be delivered at a specific time online 
(synchronous), as well as in person (labs, 
class meetings, etc.).  Asynchronous 
components (those not delivered at specific 
times) may also be included.   
  

Face to Face  
 
 

Online proctoring is not available; a social 
distancing plan must be developed for class 
meetings; class should also be supported 
through Blackboard in the case that it needs 
to be moved fully online during the semester. 
 

 
 

d. Provide CRN number to Registrar’s Office of course to be converted and to what 
format.  A determination will need to be made about the new course cap depending 
upon format conversion.  The Registrar will delete the old CRN and remove students 
from the old CRN.  The Register will schedule the new course format with a new 
CRN and re-register all dropped students into the new section. 

e. The program, department, or designated person will contact all the students to 
inform them of the modality change.  If the student wishes not to continue with the 
course, an add/drop form should be initiated. 

f. Dean will have to review faculty loading in light of program format changes. 
 
 

2. Lab Safety Plan Decision-Making Considerations: 
a. Determine if the lab is able to occur in its present physical space and with its current 

enrollment cap with social distancing for all lab participants.  If the lab can occur in 
its present space with its scheduled enrollment cap, it can occur as scheduled with a 
safety plan.  If the lab cannot maintain social distancing with its current enrollment 
cap and in its current physical space, or if all lab participants cannot maintain social 
distancing from each other, proceed to #c. 

b. The lab safety plan must include the following: 
i. Required use of PPE and type of PPE for students and faculty and who will 

provide said PPE (a statement about wearing PPE should be in the syllabus) 
ii. Use of safety precautions beyond the normal precautions if indicated, such 

as  required handwashing, use of hand sanitizer, thermal screening, etc. (a 
statement about sanitation requirements should be in the syllabus) 

iii. How lab participants will maintain social distancing from one another (a 
statement about social distancing expectations will be placed in the 
syllabus) 



9 7/27/20 
 

iv. Cleaning protocol for lab 
v. List of required supplies to accomplish safety plan  

vi. Determination of whether or not cleaning protocol will impact lab 
scheduling (to be determined by area Dean in conjunction with Facilities) 

vii. How the faculty member might mitigate or limit the exchange of paper or 
other materials between persons via use of Blackboard or other technology 

c. For labs that cannot achieve social distancing with the current enrollment cap and 
physical space or where lab participants cannot maintain social distancing due to 
the nature of lab instruction, consider the following: 

i. Determine if the physical space is the limiting factor prohibiting social 
distancing. 
1) If space is the limiting factor, can lab outcomes be accomplished by 

altering lesson plans, converting the lab into a blended format, or 
utilizing a rotation schedule for students or some combination of 
blended/student rotation to accomplish social distancing.  This method 
presumably will not require separating the lab section into separate lab 
sections with their own unique CRN numbers.  If this is feasible, the lab 
must have a safety plan as outlined in #2. 

2) If the physical space cannot be overcome, consider separating the 
section into two distinct sections.  This will impact loading will 
necessitate a discussion with the dean as a last resort option for offering 
the course.  The labs will require a safety plan outlined in #2. 

ii. Determine if the nature of lab instruction impedes social distancing. 
1) If instructional practices limit social distancing, consider if they can 

be altered to facilitate social distancing.  If they can, then alter 
practices and provide a safety plan as outlined in #2.b. 

2) If lab instructional practices cannot be altered to permit social 
distancing for all lab participants then move to #d. 

d. Labs whose content or instructional practices cannot permit social distancing 
between all lab participants need to conduct an assessment based on guidance from 
the below.  Labs in this category will principally be in the Health Sciences Division, 
separate procedures may be developed by programs : 

i. Assess the level of risk anticipated for lab activity in consultation with the 
following resources: 

1) OSHA Classification of Risk (https://www.osha.gov/SLTC/covid-
19/hazardrecognition.html).  Generally, OSHA classifies those who 
have contact with the “general public” as a “Medium Exposure 
Risk.”  Schools are listed in this category.  How the nature of lab 
activity either increases or decreases this level of risk should be 
considered. 

2) OSHA general guidance for control and prevention: 
1. Dentistry (https://www.osha.gov/SLTC/covid-

19/dentistry.html) 
2. Healthcare (https://www.osha.gov/SLTC/covid-

19/healthcare-workers.html) 
3) CDC Updated Recommendations for infection prevention and 

control recommendations: 
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1. Dentistry (https://www.cdc.gov/coronavirus/2019-
ncov/hcp/dental-settings.html) 

2. Healthcare (https://www.cdc.gov/coronavirus/2019-
ncov/hcp/infection-control.html) 

4) Any additional appropriate recommendations from the CDC, OSHA, 
or professional organizations as appropriate 

5) Any additional recommendations from New York State or SUNY 
concerning educational practices, especially for allied health 
programs, during COVID-19 

ii. Based on level of risk, a safety plan for the lab must be developed which 
includes: 

1) PPE Protocol: 
1. Type of PPE should be selected based on the risk 

assessment of the activities to be conducted during lab 
session 

2. Plan for optimizing use of PPE based on CDC’s 
recommendations during PPE shortages 
(https://www.cdc.gov/coronavirus/2019-ncov/hcp/ppe-
strategy/) 

3. Estimate of PPE burn. The CDC provides a spreadsheet for 
healthcare facilities to estimate.  The spreadsheet may help 
in estimating the amount of burn per lab by providing 
insight to variables that might be considered 

4. Appropriate disposal practices for used PPE 
2) Screening Procedures: 

1. Screening questions utilized by the CDC, Broome County, or 
other appropriate health source for estimating need for 
COVID-19 testing should be considered for students and 
other appropriate lab persons 

2. Screening  questions should be answered and reviewed 
prior to start of lab sessions 

3. Any makeup fees associated with missed lab sessions 
should be waived in order to facilitate student compliance 
with disclosure of health status 

4. Identification of thermal screening procedure if appropriate 
for entry into lab setting and cleaning/storage protocol for 
no-touch thermometer 

3) Plan for minimizing contacts that are less than 6 feet between lab 
participants (e.g., removal of equipment or chairs in lab space to 
ensure minimal gathering, revision of lab practices as appropriate, 
etc.) 

4) Plan for mitigating lab activities that involve aerosol generating 
procedures (AGPs), procedures utilizing needles, or other 
potentially higher risk lab activities 

5) Lab Cleaning Procedures: 
1. Protocol for routine cleaning and disinfection procedures 

focused on wiping down frequently touched objects or 
surfaces during lab activities with hospital grade 
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disinfectant (List N disinfectant should be used: 
https://www.epa.gov/pesticide-registration/list-n-
disinfectants-use-against-sars-cov-2) 

2. Identification of cleaning to be conducted by facilities that 
would be beyond routine cleaning (e.g., vacuuming, etc.) 

