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Florida SouthWestern State College's (FSW) policies and protocols for re-
sponding to the COVID-19 pandemic are rooted in safety for our students, 
faculty, staff, and community that we serve. The primary goals for FSW?s 
Return to Campus Plan are to protect public health and continue the insti-
tution?s vital mission of education. FSW?s response to the COVID-19 pan-
demic will be aligned and consistent with local orders and ordinances as 
well as directives from the state of Florida. FSW?s plans will also follow rec-
ommendations from the federal government (Opening Guidelines), Centers 
for Disease Control and Prevention, Florida Department of Public Health 
and the FSW Emergency Management Team. As our understanding of 
COVID-19 continues to evolve, our policies and procedures will continue to 
be updated.

Purpose
This document guides the actions of FSW as it implements its return to 
campus operations during the COVID-19 pandemic.

Scope
This document applies to all FSW campuses and centers. 

Object ives
- Allow for the progressive resumption of normal operations and fulfill-

ment of our higher education mission and service to our community.
- Ensure educational and support services are conducted in as safe a 

manner as possible to ensure the health and well-being of all students 
and employees.

Assum pt ions
- All campus and building access controls will remain in place. All activity 

will continue to be monitored 24 hours a day, seven days a week.
- Employees returning to work during Stage One of our return to work 

strategy are designated essential personnel.
- The prioritization of which employees are allowed to return to campus 

offices and work areas will be set at the unit/department/division level 
in conjunction with the FSW Emergency Management Team. 

- The opening of work areas, offices and classrooms must follow estab-
lished social distancing and spacing parameters.

- The College recommends students and employees maintain social dis-
tancing of 6 feet or wear a face covering when social distancing is not 
possible while on campus. 

- Face coverings are meant to protect the larger population by reducing 
the amount of potentially infectious respiratory droplets in the air from 
asymptomatic people who may be carrying the virus. They are not in-
tended to specifically protect the individuals wearing them from be-
coming ill.
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Reopening Stages

St age One: 
Supervisor 
determines if the 
department may 
continue remotely 
(all or in-part) or if 
staff is needed to 
complete work on 
campus

St age Two: 
Re-open some 
campus-based 
student services.

St age Three: 
Re-open campus 
for teaching and 
learning as well as 
student activities.

1

2

3

FSW will phase in a return of employees over time in a 
coordinated process to ensure appropriate social distancing and 
availability of Personal Protective Equipment (PPE) where 
needed.

Employees will continue to work remotely until the appropriate 
stage for their return to campus. FSW will assess expanded 
staffing based on mission-critical operations, ability to control 
and manage specific work environments, and necessity to access 
on-site resources. Supervisors continue to have flexibility to work 
with employees on return dates through the end of the summer. 
Employees in high-risk groups, as defined by the CDC, are 
encouraged, but not required, to continue working from home 
until Stage 3.

Phased Reopening Stages
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Employee Impact  Considerat ions

Em ployee Im pact  Considerat ions

If an employee is experiencing personal impacts due to COVID-19, such as those listed below, they must work 
with their supervisor to determine the best resolution.

Considerations and personal impacts may include but are not limited to:

- Employees with childcare challenges.
- Individuals in high-risk categories or who are caring for someone in a high-risk category. 

- These individuals should plan to return to work no earlier than August 3. We will continue to 
evaluate this date as we progress.

Employees who have been instructed to return to work on-site and have concerns about doing so due to a 
medical condition that places them in a high-risk group, those who are pregnant, or those who wish to seek 
ADA Reasonable Accommodations related to returning to the workplace should contact Human Resources at 
(239) 433-6916 or (239) 489-9051.

CDC High-Risk  Cat egor ies

- People age 65 years and older or those who have severe underlying medical conditions.
- Other high-risk conditions could include:

- People with chronic lung disease or moderate to severe asthma
- People who have serious heart conditions
- People who are immunocompromised, including those who are undergoing cancer treatment
- People of any age with severe obesity (body mass index [BMI] >40) or certain underlying medical 

conditions, particularly if not well controlled, such as those with diabetes, renal failure or liver 
disease

People who are pregnant should be monitored since they are known to be at risk for any severe viral illness; 
however, to date, data on COVID-19 has not shown increased risk.

As a reminder, those returning to work sites must follow CDC guidelines and the procedures outlined in this 
document for employees in the office. It will be the supervisor?s responsibility to ensure that the guidelines are 
followed. Additional requirements for returning to campus are discussed on the pages that follow.
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Families First  Coronavirus Response Act  (FFCRA) and 
Coronavirus Aid, Relief and Economic Securit y (CARES) 
Act
The FFCRA was signed into law on March 18, 2020, 
and the CARES Act was signed into law on March 27, 
2020. Both laws provide much-needed relief with 
respect to the COVID-19 crisis. The FFCRA allows up 
to two weeks (80 hours, or a part-time employee?s 
equivalent) of emergency paid sick leave and also 
expands the Family Medical Leave Act (FMLA) to 
cover employees who are unable to work or telework 
to care for a child whose school or care provider is 

unavailable due to the pandemic. The CARES Act 
contains provisions to allow over-the-counter drugs 
eligible for FSA/HSA reimbursement, to cover 
coronavirus-related services without cost sharing, 
and eased rules on distributions from certain 
retirement saving plans. Information pertaining to 
these acts as they relate to employee leave, benefits 
and more can be found on our Human Resources 
website.