3. Scheduling impacts that cleaning protocol might have 
4. Procedure for addressing any linen and/or other lab waste 

beyond current procedures 
5. Procedure for appropriate disposal of lab waste and used 

PPE beyond those currently in place 
iii. Broome Community College COVID-19 Reporting Procedure Followed 
iv. Any additional or revised protocols should be included in student 

handbooks and/or syllabi as appropriate.  Procedures must currently exist 
or must be developed to address student failure to adhere to the 
components of the safety plan. 

v. List of resources required to accomplish safety plan (e.g., no-touch 
thermometer, PPE, cleaning supplies, etc.) 

 
3. Conference Rooms: 

a. Division conference rooms will be temporarily closed unless being utilized for one-on-
one appointments between faculty, staff, or student meetings.  Scheduling conference 
room space will be facilitated as usual by the coordinating office for that space 

b. Access to the conference room may be for urgent one on one meetings with students 
only; everyone utilizing the room for emergency meetings are encouraged to wear face 
coverings and utilize the sanitizing wipes on any surfaces they touch 

c. Department or Program faculty meetings should occur remotely.  
d. Division wide meetings should also occur remotely. 
e. Campus committee meetings should occur remotely. 
 

4. Academic Main Offices Areas: 
a. Student access to an administrative office will be based on office size.  Offices that 

cannot accommodate a student and employee with social distancing must develop a 
plan for how a student may conduct business with that office while maintaining social 
distancing.  For office spaces that can accommodate employees and students with social 
distancing, only 1-2 students may access the main part of an administrative office at a 
time; all other students must remain 6 feet apart lined up outside the entrance to an 
office 

b. Students should utilize a drop box outside of an office to drop off paperwork unless it is 
absolutely necessary to bring it inside of an office; paperwork should be submitted 
digitally if possible 

c. Student meetings with chairperson, staff associates, or other academic personal should 
be by appointment and scheduled via Starfish, email, or phone or the student can 
request a meeting via email or phone request to the program secretary. 

d. If an in-person meeting with a student is absolutely necessary, it may occur in a 
conference room with social distancing 

e. Students must wear a face covering while in office areas and adhere to social distancing 
requirements. 
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5. Academic Area Mail Rooms: 
a. Only one person should be in the mail room at a single time 
b. Prior to and after using the copy or fax machine, it must be wiped down with antiseptic 

wipes along with other used surfaces 
c. The only mail processed through the mailroom should be for official college purposes 

only; personal correspondence should be sent to the employee’s home address 
 

6. Break Areas: 
a. The use of break areas shall be limited to 50% capacity, but at no time may the number 

of individuals in the area prohibit the ability to maintain 6-foot of social distance. 
b. The use of the break area for meetings or informal gatherings is suspended 
c. The use of refrigerators, microwaves, coffee makers, toasters, etc. shall be kept to a 

minimum. Users shall disinfect and clean appliance after each use. 
 

7. All Faculty and Staff Office Spaces: 
a. All employees must maintain the cleanliness of their own desktop areas using sanitizing 

wipes to clean their keyboards and phones. 
b. Only one faculty or staff member should occupy a faculty office at a time, unless they 

are able to social distance; if social distancing is problematic due to the size of the 
space, then the faculty or staff office mates must develop a use schedule where they 
will avoid being in the office at the same time. 

c. Meetings with students should not occur in faculty/staff offices and should continue to 
occur remotely; if a student meeting is critical and cannot occur remotely, the 
faculty/staff member will need to contact the main office and request an appointment 
in a conference room to meet with the student. Where procedures have already been 
established for appointments to be managed directly by faculty, they will follow that 
Division’s protocols. 

d. Faculty will have access to copier/fax in faculty office hallways; faculty will wipe down 
copier before and after use; larger copying jobs should be planned in advance and sent 
to the copier center 

 
8. Library: 

a. Building occupancy controls will be in effect and access may be limited during higher 
peak usage times  

b. Students must wear a face coverings while in the library when social distancing cannot 
be maintained 

c. Persons requiring reference help must schedule an appointment with the librarian and 
will be required to wear a face covering when meeting with the librarian 

d. Library materials returned to the library will be held for a minimum of 3 days before 
being eligible for recirculation 

e. Circulating bookstacks will be closed.  Primo reserve/hold functionality will be used to 
deliver books to students. 

f. Patrons wishing to check out devices (smart pens, laptops, etc.) will schedule pick up via 
a Google form, particularly during the summer when library staffing and hours may be 
fluid 

g. Interlibrary Loan can continue to request and deliver electronically available articles 
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V PROCESSING OFFICES  
 
A. Step 1 June/July 

 
1. Admissions Office 

The Admissions Office will continue providing limited walk-in services and will act as the 
central intake and will refer and provide contact information to other offices. It will continue 
to "stagger" office hours with one staff member available to answer phone calls/emails at all 
times. 
a. A Current Welcome Center Rotation Schedule will continue through 4th of July a table of 

detailed personnel assignment provided to affected personnel by supervisor):  
b. Walk-in-Wednesdays: will provide additional support for other processing offices to 

participate in weekly Walk-in-Wednesday rotations beginning June 1st. Walk-in-
Wednesday will move to a completely “open” Zoom platform with private “rooms” to 
discuss one-on-one student concerns.. 
Staff available for each Walk-in-Wednesday: 

i. Admissions: 3 domestic counselors, 2 international counselors, one Career and 
Technical Education Enrollment Coach, and one Culinary Events Center 
representative  

c. Counselor Appointments: will continue to be scheduled remotely via Zoom and google 
hangouts. We will keep the current schedule table of detailed personnel assignment 
provided to affected personnel by supervisor.   

d. Factual Friday’s will continue to be run every Friday morning and afternoon. It will begin 
to include Student Accounts Information Sessions (alternating with Financial Aid) to 
provide students with important information about payment methods, payment plans, 
resident forms, etc. All departments on campus can participate in partnering with 
Admissions to create a comprehensive webinar schedule for the incoming cohort of 
students. 
NOTE: Students can request appointments outside of the designated timeframes, for 
example: to accommodate work schedules. Personnel assigned to appointments during 
evening/weekend hours. 

e. Processing (tracking, transcripts, mail, letters):  staff (student records specialists) will 
continue coming into the office twice a week and *as needed* (for example: to send out 
a large mailing) to complete in office responsibilities. 
 

2. Registrar 
The Registrar’s office will begin with a phased in schedule from June 1st to July 2nd. There 
will be a maximum of 2-4 people in the office during the week. All others will remain 
remote. During the month of June, students will continue to be reached by email and 
phone. Student Services building will remain closed to walk in student traffic until August. 

 
During this period of Step 1 the Registrar’s office will focus on the following: processing 
grades for spring 2020, including p/f, academic standing calculations, notices to students, 
processing offices, and academic departments for academically dismissed, academic 
probation and financial aid warning, and continued academic probation and financial aid 
warning, fresh start processing, attendance processing for full term summer and summer 
term 1, non-matric registration for summer terms 2, 3 and 4, non-matric registrations for fall 
2020, add / drop transactions for all summer terms, add drop transactions for fall 2020, 
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assisting academic departments with course section changes for fall 2020, monitoring 
master schedule for summer and fall 2020.  Attendance processing for full term summer and 
summer term 1. SUNY Application processing for fall 2020.  SUNY Broome Transcript 
Processing and processing grades for spring 2019 fast forward classes. Spring 2020 
graduation check out process.  Maintenance for Degree works and course catalog.  Room 
scheduling. 
 
Registrar’s office will continue with a phased reopening from July 6th to July 31. We will 
monitor volume and continue to add more people as needed to meet student needs.  The 
Student Services Building will remain closed to students.  We will continue to reach students 
by email and phone.   
 
During this period of Step 1, the Registrar’s office will focus on the following: processing 
grades for summer term1, fresh start processing, attendance processing for summer terms 
2, 3 and 4.  non matric registration for summer term 3 , non-matric registrations for fall 
2020, add / drop transactions for all summer terms, add drop transactions for fall 2020, 
assisting academic departments with course section changes for fall 2020, monitoring 
master schedule for fall 2020.  SUNY Application processing for fall 2020.  SUNY Broome 
Transcript Processing and processing grades for spring 2020 fast forward classes. Spring 
2020 graduation check out process. Produce and mail diplomas and certificates.  
Maintenance for Degree works and course catalog.  Room scheduling. Prerequisite checking 
for fall grades, course section maintenance including reserve seats and waitlists. 
 

 
3. Financial Aid/Veterans and Military Affairs 

Financial Aid will begin with a phased in schedule from June 1st to July 4th. A maximum of 
two people will be in the office during the week. All others will remain remote. The Student 
Services building will remain closed to walk in student traffic until August. During the month 
of June, outreach to students will be by email, phone and use of Virtual Walk-In 
Wednesdays and Factual Fridays. A table of detailed personnel assignments will be provided 
to affected personnel by supervisor. During this period of Step 1 Financial Aid outreach will 
focus on those students that have paid deposits (BAP, Housing, Health Science) and need 
extra time to make sure their aid is in place.  

 
Financial Aid will continue with a phased re-opening from July 5th to August 3rd. The 
number of people in the office will increase on a staggered schedule. Traffic will be 
monitored, and more staff added as needed to meet student needs while maintaining all 
social distancing and precautionary measures. The Student Services Building will remain 
closed to students. Outreach to students will continue to be by email, phone, Walk- In 
Wednesdays and Factual Fridays. Students will be strongly encouraged to make virtual 
appointments and to attend our Factual Fridays and Virtual Walk in Wednesdays for 
additional help. For July 5th - August 1st table of detailed personnel assignment provided to 
affected personnel by supervisor 

 
4. Student Accounts 

Student Financial Services- Student Accounts will begin with a phased in schedule from June 
1st to July 4th.  Team members will be scheduled time in the office on a limited basis.  All 
others will remain remote. The Student Services building will remain closed to students until 
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August. Outreach to Fall registered students, including our Housing, BAP and Health Science 
populations, is in the planning phases to provide a connection for parents/students to 
resolve questions about billing, payments, residencies, and refunds. Early outreach will 
serve to assure students and mitigate traffic volume when campus reopens to students.  Our 
efforts will be coordinated with existing outreach with the appropriate 
department/coordinators in order to have a cohesive outreach plan.   
a. Walk-in-Wednesdays: Mid to Late June, Student Accounts team will push in/join the 

existing event or offer a corresponding event as information regarding our portion of 
Fall 2020 becomes available, applications for residencies open up, etc... Will work with 
staff to schedule. 

b. Factual Fridays- every Friday morning and afternoon - Student Accounts will explore 
joining the standing sessions or offering corresponding sessions to provide students 
with important information about payment methods, payment plans, resident forms, 
etc. Resources to accommodate/facilitate this will need to be identified and acquired. 

 
 

B. Step 2 August 
 
1. Admissions 

The Admissions Office will provide limited in person walk-ins and virtual walk-in 
appointments. We will continue to "stagger" our office hours but will now rotate bi-weekly 
in “teams” of 4-5. A table of detailed personnel for proposed shifts (based on a two-week 
rotation) will be provided to affected personnel.  
 
Letters will be sent to all students with return to campus instructions related to COVID-19 
precautions in effect. This will include information such as the daily screening and 
mandatory masks requirements as well as New York State’s Travel Advisory should the 
student be attempting to come to campus after a vacation to a restricted State.  
 

2. Registrar 
Registrar’s office will continue to encourage students to use remote service options as much 
as possible. For the month of August, the whole team will return. This may include use of 
the current Registrar’s Office and/or alternate locations as needed to ensure physical 
distancing for staff and the students served by the Registrar’s Office. 
 

3. Financial Aid/Veterans and Military Affairs 
Financial Aid will continue to encourage students to use remote service options as much as 
possible. We propose they make schedules for dates and times they are coming in so they 
may be checked off as they come in the building to meet with us. For the month of August, 
the whole team will return to the office. General precautionary measure will be 
implemented as described in Section I. Walk in Wednesdays will be both Virtual and In 
Person. 
 

4. Student Accounts 
Student Accounts will provide limited in person walk-ins and potentially virtual walk-in 
appointments (if needed).  Office hours will continue to be "staggered", but team size will 
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increase as needed or determined by the protocols in place for student traffic.  The ability to 
do payments online thru the portal and thru an eCommerce link exists.  Cashnet User 
Emulation allows walking a student/parent thru the steps to view bill, resolve residency, 
enroll in a payment plan, make a payment etc. without an in-office visit.  Remote work will 
be used for email, phones, reports etc. 

 
C. Step 3 Fall Semester 

All personnel in place under the guidelines fund in Section I General 
 
 
VI ATHLETICS VENUES AND FACILITIES 
 

A. Step 1 June/July 
 
1. Fitness Center 

a. Closed 
 

5. Open Gym 
a. Closed 

 
6. Athletics 

a. Fall sports cancelled. 
 

B. Step 2 August 
 
1. Fitness Center – closed pending changes to NYS Guidelines 

 
2. Open Gym– closed in pending changes to NYS Guidelines 

 
3. Athletics 

a. Fall sports cancelled. 
b. No access to Athletic Trainer’s Room or Locker Rooms. 

 
C. Step 3 Fall Semester 

 
1. Fitness Center – proposed pending changes to NYS Guidelines 

a. Maximum limit of 50% of capacity. 
b. Space participants a minimum of 6ft for social distancing. 
c. Equipment is cleaned after every use. 
d. Users are required to clean station after use.  
e. Staff places a sign on all equipment stating clean or needs cleaned. 
f. Use of all equipment allowed. 
g. Drop in hours resumed. 
h. No contact check in. 
i. Extra hand sanitizer stations must be available. 

 
2. Open Gym - proposed pending changes to NYS Guidelines 
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a. Three on three allowed.   
b. Participants only touch their ball. 
c. Drop in hours resumed. 
d. No contact check in. 