5www.fsw.edu/ reconnect

Flexible Work Arrangements (FWAs)
Florida SouthWestern State College must be appropriately staffed at all t imes in order to effectively pursue 
our educational mission. In recognition of the wide range of professional responsibilit ies and duties required 
of FSW faculty and staff members, there may be special circumstances during Stage 1 in which a flexible work 
arrangement can be implemented. These guidelines outline the types of flexible work arrangements that may 
be available to certain staff members and the process by which such an arrangement is developed and 
implemented.

The term ?Flexible Work  Ar rangem ent ? as used in this guideline refers to ?Flextime? and ?Flexplace,? as 
defined below.

Flext im e 

Flex time allows for flexible scheduling arrangements that permit variations in starting and departure times, 
but does not alter the total number of hours worked in a week.

Examples of Flextime arrangements include the following:

- Fixed starting and departure times that are different from normal business hours of the department. 
Agreed-upon starting and departure times continue for a specified period with the same number of 
hours worked each day.

- Pre-approved starting and departure times that may vary daily. With such a personalized work 
schedule, an employee may arrive at work and leave at a different time each day, provided the number 
of hours worked each day remains the same.

- Variations in the length of the workday. This type of schedule may result in a compressed workweek 
where the total number of weekly hours is completed in fewer than five days.

https://www.fsw.edu/humanresources
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All flextime arrangements must meet the operational needs of the department and must conform to the 
overtime, record keeping, and meal break provisions of the Fair Labor Standards Act.

Flexplace refers to arrangements approved by department leadership to allow an employee to work at home 
or another off-site location for a specified number of hours per week, and/or for a predetermined duration.  A 
separate work area must be designated in the off-site setting for the Flexplace arrangement. This area must 
be conducive to working productively.

Core Hours and Peak Periods

Core Hours 

Core Hours refers to the period of hours each work day or peak workload periods during which a department 
must be staffed at an appropriate or specified level. Core Hours may also include the requirement for 
employees to be present during a particular day of the week.

Peak Per iods 

Peak Periods refer to cyclical times of the year when business activity or work volume is high, during which a 
department must be staffed on site at a specified level. During Peak Periods, employees may be required to 
work on campus for their regular schedule.

The department head is responsible for determining the Core Hours and Peak Periods for his or her 
Department ensuring that the College commitment to a high level of service is maintained. The department 
head may alter Core Hours and Peak Periods from time to time.

COVID-19
Return To Campus Plan Flexible Work Assignments
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Talent  Shar ing
Florida SouthWestern State College is responding in a variety of ways to the impact COVID-19 has had on the 
workplace. By creating a way to share talent and expertise across our college, FSW can respond to supporting 
temporary departmental staffing needs and keep employees engaged and as productive as possible.

FSW Talent Share was developed to connect employees with available time and related skills with 
departments that need temporary support. The Office of Human Resources - Talent Acquisition helps match 
needs and talents by working directly with supervisors.

Participating employees can gain valuable professional growth through temporary assignments to other parts 
of the College while learning new skills and gaining a new perspective on the work of the College. Employees 
will continue to work with their direct supervisor to request time off while receiving the necessary training 
from their temporary supervisor.

www.fsw.edu/ reconnect 7

Contact Talent Acquisition for more information by reaching out to  Kathleen Hayes at 
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Keeping space between people on campus is one of the best tools to avoid COVID-19 exposure and to slow its 
spread. Since people can spread the virus before they know they are sick, it is important to stay away from 
others when possible, even if someone is demonstrating no symptoms.

The FSW Executive Council will determine when/if break rooms, conference rooms, etc. will be available for 
use and if so, the number of people permitted in each large space.

Convening in groups increases the risk of viral transmission. During time on-campus, employees are 
encouraged to communicate with colleagues and supervisors as needed by email, instant message, 
telephone or other available technology, rather than face-to-face. Employees can also use a range of available 
collaboration tools (e.g. Zoom, Microsoft Teams, conference calls, etc.)

Departmental meetings should be conducted by virtual means (such as Zoom) whenever possible. If the 
meeting must be conducted in person, the participants will be limited to 10 or fewer and all must maintain 
appropriate social distancing requirements or wear a face covering.

In-person meetings are limited to the restrictions of local, state and federal orders and should not exceed 
50% of a room?s capacity, assuming individuals can still maintain six feet of separation for social distancing 
requirements.