 
3. Athletics 

a.  No Fall sports allowed. 
b.  No access to Athletic Trainer’s Room or Locker Rooms. 

 
 
VII COUNSELING/ADVISING 
 

A. Step 1 June/July 
1. Counselors will return to their offices  
2. One secretary returns as well 
3. Chair will be working remotely (chair duties only) 
4. Students will be seen remotely and will not be invited to campus for in-office sessions  
5. Counselors can alternate hours/days in office if needed 
6. Counselors can continue to work remotely- at home until August 1 if needed 

 
B. Step 2 August 

1. Continue Step 1 processes 
2. Only students in need of face to face and NEW student intakes will be seen on campus again 

only if students are permitted to be on campus (see above) 
 

C. Step 3 Fall Semester 
1. Counselors will return to campus 
2. Students will be offered remote sessions, as well as in person sessions as permitted to have 

students on campus. 
 
 
VIII  International Education  

 
A. Step 1 June/July 

Staff to work remote. 
 
B. Step 2 August 

Transition back to campus based on need. All students will be contacted to discuss required 
precautions for returning to campus. They will be informed of the need to complete the online 
health form, provide the College with a copy and for a 14-day precautionary quarantine before 
arrival on campus. Arrangements with local hotels has been made for travel quarantine needs. 
Assistance will be provided as needed which may include staff coordination with the hotel and 
students regarding individual reservations. Guidance will also be offered on quarantine 
considerations. Instructions for applying for possible reimbursement of lodging will be provided 
to the student(s).  

 
C. Step 3 Fall Semester 

Normal Operations in accordance with Section III General.  
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IX Childcare Center 
 

A. Step 1 June/July 
Teachers will return to start cleaning, prepping classrooms, lesson plans, and in person 
trainings. 

 
B. Step 2 August 

Daycare closed from July 13th until the week before Fall classes start, date unknown due to 
possible academic calendar changes.  

 
C. Step 3 Fall Semester 

Normal Operations in accordance with Section III General. 
 
 

X Bookstore 
  

A. Step 1 June/July 
Bookstore open with 25% capacity all Section III General guidelines in place.  
 

B. Step 2 August 
Bookstore open with 50% capacity all Section III General guidelines in place.  

 
C. Step 3 Fall Semester 

Bookstore open with 100% capacity all Section III General guidelines in place.  
 

 
XI Food Services:  

 
A. Step 1 June/July 

All services shutdown. 
 
B. Step 2 August 

Tables and chairs removed to limit dining hall seating capacity to 50%  or less in order to 
maintain 6-foot social distancing. Barriers installed to provide protection at all checkout 
stations.  
 

C. Step 3 Fall Semester 
Food services shall establish procedures to protect servers and customers (students, faculty 
staff) Salad bars and buffets will be prohibited. As an alternative, cafeteria style (worker served) 
with appropriate barriers in place will be allowed. Detail-cleaning and sanitizing of the entire 
food service area and dining hall will be done daily with a focus on high-contact areas that 
would be touched by both employees and guests. Food contact with surfaces when using 
disinfectants must be avoided. Between customers, table condiments, tabletops, and common 
touch areas will be cleaned and sanitized. Single-use items and unwrapped straws from self-
service drink stations will be discarded. Hand sanitizer will be readily available to guests. Dining 
service employees and third-party delivery drivers and any suppliers are subject to the screening 
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requirements set forth by SUNY Broome.  Signage will be posted at the Café entrance that states 
that students/customers with a fever or symptoms of COVID-19 are not permitted in the Dining 
Hall. Additionally the Vendor (American Food and Vending) has submitted their plans with more 
detail on precautions they will implement on campus and company wide (see Appendix E). 

 
 
XII Housing 

SUNY Broome Housing consists of one dormitory building identified as the Student Village (SV). Total 
capacity under normal operating conditions is 360 which include Suites of four bedrooms with 2 
singles and 2 doubles.  

 
A. Step 1 June/July 

Clerical staff to work remote. Housing Director working in the SV a couple of days a week, 
otherwise working remotely. RDs reside in the Village year round 

 
B. Step 2 August 

 
1. Move in and Living Areas 

The SV License Agreement will be emailed to all students to sign and agree to prior to moving in. 
It will include language regarding cleaning and procedures for notifying Housing/Public Safety 
staff if they become sick. Any special needs for students at higher risk will be discussed and 
plans put in place where possible to address special precautions. All rooms will be singles, no 
doubles.  Outreach to students and families will occur over the summer via Zoom calls, emails, 
etc. to help educate students on what to expect when they return. 
 
Housing will identify and contact all students coming from restricted states as identified in New 
York State’s Travel Advisory. They will be informed of the need informed to complete the online 
health form, provide the College with a copy and for a 14-day precautionary quarantine before 
arrival on campus. Additionally information going out to all SV students will advise them that the 
travel advisory applies to vacation travel to restricted states Arrangements with local hotels has 
been made for travel quarantine needs. Assistance will be provided as needed which may 
include staff coordination with the hotel and student regarding individual reservations. 
Instructions for applying for possible reimbursement of lodging will be provided to the 
student(s).  
 
RAs and RDs will be trained on COVID-19 and precautionary measures including screening 
procedures, social distancing, PPE use and cleaning and disinfection procedures. Students who 
work the front desk will be trained on cleaning the space before and after each work shift. 
 
Students will move in over a four-day period with assigned times during the day to reduce the 
number on site.  Students must be tested with negative results received before being allowed to 
move in. RAs will distribute keys at the front desk behind plexiglass. Students may have 1-2 
people help with moving in who must wear masks at all times.  Carts used for moving in will be 
disinfected after each use. Elevators may only be used by 1 person at a time.  RDs will prepare 
“floor meeting materials” to be delivered online via YouTube Live, or some similar platform. 
 



20 7/27/20 
 

2. Common Areas 
Furniture will be arranged to promote social distancing in lounges and study halls in all campus 
buildings including the Student Village (SV).  Use of conference rooms will be restricted to 
special cases in which one on one meetings with students are needed. Everyone utilizing a room 
for a meeting is encouraged to wear face coverings and utilize the sanitizing wipes on any 
surfaces they touch. Only 1-2 students may access the main part of administrative offices at a 
time. All other students must remain 6 feet apart lined up outside the Main Offices. Students 
should utilize the drop box outside of offices to drop off paperwork unless it is absolutely 
necessary to bring it inside. Paperwork should be submitted digitally if possible. The use of break 
areas shall be limited to 50% capacity, but at no time may the number of individuals in the area 
prohibit the ability to maintain 6–foot distance. 

 
C. Step 3 Fall Semester 

Normal Operations in accordance with Section III General. Resident Students will be required to 
complete the same daily self screening as employees. A random testing protocol is being 
investigated with the Broome County Health Department and local Health Service providers. It 
will be added to this plan when complete.  
 
No visitors will be permitted during the fall semester. Outside vendors (ex. meal deliveries) will 
not be allowed inside of SV. Fees for all break periods will be waived to encourage students to 
stay local. 
 