Departments should work with Facilit ies to rearrange chairs and tables or add visual cue marks in employee 
break rooms to support social distancing practices between employees.

In an office setting, no more than one person should be in the room unless the required six feet of distancing 
can be consistently maintained. If social distancing cannot be maintained, face coverings should be worn at 
all t imes.

Social Distancing/Safety Requirements
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All faculty, staff, students, and visitors are:

- Required t o wear  a face cover ing while in any FSW building. 
- All faculty and staff will be provided, upon request, two reusable face coverings.
- Employee workspaces where social distancing is observable, are exempt from this 

requirement when working within their office or office space and six feet of distancing can 
be consistently maintained.

- Students will  need to bring their own face covering. Face coverings will also be available for 
purchase in the bookstore should students need to purchase a face covering. Students are 
not required to purchase face coverings from the bookstore. 

- To observe social distancing on all College sites, both indoor and outdoor areas. Social 
distancing is not a substitute for wearing a face covering.

- To frequently wash their hands;
- If soap and water are not readily available, use a hand sanitizer that contains at least 60% 

alcohol. (It is recommended to avoid touching your eyes, nose and mouth with unwashed 
hands). Hand sanitizer stations will be widely deployed across campus facilit ies to complement 
good hand washing practice.

FSW em ployees who choose not to comply with FSW guidelines or otherwise do not comply with 
requirements for working safely at FSW will be directed by their supervisor to leave the work location 
immediately and HR will be notified as this may be a disciplinary matter.

FSW st udent s who choose not to comply with FSW guidelines or otherwise do not comply with 
requirements for safely being on campus will be directed to leave the campus immediately and the 
Dean of Student will be contacted as this may be a violation of the FSW Student Code of Conduct.

Visit ors t o t he cam pus who choose not to comply with FSW guidelines or otherwise do not comply 
with requirements for safely being on campus will be directed to leave the campus immediately

Face Cover ings & Safet y Precaut ions

COVID-19
Return To Campus Plan Face Coverings
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In the Classroom

In t he Classroom

Teaching and Learning Environm ent  Considerat ions

Faculty, staff and students in the classrooms and in academic support and student services spaces should 
note the following:

Facilit ies has inspected classroom spaces and provided revised room capacities for student occupants to 
comply with social distance guidelines, allowing for seating at least 6 feet (about 2 arms? length) apart.

FSW faculty, staff, and students are required to wear a face mask/cloth face covering in classrooms, and 
other areas where social distancing cannot be maintained. For convenience, the campus bookstores will 
carry face coverings for purchase. Students are not required to purchase face coverings from the 
bookstore.

FSW?s college-wide decision to require social distancing and face coverings where required applies to 
faculty, staff and students. It is important that we provide clear and consistent messaging on this practice 
to support compliance. To that end, the following statement should be included on all Fall Term syllabi:

Students must follow the social distancing guidelines as elaborated by the faculty to include following any and 
all directions for seating and moving around the classroom. Face masks/cloth face coverings are required in 
classrooms. Social distancing, face masks/cloth face coverings and good hygiene (specifically hand washing) are 
critical elements for the return to campus. 

Students enrolled in the School of Health Professions may have additional 
Personal Protective Equipment (PPE) requirements on campus and in clinical 
sites as elaborated by the course instructors.

The College is committed to making reasonable modifications to its rules, 
policies, and practices as required by law to afford individuals with 
disabilities equal opportunity to access its programs, 
services, and activities.

www.fsw.edu/ reconnect 10
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Using the Library

Using t he Library
Teaching and Learning Environm ent  Considerat ions

The FSW Libraries will have the following changes for students:
Applies to all locations unless otherwise specified

Hours of  operat ion:

- Lee, Collier and Charlotte: Monday-Thursday 8am-4pm
- Hendry/Glades Curtis Center: Monday, Wednesday, Thursday 9am-5pm, Tuesday 10am-6pm
- All libraries closed Friday-Sunday

Ent er ing t he l ibrary :

- Reduced occupancy to allow for social distancing
- Library doors will be closed and library staff will buzz in patrons as space is available
- Staff member will record name and time allowed in
- Face coverings must be worn at all t imes in the library
- If the library reaches capacity, patrons will be asked to enter a virtual queue using QLess system
- No food or drink in the library due to face covering requirement

Library Services:

- Reduced occupancy means time in the library may be limited based on patron arrival time. If the 
library is at capacity and patrons are waiting to use the library, some patrons may be asked to leave 
and join the virtual queue using the QLess app to return back at a later time.