 
XIII INFORMATION TECHNOLOGY 
 

D. Step 1 June/July 
Clerical staff work remotely. Use of the CSR system and ITSupport@sunybroome.edu to request 
services and avoid in-person contact.  Two technicians remain on site to sign out laptops for 
remote work, maintain on campus computers accessed by staff working remotely via Citrix and 
other services. Remaining staff work remotely. 
 

E. Step 2 August 
IT staff begin to return to campus. Capacity increased to 50%.  
 

F. Step 3 Fall Semester 
IT staff all return except those considered high risk who continue to work remotely for the 
foreseeable future. Facilities will install Plexiglas type barriers in clerical area. Video 
conferencing to allow communication between clerical staff and individuals in need of services 
will be set up to restrict physical access to the reception area which does not allow physical 
distancing. 

 
XIV  Facilities - Maintenance/Custodial, Mail and General Delivery  

 
A. Step 1 June/July 
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1. Custodial/Maintenance 
Staff will be brought back to full capacity as essential personnel to maintain campus grounds 
and facilities. Assignment will be made to ensure proper social distancing and minimal 
capacity in buildings. Staff will work on identifying space limitations to ensure physical 
distancing of six feet including how classes, shared spaces, and activities need to be 
adapted for repopulation and operations. Information will be provided to the Registrar 
and Academic Affairs to determine which classes will need to offer alternate approaches 
such as A/B schedules or remote instruction. Staff will also perform the necessary 
cleaning and disinfection, and restarting ventilation, water systems, and other key 
components as needed. 
 

2. Mail and General Delivery 
All mail will be dropped at Public Safety. Each Department will assign a staff member to pick 
up and process mail for them. Personnel assigned to pick up mail shall schedule a time to 
retrieve mail to limit contact. Personnel retrieving mail will wear masks and practice proper 
hand washing and sanitation before and after handling Department mail. 

 
B. Step 2 August 

 
1. Custodial/Maintenance 

Staff will finalize all modifications needed for Fall reopening described in Step 1.  
 

2. Mail and General Delivery 
Contactless drop off locations will be provided for the delivery of items from off campus. 
Each Department will provide a drop off location for internal mail delivery. Campus mail 
delivery personnel will wear masks and practice proper hand washing and sanitation before 
and after mail delivery. 

 
C. Step 3 Fall Semester 

 
1. Maintenance/Custodial 

Staff return to regular duties with a greater focus on disinfection and cleaning. Attention to 
high-traffic areas and touch points across the campus will be enhanced. Cleaning and 
disinfection requirements from the Centers for Disease Control and Prevention and the 
Department of Health will be followed. 
 

2. Mail and General Delivery 
Same procedures as in Step 2 maintained throughout Fall semester. 

 
 
XV Student Health Services  

The SUNY Broome Health Services consists of an agreement for services with a local healthcare 
provider, United Health Services (UHS). Office hours are limited. The scale of pandemic cases locally 
will impact those hours further. To address the needs of the student population, per CDC guidance, 
students will be directed to use the UHS Tele-med Service or call the local UHS Clinic. Taxi service 
vouchers by Health Services during regular business hours and through Public Safety after hours for 
students in need of an office visit with a provider are available. Medical guidance for response to a 
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COVID-19 case will be provided through SUNY Broome’s partnership with the County Health 
Department. 

 
 
XVI CAMPUS AND LOCAL COMMUNITIES 
 

A. Step 1 June/July 
1. Vision for “Town and Gown” interactions.  

SUNY Broome Student Affairs staff will research and monitor local response to reopening. 
Protocols to be followed while visiting local businesses will be identified. 
 

2. Transportation  
As primarily a commuter campus, SUNY Broome students will need to avail themselves of 
local transportation services. Guidelines established by the Broome County Transportation 
Services will be identified. 

 
B. Step 2 August 

3. Vision for “Town and Gown” interactions.  
Th SUNY Broome Student Affairs staff will work with the Student Assembly to develop 
communication for students regarding the protocols when visiting local business.  

 
4. Transportation  

SUNY Broome Student Affairs staff will work with the Student Assembly to develop 
communication materials to make students aware of the guidelines established by the 
Broome County Transportation Services 

 
C. Step 3 Fall Semester 

 
i. Vision for “Town and Gown” interactions.  

SUNY Broome Student Affairs staff will keep students and the Student Assembly apprised of 
the local conditions (i.e. statistics, hot spots, etc.) and further requirements related to 
COVID-19. Students will be advised of precautionary measures for visiting various types of 
local businesses (retail, restaurants, entertainment facilities, etc.).  

 
ii. Transportation  

Information will be provided to students regarding safety precautions for riding mass 
transit. This will include instructions on wearing a mask before entering the bus and to avoid 
touching surfaces with their hands. They will also be advised to wash their hands or to use 
alcohol-based hand sanitizers with greater than 60% alcohol as soon as possible after 
leaving the bus. 

 
 
XVII Outbreak Response 

The response to cases of COVID-19 are dependent on the specifics, but not directly associated with 
timing of the Steps for reopening. Factors such as the number reported or identified, residence of 
the infected, and infected resources available and needed will affect the response.  

 
A. Containment 
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All cases will result in immediate action to ensure proper medical care and quarantine of the 
individuals. SUNY Broome will work directly with the Broome County Health Department. Where 
possible the individuals will be asked to return home whether a local resident or housing 
student. If that is not possible, Broome County Health Department will be asked to direct the 
individual to one of their designated sites. Monitoring and services (meals, laundry, waste 
collection, etc.) will be managed by Broome County Emergency Services and the Health 
Department. Others defined to have been in contact will be notified per the reporting guidance 
document (see Appendix B) and asked to quarantine as well. 

 
Areas will be temporarily shut down until a thorough disinfection can occur. The area will be 
opened upon completion of the disinfection. Areas may be closed for extended periods on a 
case-by-case basis depending on factors such as time needed for job completion, the ability to 
perform specific disinfection processes, and reviewing the potential for temporarily moving the 
operation to an alternate space.  

 
If the case results in multiple individuals from a Suite unable to return home to quarantine the 
suite shall observe the following protocols: 

 
Space Sharing: 
• Residents are to be advised that they may not co-mingle in the suite with one another.  
• All students will be instructed that they need to be in contact with one another (perhaps 

create a group chat, which the suite may already have setup) by phone, text and / or 
knocking on each other's door when they leave their bedroom to go to the bathroom or to 
retrieve meals left outside the suite door.  

• Masks must be worn by students to and from the bathroom but can be removed while in the 
bathroom.   

• Once students are back in their room, they need to communicate with the other residents of 
the suite again with an “all clear”. Door knocks and/or group chats. 

• Any surface the student touches including bathroom and suite doors, bathroom fixtures, etc. 
need to be wiped with disinfectant. 

Communication: 
• Emails will continue to be the main means of communication. 
• RA Duty phones can be called if needed. 
Food Delivery: 
• Dining will deliver three meals per day to the Student Village. 

o If students have food restrictions/allergies they would need to email the RDs that 
information.  