- No group studying; students will be asked to stay six feet apart at study tables and computer 
stations

- Library staff will help with computer questions remotely using a screen share software
- The book shelves will be unavailable to students but a staff member will happily retrieve books 
- Book drops will be closed; for the health and safety of staff, books should be returned inside the 

library in order to quarantine returned materials appropriately, and late fees will not be charged 
for returned books

- Reserve materials including textbooks and print materials for all courses and models for Anatomy 
and Physiology courses will not be available for students during the fall semester. Due to the 
regularity that these items are normally checked out, Library staff will not be able to properly 
sanitize these items between uses. 

Help w it h Research:

- Virtual chat directly with a librarian through Ask a Librarian (linked on library homepage) M-TH 10-6 
and F 8-4

- Email or text through Ask a Librarian (responses during business hours)
- Schedule a zoom meeting with a librarian through website using LibCal, a scheduling system 

directly for the library

www.fsw.edu/ reconnect 11
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Course Modalit ies

Course Type Inst ruct ion Modalit y Def in it ion

Traditional Synchronous Face-to-Face 
(F2F)

A course on campus in  which direct  inst ruct ion occurs synchronously 
at the same time in the same space. May or may not be technology 
enhanced.

FSW Blended Synchronous F2F/Remote 
and Asynchronous

A mixed-modality course in which 50% t o 79% of  t he inst ruct ion is 
delivered using som e form  of  t echnology, when time or space, or both, 
separate the student and instructor. FSW Blended courses require m ore 
t han 20% of  inst ruct ion t o occur  on cam pus and up t o 79% online.

FSW Online1 Asynchronous An online course in which at  least  80% of  t he direct  inst ruct ion  is 
delivered using some form of technology when the student and instructor 
are separated by time or space, or both (per section 1009.24(17), Florida 
Statutes (F.S.). FSW Online courses are delivered asynchronously.

FSW Live Online1 Synchronous Remote An online course that leverages web conferencing and/or other learning 
technologies to deliver direct  synchronous inst ruct ion , instructional 
materials, learning activities and assessments. FSW Live Online courses 
are fu lly online and require regular ly scheduled rem ot e classroom  
m eet ings. 2

FSW Live Flex2 Synchronous F2F and 
Synchronous Remote

A course in which direct  inst ruct ion is delivered synchronously and 
sim ult aneously F2F and rem ot ely. FSW Live Flex courses will identify 
student cohorts (remote or F2F) to attend required synchronous class 
meetings and cohorts may be permanent or alternate between F2F and 
remote. 2

1Online courses may be assessed a Distance Learning fee per section 1009.24(17), Florida Statutes (F.S.).
2The definitions for FSW Live Online and FSW Live Flex encompass courses that mix asynchronous instruction with up to 50% synchronous direct instruction.

FSW is also prepared to move into ?Emergency Remote Instruction? as would be warranted by Executive Order or 
Florida College System policy.

Emergency Remote Inst ruct ion

Dependent on original instructional modality Emergency Remote Instruction requires the use of fully remote 
teaching solutions for instruction that would otherwise be delivered as Traditional F2F or Blended.?In contrast to 
experiences that are planned from the beginning and designed to be online, emergency remote teaching (ERT) is a 
temporary shift of instructional delivery to an alternate delivery mode due to crisis circumstances. It involves the 
use of fully remote teaching solutions for instruction or education that would otherwise be delivered face-to-face or 
as blended or hybrid courses and that will return to that format once the crisis or emergency has abated. The 
primary objective in these circumstances is not to re-create a robust educational ecosystem but rather to provide 
temporary access to instruction and instructional supports in a manner that is quick to set up and is reliably 
available during an emergency or crisis.? 

(Adapted from: https://er.educause.edu/articles/2020/3/the-difference-between-emergency-remote-teaching-and-online-learning)

Course Modalit ies
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FSW will continue to offer online and ground courses. We have developed a faculty 
committee that will adjust the class offerings in response to the COVID-19 crisis.
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Personal Safety Measures
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Daily Self -Screening 

Employees who are returning to the workplace must conduct daily self-screening before reporting to work. 
Students are encouraged to conduct daily self-screening before coming on campus. Employees must be free of 
ANY recent or unexplained symptoms potentially related to COVID-19. At this time, these symptoms include 

Personal Safety Measures

- New or worsening cough (not related to 
allergies)

- Shortness of breath or difficulty breathing
- Fever or chills (Temperature of 100.4°F or 

higher)
- Runny nose or new congestion (not related to 

allergies)
- Muscle or body aches

- Sore throat (not related to allergies)
- Fatigue
- Nausea or vomiting
- Diarrhea
- New loss of taste or smell
- Headache (not related to a known cause such 

as migraine, tension or allergies)

one or more of the following:

Employees exhibiting any recent onset of symptoms listed above that are otherwise unexplained must contact 
their supervisor. Supervisors will assist employees with the reporting process as outlined under "Reporting 
COVID-19: Employees". Self-isolation is recommended until cleared to return to work based on the 
information, under ?Reporting COVID-19: Returning to Campus.? 

When in the presence of others, wear a face covering to avoid possible virus transmission.