• Food will be delivered outside each suite door. 
• Pick up of food needs to be coordinated to avoid contact among students. Group chat will 

be used to coordinate this task.  
Laundry: 
• Laundry needs to be bagged and labeled by any resident needing clothes laundered. 

Students should leave these items outside their suite door and notify SV staff by email when 
their laundry to go out. The County vendor will be used for this service. 

• Upon return from the vendor residents will be notified via email that their laundry is outside 
their suite door.  

Medical Assessment: 
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• Students will be required to report to the Housing Staff if they begin to experience any 
symptoms related to COVID-19.  Students will be required to text their RAs at least once a 
day to update on the status of their health. 

• If a student feels ill or has a fever, they will call Public Safety who will dispatch an ambulance 
for further assessment. 

Student / Family / University Liaison: 
• A team of staff will be recruited to be a personal point of contact between the student, their 

family and the College. Each student will be assigned to one of these staff members.  
Facilities issues: 
• Staff will not be entering these suites while students are here. In an emergency, Facilities, 

Fire, Police, EMS will enter using appropriate response protocols. 
• In the event of a fire alarm, students are instructed to move outside the building near the 

front entranceway and will be encouraged to maintain a distance from one another. Masks 
should be worn. Upon reset of the system, the students will be instructed to return to their 
original room. 

• SV staff will remove any garbage outside of suite doors daily (M-F). 
 

B. Shutdown 
SUNY Broome is well positioned to address shutdown of all or part of its operations and return 
to functioning remotely. Our reopening plan offers a scalable response. Three steps were 
identified to phase in reopening. These phases offered specific staffing and operational activity 
by Department including Academics and course delivery. Each Step considered capacity and 
control levels given those parameters.  Mobilization and demobilization of personnel and 
directions to students will be managed through the Emergency Management Group. The Public 
Information Officer (PIO) and team will deploy messages via the various media sources available 
including, the SUNY Broome website, telephone network, emails, newsletters and, if needed, 
our RAVE emergency alert system. 

  
If shut down includes a move out of the SV, the following procedures will be used: 
• Housing Office will email all students and parents and inform them of the required 

evacuation. 
• RDs will put up signage on front doors, elevators, suite doors, etc. informing students of the 

time frame and the required evacuation. 
• Students will be required to schedule their departure to maintain physical distancing during 

the move.  
• If a student is unable to evacuate the building in the time provided.  

o RDs will collect all names of students unable to evacuate the building. 
o Transportation support will be offered if needed. (Cost of bus ticket will be billed to 

their housing deposit, already on file). 
o If student does not have anywhere to go and the time period is within the Semester, 

Housing Staff will secure a hotel room until they can return to Housing.  
• Students will need to vacate their rooms and turn in their keys to the front desk. 

o All items must be removed from their rooms. If they are unable, they must label their 
items with their names and coordinate pickup at a later date. 

o Family, friends, etc. will not be able to enter the building to assist with move out. 
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Appendix A: Daily Self-Screening Form 
 

 

Instructions:  To help prevent the spread of COVID-19 and reduce the potential risk of 
exposure all employees who plan to come on campus are asked to review the 
questions below. If you can answer no to all questions, no further action is 
needed. If the answer is yes to either question, you are not to come to campus 
and must report the results to eoc@sunybroome.edu. 

 

  Within the past 14 days, have you: 

- Tested positive for COVID-19 

- Had close contact with someone who tested positive or had symptoms of COVID-19 

- Experienced a fever (temperature of 100 0 F/38 0 C or higher) 

- Had chills (a feeling of cold when it would not make sense to feel cold) 

- Experienced a cough that would not go away 

- Felt shortness of breath or had difficulty breathing 

- Felt unexplained fatigue, or felt sick or unwell without explanation 

- Had unexplained muscle pain or body aches 

- Had a headache without a clear reason 

- Lost the ability to smell or taste things you should be able to normally smell or taste 

- Experienced a sore throat 

- Had sinus congestion or a stuffed or runny nose 

- Had unexplained nausea or vomiting 

- Had an episode of diarrhea 

- Developed an unexplained rash 

- Traveled to a State or Territory considered a hotspot by New York State  
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Appendix B:  
 
GUIDANCE: STEPS TO TAKE FOR A POSSIBLE OR CONFIRMED COVID-19 ILLNESS ON CAMPUS 
 
 
Purpose 
The following is intended to  provide guidance to protect our campus community when a member has 
been exposed to others infected by COVID-19, is suspected of having COVID-19 or tests positive for 
COVID-19. It describes procedures for reporting, measures required to prevent the spread of COVID-19 
and the campus response. It should not be construed as medical guidance. 
 
 
Definitions 

 
Confirmed case -  one in which there is medical confirmation through health care provider diagnosis 

and/or testing of COVID-19 infection 
 
Daily Screening -  a questionnaire completed by employees who will be on campus that day which 

includes questions about the presence of COVID-19 symptoms and their exposure to 
others with COVID-19 

 
Exposure Case –  is defined as having had close contact (< 6 feet for ≥15 minutes) with an individual 

who by medical diagnosis or testing is a Confirmed COVID-19. A contact with an 
individual who lives with or who was been exposed to another confirmed to have 
COVID-19 is considered a “contact of a contact” and not an exposure. Additional 
guidance on assessing exposure can be fund on the CDC website at 
https://www.cdc.gov/coronavirus/2019-ncov/php/public-health-
recommendations.html  

 
Suspected Case -  is an individual having COVID-19 symptoms identified by the CDC who has not yet 

been confirmed to be infected https://www.cdc.gov/coronavirus/2019-
ncov/symptoms-testing/symptoms.html   

 
 
Reporting Procedures 
For employees working on campus a Daily Screening is required. It should assess whether there has 
been an exposure, or it is a suspected case. If either are identified, the employee will be directed to stay 
home and contact their health care provider. A report will be filed with Emergency Management. 
Human Resources and the employee’s management/senior management will be notified. Human 
Resources will reach out to the employee to determine next steps.  
 
Typically, when there has been an exposure the Department of Health will send a letter to the individual 
to notify them of the need to do a precautionary quarantine for up to 14 days. Testing may not be 
required, but the Broome County Health Department will remain in communication with the exposed. If 
no symptoms appear, the Broome County Health Department will release the individuals from 
quarantine. The Broome County Health Department notification for quarantine and release should be 
provided to Human Resources. If the employee has not been notified by the Broome County Health 
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Department and is sure of the exposure, they should notify the Broome County Health Department.  
 
If the screening reveals a suspect case, actions will be based on instructions from the Health Care 
Provider. Testing may be required. The employee will need to quarantine in accordance with testing 
protocols and Health Care Provider guidance. Due to the varied response to COVID-19, a positive case 
may result in minor symptoms or lead to longer recovery periods. Employees should keep Human 
Resources apprised of their status as best as possible. Remote work and return to work must be worked 
out with Human Resources and the employee’s management/senior management. 
 