Personal Safet y

The following are recommendations to help contain the spread of COVID-19. Individuals should:

- Maintain a distance of at least six feet from others whenever possible.
- Avoid loitering or congregating in public areas, hallways, work areas, etc.
- Wash hands frequently in accordance with CDC recommendations (wash hands with soap and water 

for at least 20 seconds, especially after visiting a public place, blowing their nose, coughing, sneezing or 
touching their face.) If soap and water are not readily available, use hand sanitizer containing at least 
60% alcohol by covering all surfaces of hands and rubbing them together until they feel dry. 

- Avoid touching their eyes, nose and mouth.
- Inspect all equipment and work areas for potential safety concerns prior to beginning work.
- Wipe down commonly used surfaces (this is in addition to the continued cleaning of custodial crews of 

office and work spaces based on CDC guidelines). 
- Use gloves when necessary. According to the CDC, gloves are not necessary for general use and do not 

replace good hand hygiene.
- If possible, take food back to office areas or eat outside. Before and after eating, wash hands 

thoroughly to reduce the potential transmission of the virus.
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Building Ent ry

Ent ry Requirem ent s For  Em ployees

Buildings will remain in controlled access mode with limited entry and exit points as necessary during stage 
one. All badge activity will continue to be monitored 24 hours a day, seven days a week. 

Building entries will be monitored for adherence to the following:

- Normal building entry protocols will include self-screening checks (Daily Self-Screening) at home prior 
to coming to campus due to COVID-19 precautions.

- Supervisors may stagger building entry and exit times for employees.
- All employees should follow social distancing (minimum of six feet) whenever possible while on 

campus as long as these regulations are in force, even when face masks/coverings are in use.

Em ployees Navigat ing t he Buildings

In an effort to ensure that all areas are sanitized regularly and effectively, all employees should limit their 
movement in work buildings in the following manner:

- Follow building specific signs, posters, etc. which direct movement to entry and exit points to minimize 
interpersonal contact. Take the most direct route from the point of entry to work location.

- Stay within the assigned work location except to perform essential functions.
- When retrieving supplies or equipment, employees should make every possible effort to minimize 

trips while safely transporting needed supplies using dollies, carts, etc. The employee should clean 
transportation aids immediately once they are finished using them.

- Utilize the restroom facility closest to their work location whenever feasible. Use of restrooms should 
be limited based on size to ensure at least six feet distance between individuals. Wash hands 
thoroughly afterward to reduce the potential transmission of the virus.

- When using the elevator, wear face covering and avoid touching the elevator buttons with  exposed 
hand/fingers, if possible. If it is not possible to maintain social distancing, wait for the next elevator or 
use the stairs.

St udent  Ent ry Procedures

Student entry procedures are still  being finalized for stage 2 by the ReConnecT task force.

Building Ent ry
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Handling Not if icat ion of  Act ual or  
Pot ent ial Coronavirus Exposure

www.fsw.edu/ reconnect

Case Managem ent  Team  (CMT)

FSW has created a Case Management Team (CMT). The CMT consists of 
the: Chief of Campus Police, Director of Facilit ies & Construction, Dean of 
Student, Chief HR & Organizational Development Officer, Executive 
Director of Marketing and Media, HR Manager, Benefits, and HR Manager, 
Employee Relations. This team will receive and manage any incoming 
reports of COVID 19 cases and provide pertinent information for safety 
protocols to be put in place.

The CMT together with the President?s Executive Council (EC) 
and Emergency Management Team (EMT) will work together to:

1. Determine individuals that need to be notified who 
may have been exposed.

2. Determine building closure and mitigation
3. Regularly inform EC & EMT of symptomatic trends, 

hot spots, and COVID-19 confirmed cases, and
4. Advise regarding appropriate containment and 

preventative measures.

FSW COVID-19 EXPOSURE PROTOCOL

All students, employees, and guests are required to comply with 
the following guidelines after contracting or being in close contact 
with a person who has tested positive for COVID-19. This protocol 
incorporates guidance from the Centers for Disease Control and 
the Florida Department of Health to determine the most 
appropriate procedure for reporting and returning to Florida 
SouthWestern State College after an exposure (close contact) or 
positive result.

For the purposes of this protocol, symptoms of COVID-19 refer to 
those defined by the Centers for Disease Control. Currently, 
symptoms include fever or chills, cough, shortness of breath or 
difficulty breathing, fatigue, muscle or body aches, headache, new 
loss of taste or smell, sore throat, congestion or runny nose, 
nausea or vomiting, and diarrhea.

15

6 Feet  Apar t

Updated 08/05/20
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Report ing COVID-19
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Close contact is defined as anyone who was within 6 feet of an infected person for at least 15 minutes starting 
from 48 hours before the infected person began feeling sick until the time the infected person was isolated.