If a coworker has been made aware of or suspects another employee of being ill with COVID-19, they 
should encourage them to complete the Daily Screening to report it. If the symptoms are to a degree 
which warrants immediate care, Public Safety should be contacted. In an emergency, dial 911 or 9-911 
from a campus phone.  Confidential reporting of possible exposures or COVID cases by a coworker can 
also be submitted to the Emergency Management email at eoc@sunybroome.edu.  
 
Employees who are not working on campus and who have had an exposure or are a suspect case should 
report it to the Broome County Health Department and contact their Health Care Provider. They should 
not come to campus. Remote work and return to work must be worked out with Human Resources and 
the employee’s management/senior management. 
 
Students will be encouraged to complete a Daily Screening. Similar to the employee screening if a 
case is identified, the student will be directed to stay home and contact their health care provider. A 
report will be filed with Emergency Management. The Dean of Students will be notified and reach out to 
them to determine next steps. If the student resides in the Student Village, the report will be forwarded 
to the Executive Director of Housing for next steps. 
 
If a SUNY Broome professor or other SUNY Broome employee is made aware of  a student 
exposure, suspected, or confirmed case they should contact Emergency Management at 
eoc@sunybroome.edu. If a student is showing symptoms to a degree which warrants immediate care, 
Public Safety should be contacted. In an emergency, dial 911 or 9-911 from a campus phone.   
 
 
Campus Response 
Emergency Management will work with Broome County Health Department and the person 
providing the information to compile a list of potentially exposed individuals and areas and 
send that list to the Human Resources.  Facilities will be dispatched to clean the area and 
provide confirmation to Emergency Management that all areas have been cleaned.  Emergency 
Management will provide confirmation of cleaning, potentially exposed individuals, and 
locations to Human Resources to file with the case report. 
 
If the Case involves a student, Emergency Management will work with the Broome County 
Health Department and Dean of Students to determine the steps needed to identify potential 
individuals and locations potentially exposed. Facilities will be dispatched to clean the areas and 
provide confirmation to Emergency Management that all areas have been cleaned.   
 
If the case involves a student living in the Student Village, Emergency Management will 
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coordinate with the Dean of Students, Executive Director of Housing and Public Safety in 
accordance with the Village’s quarantine and evacuation plans. 
 
Students will need to keep the Dean of Students apprised of their status. This includes sharing 
documentation from the Broome County Health Department identifying orders to quarantine 
and verification of their release from quarantine. The Dean of Students will work with the 
student and their instructors on the potential for completing work remotely while in quarantine 
and on approval to return to campus. Where appropriate, the Dean of Students will work with 
the Students of Concern Committee to address student support needs. 
 
 
Notes 
 
Confidentiality Procedures 
 

1) Human Resources will be responsible for providing confidential update reports to Executive 
Council so that Executive Council remains abreast of issues impacting the different areas of 
campus. 
 

2) Human Resources will inform all persons involved in an incident about the college’s 
expectations of confidentiality.  Violations of confidentiality will be addressed under the 
appropriate college procedure.  

 
3) Human Resources will notify the Broome County Health Department concerning confirmed 

cases of COVID-19 and be the designee to communicate confidential information requested by 
the County or to receive confidential information from the County. 

 
Cleaning Procedures 
 

1) Facilities personnel will clean and disinfect the impacted building per CDC guidance 
using trained personnel and proper PPE 

a. Note: due to difficulties in effectively sanitizing areas they will not immediately 
be disinfected but rather closed for 14 days. This will minimize the risk to staff 
responsible for cleaning. Preliminary data indicate the virus will survive 3 to 9 
days on hard surfaces. 

2) Once sanitation is complete, Facilities will communicate the status with Public Safety and the 
building’s Dean. 

 
3) The building's dean will communicate with occupants that the area/building is safe to 

re-occupy. 
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Appendix C  
Checklist for Restarting On-Campus Activities and Operations  
 

1. Repopulation of the Campus  

 

√ Capacity to maintain social distancing.  

• Section III General 3 Physical Distancing – offers basic measures taken to ensure distancing 
applicable to all areas 

• Section IV Academic Areas 1-8 – offers measures specific to this Department including remote 
learning, removal of equipment and chairs in labs/classrooms, student meeting procedures and 
capacity restrictions in breakrooms 

• Section VI Athletic Venues and Facilities – applies capacity restriction to spaces 

• Section XIII Facilities – identifies assessment of space availability and removal of chairs/desks to 
establish distancing 

 

√ PPE.  

• Section III 4 PPE – describes requirements for use of PPE and masks as well as distribution 
procedures. 

• Section IV Academic Areas 2 Lab Safety Plans – describes lab procedures including PPE needed 

 

√ Screening and testing.  

• Section III General 1 Surveillance – describes daily screening procedures, reporting guidelines 
and testing 

• Section IV Academic Areas 2 Lab Safety Plans – describes additional screening required to 
participate in labs particularly health sciences labs 

 

√ Residential living:  

• XII Housing – describes capacity limits, enhanced cleaning and disinfection, social distancing, and 
guidance on facial coverings   

 

√ Operational activity:  

• Sections II – XV – describes modifications to operations by Department based on steps phasing 
in repopulation of campus 

 

√ Restart operations:  



30 7/27/20 
 

• Section XIV Facilities – describe work permed by Maintenance and Custodial staff to bring 
campus back online through the reopening steps. 

 

√ Extracurricular activities including intramurals and student performances:  

• Section VI Athletic Venues and Facilities – describes the procedures to address social distancing 
and risk of viral transmission into consideration. 

 

√ Vulnerable Populations:  

• Section III General, A-C Steps – open with a description for addressing campus members at 
higher risk 

• Section XII Housing, B Step 2 August 2, Move in and Living Areas – describes outreach to 
students and parents to discuss special needs based on risk 

 

√ Hygiene, cleaning, and disinfection:  

• Section III General, 2 Cleaning and Disinfection – describes procedures to be used campus wide  

 

2. Monitoring  

√ Testing responsibility.  