Repor t ing t o college

If individuals test positive for COVID-19, are experiencing any symptoms of COVID-19, or believe they have had 
close contact with someone who has COVID-19, they m ust  stay away from college premises and inform the 
college as follows:

STUDENTS ? t he point  of  cont act  for  st udent s is Dr . Mark  Bukowsk i, Dean of  St udent s

1. Students must notify the Dean of Students using the confidential online COVID-19 Reporting form. For 
questions about reporting contact Dr. Mark Bukowski, Dean of Students at mbukowski@fsw.edu or (239) 
489-9067.

2. Students, with the assistance of The Dean of Students, if necessary, must notify their instructors to let 
them know that they are required to self-isolate and may be unable to attend an onsite class and/or feel 
unwell enough to complete online coursework.

3. Upon receipt of a student report, The Dean of Students will assist as follows:

a. Contact the student and attempt to confirm COVID-19 status as positive or negative

b. Perform contact tracing

c. Track student status

d. Coordinate next steps with deans/faculty and notify those impacted by close contact

e. In the event of a connection to onsite activities, notify Director of Facilit ies & Construction about any 
confirmed positive cases so that the proper protocols may be followed for sanitation and 
communication with impacted areas. Notify Executive Council/Emergency Management Team of 
confirmed positive cases.

4. In all cases, confidentiality will be preserved in accordance with the law.

EMPLOYEES ? t he point  of  cont act  for  em ployees is Susan Bronst ein, Chief  HR Of f icer

1. Employees must notify their immediate supervisor and complete the COVID-19 Reporting form. For 
questions about reporting contact Susan Bronstein, Chief HR Officer at sbronstein@fsw.edu or 
239-489-9357.

2. Employees, with the assistance of Human Resources if necessary, must notify their supervisors to let 
them know that they are required to self-isolate and may be unable to be physically on campus or may not 
feel well enough to complete work remotely.

a. Employees should work with their supervisor to work remotely, utilize Flexible Work Assignment 
(FWA) if able to work, to take appropriate leave (including any available under the Families First 
Corona virus Response Act), or to make other arrangements with the assistance and guidance of 
Human Resources.

3. Upon receipt of an employee report, Human Resources will assist as follows:

Updated 08/05/20
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a. Contact the employee and attempt to confirm COVID-19 status as positive or negative.

b. Perform contact tracing.

c. Track employee status.

d. Coordinate next steps with supervisors and notify staff impacted by close contact

e. In the event of a connection to onsite activities, HR will notify Director of Facilit ies Management & 
Construction about any confirmed positive cases so that the proper protocols may be followed for 
sanitation and communication with impacted areas.

f. Notify Executive Council/Emergency Management Team of confirmed positive cases.

4. In all cases, confidentiality will be preserved in accordance with the law

DETERMINATION OF COVID-19 STATUS

Em ployee- The Chief HR Officer or designee will work with the employee (with the assistance of the supervisor if 
needed) to determine the appropriate status of the employee.

St udent - The Dean of Students or designee will work with the student to determine the appropriate status.

For each individual, one of the following statuses will be identified:
a. Asymptomatic with positive test

b. Symptomatic with positive test

c. Symptomatic without positive test

d. Asymptomatic with close contact and no positive test

Reporting to Physician or Health Department: If individuals test positive for COVID-19, are experiencing any 
symptoms of COVID-19, or believe they have been in close contact with some one who has COVID-19, they should 
contact their physician and/or the county health department for direction.

FSW CONTACT TRACING

When a COVID Reporting Form is submitted, the point of contact will reach out to the individual to determine 
their COVID status.

Once a confirmed case of COVID-19 is identified for an individual who has recently been on an FSW campus or 
location, FSW?s contact-tracing protocols will be initiated. Steps of the process include:

1. Determining the individual?s infectious period.

2. If the infectious period overlaps with any time the individual was physically on campus, contact tracing will 
commence.

3. The point of contact will ask the individual when they were last on campus, who they had close contact 
with, and where they traveled on campus.

4. Where close contact occurred, the point of contact will inform those individuals who were in close contact 
with the reporting individual.
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It is important to note that the reporting individual?s name and other personal identifying 
information will be kept confidential.

Infect ious Per iod -The CDC scientists, based on current evidence, believe that persons with mild to moderate 
COVID-19 may be infectious up to 10 days following symptom onset, while a small fraction of persons with severe 
COVID-19, including immunocompromised persons, may be infectious for a longer period.

COVID STATUS AND RETURN TO CAMPUS

Returning to class or work on FSW College premises in accordance with CDC guidelines:

1. Asym pt om at ic w it h posit ive t est : Persons who tested positive but have not  shown symptoms of COVID-19 
may return to campus under either of the following conditions:

a. After at least ten days have passed since the date of their first positive COVID-19 diagnostic test, assuming 
they have not subsequently developed symptoms; or

b. After two consecutive negative test results for COVID-19, at least 24 hours apart.

2. Sym pt om at ic w it h posit ive t est : Persons who tested positive and have symptoms may return to campus 
under any of the following conditions:

a. After at least two days (48 hours) have passed without a fever (without the use of fever-reducing 
medications), and other symptoms have improved (and no longer experiencing respiratory symptoms such 
as cough or shortness of breath), and at least ten days have passed since symptoms first appeared; or

b. After two consecutive negative test results for COVID-19, at least 24 hours apart (as long as fever has 
resolved without use of fever-reducing medications, symptoms have improved, and no longer experiencing 
respiratory symptoms such as cough or shortness of breath)

3. Sym pt om at ic w it hout  posit ive t est : Persons who have symptoms of COVID-19 with out a confirmed positive 
test result may return to FSW when all of the following conditions are met:

a. After at least two days (48 hours) without a fever (without the use of fever-reducing medications), and

b. After other symptoms of COVID-19 have improved (and no longer experiencing respiratory symptoms 
such as cough or shortness of breath), and

c. After at least ten days have passed since symptoms of COVID-19 first appeared.

4. Asym pt om at ic w it h close cont act  and no posit ive t est : Persons who have had close contact with someone 
who is known to be COVID-19 positive but have not shown symptoms may return to FSW after 14 days have 
passed since date of last contact.

Clar if icat ion : this does not include a situation where a member of the College community has come into close 
contact with another individual potentially exposed to a person who has tested positive or is presumptuously 
positive (more than one degree of separation). See example below:

Exam ple: Student A has a roommate, Roommate B. Roommate B works the same shift at an off-campus 
workplace as Worker C. The off-campus work place was shut down for cleaning because Worker C started 
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experiencing symptoms of COVID-19. Roommate B is told by her employer to self-isolate. If Roommate B is 
asymptomatic and has not tested positive, Student A can continue to come to class, using a face covering, 
physical distancing, hand-washing and other COVID-19 precautions.

NOTE: In all cases (1?4) listed above, persons must have their return to FSW approved as follows:

AUTHORITY TO RETURN TO CAMPUS

1.The Dean of Students must approve all students? return to College premises

2.Human Resources must approve all employees? return to College premises

Consequences for  Noncom pliance: A student, employee, contractor, or visitor?s failure to report their status, 
stay away from college premises when required, or otherwise comply with this protocol or college directives is 
subject to disciplinary action or other appropriate adverse response by the College.

ADDITIONAL RESOURCES

CDC Corona virus (COVID-19)

https://www.cdc.gov/coronavirus/2019-nCoV/index.html

Public Healt h Guidance for  Com m unit y-Relat ed Exposure

https://www.cdc.gov/coronavirus/2019-ncov/php/public-health-recommendations.html

Cont act  t racing

https://www.cdc.gov/coronavirus/2019-ncov/faq.html#Contact-Tracing

Visit or  Repor t ing

The Chief of Campus Police will be notified in the event that a visitor or outside community member reports a 
case of COVID-19

The Chief of Police will: Inform the members of the CCMT and EC 
of any incoming reports and provide pertinent information for 
safety protocols to be put in place.
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Em ployee Ment al Healt h and Well-Being
FSW is aware that these unprecedented times are causing anxiety and uncertainty and we are committed to 
supporting employees overall health and well being. Taking care of emotional health during this time is 
important, and decreasing stress can help bolster the immune system. As outlined below, training has been 
provided regarding physical and emotional health during a pandemic.

The Employee Assistance Program (EAP) is also available to offer emotional support during this stressful 
period by calling 1-800-624-5544 or by visiting New Directions' webpage. Login information for New Directions 
can be found at www.fsw.edu/em ployeeservices/eap .

Em ployee Educat ion and Training
The CDC continues to provide additional guidance for returning to the workspace, specifically for institutions 
of higher education. Supervisors will determine the best ways to educate their employees about these 
requirements in addition to providing CDC recommendations. Employees who do not follow these 
requirements will be referred to their supervisor for remedial training and reinforcement of the requirements.

All supervisors should strive to ensure employees, students, visitors and vendors do not violate the social 
distancing and safety requirements listed.

Please visit FSW Canvas on the FSW Por t al for a list of training opportunities. Recommendations are 
included below:

Healt hy Habit s for  COVID-19 (self -paced, online): 

This training will provide tips on how to keep oneself physically and emotionally healthy during the COVID-19 
pandemic.