• Section XII Housing – describes the requirement for students to be tested prior to being allowed 
in the SV and plans to perform random testing of SV students 

 

√ Testing frequency and protocols:  

• Section XII Housing – describes the requirement for students to be tested prior to being allowed 
in the SV and plans to perform random testing of SV students 

• Appendix B Guidance: Steps to Take for a Possible or Confirmed COVID-19 Illness on Campus – 
describes testing to be performed based on Daily Screening and reported exposure and 
symptoms 

 

√ Early warning signs:  

• Section III General, Step 1, Surveillance – identifies the coordination of monitoring with and 
actions to be taken based on guidance from the Broome County Health Department  

 

√ Tracing:  

• Section III General, Step 1, Surveillance – identifies the coordination of contract tracing with the 
Broome County Health Department  
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√ Screening:  

• Section III General, A Step 1, Surveillance – describes the daily screening procedures 

 

3. Containment:  

√ Isolation 

• Section XVII Outbreak Response, A Containment – describes procedures for addressing isolation 
of individuals, both residential and non-residential as needed  

√ Quarantine:  

• Section XVII Outbreak Response, A Containment – identifies how exposed persons (residential 
and non-residential) will be quarantined away from others 

√ Students confirmed or suspected to have COVID-19:  

• Section XVII Outbreak Response, A Containment – describes how services will be provided to 
students who are quarantined awaiting test results and/or tested positive 

√ Hygiene, cleaning, and disinfection:  

• Section XVII Outbreak Response, A Containment – describes cleaning procedures including 
shutdown of affected areas until complete 

√ Communication:  

• Section III General, A-C Steps, 5 Training/Communication – describes the training which includes 
an explanation of cleaning procedures following a COVID case 

 

4. Return to remote operations (“Shutdown”)  

√ Operational Activity:  

• Section XVII Outbreak Response, B Shutdown – describes how operations can be ramped up or 
down through steps depending on milestones  

√ Move-out: 

• Section XVII Outbreak Response, B Shutdown – describes how a safe and orderly move out of SV 
students will be performed  

√ Communication:  

• Section II Campus Planning Task Force – describes the management of the campus response 
through its Emergency Management Group operating under the National Incident management 
Systems and communication plans executed by the Public Information Officer (PIO)  

 

 
NOTE:  The Travel Advisory items per SUNY request due 8/5/20 can be found in Sections V.B.1., VIII.B, 

and XII.B.1. 
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Appendix D  
Follet COVID-19 Bookstore Safety Procedures  
 
The health and safety of our team members, campus community, customers and vendors are the 
Company’s foremost concern. The Company provides the following COVID-19 procedures to aid stores in 
operating safely. These procedures are based on current information that is available and therefore may 
be revised to comply with applicable laws and recommended best practices.  
 
SAFETY PROCEDURES  
 
A. Prior to Re-Opening the Store After Closure:  
 

1. Conduct a thorough cleaning of the facility, ensuring that all solid surfaces are cleaned as 
follows:  
•  If surfaces are visibly soiled, clean using a detergent or soap and water prior to disinfection  
•  Disinfect surfaces with a diluted bleach solution or other Centers for Disease Control and 

Prevention (CDC) approved cleaner  
•  Follow the manufacturer’s instructions and ensure that the cleaning solution remains on the 

surface (wet) for at least one minute  
•  Refer to CDC Guidelines for Cleaning and Disinfecting Your Facility  
•  Refer to Health Canada Guidelines for Cleaning and Disinfecting Your Facility  

 
2. Ensure that you have the following supplies: 

• Masks (2 per team member)  
• Hand sanitizer  
• Antibacterial wipes and/or spray  
• Paper towels  
• Kleenex tissues  
• Painters tape and floor mats  
• Company signage  
• Stanchions  

 
3.  Review training materials regarding the proper usage of a mask and be prepared to 

demonstrate proper usage with your team members.  
 
4.  Coordinate with the campus/landlord to have constant air circulation with the HVAC system 

(fans constantly operating when team members and customers are in the store).  
 

5.  If the campus or local jurisdiction requires additional protective measures, please contact your 
RM, GVP and follettsafety@follett.com.  

 
  
B. Team Member Daily Check-In:  
 

1.  Store Management is required to do the following with each and every team member at the 
beginning of each shift:  
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•  Verify that the team member reviewed the Follett COVID-19 Team Member Requirements 
and Store Manager’s Team Requirements Checklist  

•  Ensure that the team member meets the company requirements and is feeling well  
•  Ensure that team members have a mask and are wearing it appropriately  
•  Have team members clean their hands before they begin working  

 
  
C. Store Set-Up:  
 

1. Point-of-Sale (POS) Area:  
•  Designate one or more register areas that can be used for the day  
•  Ensure that each open register area is at least 6 feet away from other open registers  
•  Ensure that hand sanitizer and antibacterial wipes or spray are placed by each open register  
•  Ensure that the customer queue line is clearly marked to ensure that customers stand at 

least 6 feet apart  
•  Ensure that signage is placed by the customer queue line regarding restrictions on returns 

(no food/beverage, health and beauty, or clothing/hat returns)  
•  Have a designated area to segregate merchandise returns, rental returns or buyback by day; 

hold the returns for 72 hours before processing and returning items to stock  
 

2. Sales Floor:  
•  Ensure that signage and floor markings are in place for any one-way aisles  
•  Ensure that social distancing and directional signage is placed throughout the store  
•  Lock all dressing room areas and ensure that signage is in place  
•  If applicable, limit restroom access to minimize the amount of cleaning needed  

 
  

3. Customer Entrance:  
•  Ensure that hand sanitizer is near the entrance for customer use  
•  Ensure that COVID-19 specific signage is posted at the entrance  
•  Have entrance/exit doors propped open to minimize customer contact  
•  Use a greeter to limit facility access and ensure social distancing requirements when 

capacity exceeds 50% of fire code occupancy or campus or local restrictions are greater  
•  Have social distancing markers in place outside the entrance for customer lines using 

painters tape or stanchions 
 

4. Shipping/Receiving:  
•  Vendors that are delivering parcel, package or other deliveries must be restricted to only the 

drop off location and are not allowed any additional access to the facility  
•  Conduct touchless receiving: Conduct a carton count and segregate inbound containers for 

24 hours before they are processed  
 
  
D. Store Operations:  
 

1. Plexi Glass is installed and a mask required to enter the store and that includes 
employees.  
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2. Student body will be informed that the store will only be operating as an online pre-
ordering node for the first 2 weeks of classes. With this in mind – students need to 
place their orders online and ship to home NOW. No browse shopping will be 
available during the first 2 weeks. If they need to pick up an order when they are on 
campus – they will be able to schedule/select a time slot during a specific hour. Once 
the 2 weeks pass – we will open to browse shopping – 8 customers at a time.  

 
3. Social distancing is being encouraged with floor decals and signs. If applicable, have a greeter 

at or near the entrance to enforce the following requirements:  
•  Customers are required to remain at least 6 feet apart from others  
•  Greeter may limit the number of customers allowed in the store at any time to ensure that 

social distancing is occurring and to meet fire code occupancy requirements  
 

2.  Hand sanitizer station will be located near the front for people to use upon entering and 
leaving. All common surfaces and areas (POS area, door handles/knobs, counters, cooler doors, 
store phones, debit machines, computer and keyboards, refrigerators and microwave doors, 
etc.) must be cleaned with antibacterial cleaner at least every 2 hours.  

Note: Refer to How to Clean Your Verifone Devices for PIN pad cleaning.  
 
3.  If possible, store management should open windows/doors for at least 30 minutes, three times 

per day in order to provide fresh air circulation – we can do this in the annex at least.  
 

4.  Team members are required to clean the register area, buyback or rental counter area with 
antibacterial cleaner after completing any return transaction. 
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Appendix E American Food and Vending Procedures 
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