Building Resil ience (self -paced, online): 

In this course, Kelley School of Business professor and professional communications coach, Tatiana Kolovou 
explains how to bounce back from difficult situations, by building a ?resiliency threshold.? She outlines five 
training techniques to prepare for difficult situations, and five strategies for reflecting on them afterward. 
Attendees will find out where they are on the resilience scale, identify where they want to be, and learn 
strategies to close the gap.
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St udent  Ment al Healt h and Well-Being
Florida SouthWestern State College cares about our students? holistic development and wellness. We believe 
that for all students to be successful, support must be given on an emotional, social, physical and intellectual 
basis. Our network provides support for all students through challenges they may face during their time at FSW. 
We recognize that it can often be overwhelming for students to navigate all of the support available to them. We 
assist in proactively connecting all students with campus resources and community partners for a successful 
academic, social and emotional experience. In addition to continued online events focused on physical and 
emotional health during the pandemic, students can take advantage of the following resources.
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Nat ional Suicide Prevent ion Lifel ine

1-800-273-8255

Cr isis Text  Hot l ine

Text ?HOME? to 741741

Case Managem ent

Our Assistant Dean/Student Case Manager assists 
students with needs arising outside the classroom in 
regards to well-being, personal concerns and other 
needs which may affect a student?s ability to be 
successful in their academic studies. The Case 
Manager may refer a student to both internal and 
external resources.

Angela Snyder, (239) 433-8023

Angela.Snyder@fsw.edu  

FSW Counseling On-Call Cr isis Num ber

After Hours Only ? See ?Free Counseling Sessions? below 
for regular contact information

(239) 218-7116

Free Counseling Sessions

FSW offers all students free counseling sessions with 
mental health counselors contracted with an outside 
company (your information will not be shared).

Appointments: www.FSW.edu/counseling

Free Dom est ic Violence and Sexual Assault  
Counseling at  FSW

Through Abuse Counseling & Treatment, Inc.

Nzingha Gaines, (239) 393-3112

Tit le IX

Our Title IX Coordinator handles complaints or 
concerns regarding discrimination, harassment and 
student equity.

Jana Sabo, (239) 489-9051

Jana.Sabo@fsw.edu

Help Finding Of f -Cam pus Resources

Our counselors and case manager can help students 
find off-campus resources such as support groups, 
psychiatrists and more. Contact a counselor or the 
Assistant Dean/Student Case Manager at the numbers 
listed above. You can also search 
www.psychologyt oday.com /us/ t herapist s or ask 
your health insurance company for a list of therapists 
in-network.
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Tem porary Suspension of  
Nonessent ial Business Travel
Due to Florida SouthWestern State College?s commitment to 
faculty and staff safety in light of the COVID-19 (coronavirus) 
outbreak, all nonessential business travel is suspended until 
further notice. FSW will continue to monitor the situation and 
provide guidance as more information on the extent and 
severity of the outbreak becomes available.

Travel Cancellat ion Procedures

If nonessential business travel has already been booked, 
employees should work with their immediate supervisor to 
cancel properly to receive an airfare and hotel refund or credit 
if applicable. Employees should set up phone or online 
conferencing with colleagues to replace the in-person 
meetings, if possible, and make sure their supervisor knows 
the status of all meetings canceled due to this temporary 
suspension.

Essent ial Travel

Essential business travel should be limited to those situations where business cannot reasonably be conducted 
without face-to-face interaction or visits to specific locations. All travel (including trips that were previously 
approved) must be approved by the responsible Executive Council representative until further notice.

Procedures Upon Ret urn f rom  Travel

Employees who become ill during or upon returning from travel with virus-like symptoms will need to contact a 
health care provider as well as the Human Resources department for direction as soon as possible. Employees 
may not return to work without obtaining clearance from their health care provider.

Employees returning from travel who do not exhibit virus-like symptoms must still contact their supervisor 
upon return and may be directed to remain away from the workplace for fourteen days to determine whether 
or not they have been exposed. The returning employee should work with his or her supervisor to set 
appropriate telecommuting arrangements or request time off from work.
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Com m unicat ing Our  Plans
Stage 1 information has been communicated utilizing our alert 
banners on the FSW website, off campus signs, social media, 
BUCS Bulletin weekly newsletters to staff, faculty, and students, 
as well as special email notifications.

Stage 2 (with students being allowed to return to campus for 
enrollment services ) is a status change that will receive a full 
FSW Alert utilizing all communication tools listed.

St age 2 com m unicat ion deadlines:

- Student interaction plans finalized and submitted to 
Marketing and Media: Friday, June 26th

- Messaging begins Monday, July 6th with specific 
student engagement instructions for a return to 

campus for student services. 

- Social Media

- Websit e 

- App and Push 

Not if icat ions

- Cam pus Aler t

- Cam pus Television 

- Em ails
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Vendors and Cont ractors

 

FSW relies on contractors, vendors and other entities in 
order to maintain and repair equipment or deliver other 
goods and services. These organizations and individuals 
will be provided with a copy of the FSW Return to Campus 
Plan and will be expected to comply.
Guests not on official College business are discouraged 
until further notice. Questions, clarifications and 
suggestions about these procedures should first be 
addressed with one?s supervising administrator and then 
escalated to security@FSW.edu as appropriate, for 
consideration in future revisions of this document.

Cam pus Vendors and Cont ract ors
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