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[bookmark: _Toc49501541]Purpose
This document includes the measures the College is actively taking to mitigate the spread of coronavirus. You are expected to follow all of these protocols diligently in order to sustain a healthy workplace in this unique environment. It is important that we all respond responsibly and transparently to these health precautions. Your private health and personal data will be handled with confidentiality and sensitivity based on applicable law.
This coronavirus (COVID-19) policy and protocol guiding principle document is susceptible to change depending on circumstance. If a modification to the document is necessary, you will be updated as soon as possible by email.
Employees of the College are expected to follow the established guidelines and policies set forth in this document. Failure to follow the guidelines and policies may lead to disciplinary action up to and including termination of employment.
[bookmark: _Toc49501542]Scope
This coronavirus policy and protocol guiding principle document applies to all AIC employees. 
[bookmark: _Toc49501543]Workplace Protocols
All employees are expected to fully comply with the policies and protocols outlined in this document.
[bookmark: _Toc49501544]Personal Safety Practices
[bookmark: _Toc49501545]Social Distancing
Keeping space between you and others is one of the best tools we have to avoid being exposed to the COVID-19 virus and slowing its spread. Since people can spread the virus without knowledge of being infected, it is important to stay away from others when possible, even if you have no symptoms. Social distancing is significant for everyone, especially to help protect people who are at higher risk of getting very sick. Employees working on campus should follow social distancing practices by:
Staying at least six (6) feet (about two arm’s length) from other people at all times.
Not gathering in groups. Meetings should be conducted in appropriate space. (AIC follows the Massachusetts state mandate for indoor gathering.)
Staying out of crowded places and avoiding mass gatherings.
Conducting meetings virtually whenever possible, rather than in person, especially with non-company parties (e.g., candidate interviews and external partners).
Avoiding hand-shaking during meetings and recruitment interviews.
[bookmark: _Toc49501546]Face Coverings
Face coverings must be worn by all employees working on campus when in the presence of others and in public settings where other social distancing measures (at least 6 ft.) are difficult to maintain (e.g., common work spaces, meeting rooms, classrooms, reception areas, etc.). Appropriate use of face coverings is critical in minimizing risks to you and others near you. You could spread COVID-19 to others even if you do not feel sick, and vice versa. The cloth face covering is not a substitute for social distancing.
A washable face covering will be provided to each employee by AIC. It will be the responsibility of the employee to launder face coverings regularly, or after each workday if you do not have an additional face covering that you can use.
Amended 8.27.20: Masks with one-way valves or vents allow exhaled air to be expelled out through holes in the material. This can allow exhaled respiratory droplets to reach others and potentially spread the COVID-19 virus. The CDC does not recommend using masks with exhalation valves or vents and therefore they should not be used on campus. 
	
	Type and Intended Use of Face Coverings

	Type
	Cloth Face Covering
[image: ]

	Disposable Face Coverings
[image: ]
	Medical-Grade Surgical Face Coverings
[image: ]


	Description
	Home-made or commercially manufactured face coverings that are washable and help contain wearer’s respiratory emissions
	Commercially manufactured face covering that help contain wearer’s respiratory emissions
	FDA-approved face covering to protect the wearer from large droplets and splashes; helps contains wearer’s respiratory emissions. Provides effective respiratory protection from airborne particles and aerosols; helps contain wearer’s
respiratory emissions

	Intended use

	Required for campus community use in non-healthcare settings (office spaces, general work settings, community areas) where 6’ social distancing cannot be consistently maintained. Must be replaced daily. While likely necessary for ingress and egress, not required when working alone in an office.
	These face coverings are reserved for healthcare workers and other approved areas with task-specific hazards.





[bookmark: _Toc49501547]Use and Care of Face Coverings
[bookmark: _Toc49501548]Putting on the face covering
· Wash hands or use hand sanitizer prior to handling the face covering.
· Ensure the face covering fits over the nose and under the chin.
· Situate the face covering properly with nose wire snug against the nose (where applicable).
· Tie straps behind the head and neck or loop around the ears (where applicable). 
· Throughout the process: Avoid touching the front of the face covering.
[bookmark: _Toc49501549]Taking off the face covering
· Do not touch your eyes, nose, or mouth when removing the face covering.
· When taking off the face covering, loop your finger into the strap and pull the strap away from the ear, or untie the straps.
· Wash hands immediately after removing.
[bookmark: _Toc49501550]Care, Storage, and Laundering
· Keep face coverings stored in a paper bag when not in use.
· Cloth face coverings may not be used more than one day at a time and must be washed after use. Cloth face coverings should be properly laundered with regular clothing detergent before first use and after each workday, if you do not have an additional face covering that you can use. Cloth face coverings should be replaced immediately if soiled or damaged (e.g., ripped, punctured)
· Disposable face coverings must not be used for more than one day and should be placed in the trash after your workday or immediately upon becoming soiled or damaged (e.g., stretched ear loops, torn or punctured material).
[bookmark: _Toc49501551]Handwashing
Wash your hands often with soap and water for at least 20 seconds, especially after you have been in a public place, or after blowing your nose, coughing, sneezing, or touching your face. If soap and water are not readily available, use a hand sanitizer that contains at least 60% alcohol. Cover all surfaces of your hands and rub them together until they feel dry. Avoid touching your eyes, nose, and mouth and wash your hands after touching your face.
[bookmark: _Toc49501552]Goggles/Face Shields
Employees do not need to wear goggles or face shields as part of general activity on campus. Good hand hygiene and avoiding touching your face are generally sufficient for non-healthcare environments.
[bookmark: _Toc49501553]Personal Disinfection
While facilities personnel will continue to clean offices and workspaces based on CDC guidelines, additional care should be taken to wipe down commonly used surfaces. Before starting work and before you leave any room in which you have been working, you must wipe shared equipment (e.g., copiers, printer, computers, A/V and other electrical equipment, coffee makers, desks and tables, light switches, door knobs, etc.) with disinfectant wipes.
[bookmark: _Toc49501554]Coughing/Sneezing Hygiene
If you are in a private setting and do not have on your cloth face covering, remember to always cover your mouth and nose with a tissue when you cough or sneeze and discard the tissue in the trash, or use the inside of your elbow to cover your mouth. Immediately wash your hands with soap and water for at least 20 seconds. If soap and water are not readily available, clean your hands with a hand sanitizer that contains at least 60% alcohol.
[bookmark: _Toc49501555]General hygiene
· Wash your hands after using the toilet, before eating, and if you cough/sneeze (follow the 20-second hand-washing rule). You can also use the sanitizers are available around the campus.
· Open the windows regularly to ensure open ventilation.
· Avoid touching your face, particularly eyes, nose and mouth with your hands to prevent becoming infected.
[bookmark: _Toc49501556]Protocols for Specific Workplace Scenarios
[bookmark: _Toc49501557]Public Transportation
If you must take public transportation, wear a face covering before entering the vehicle and avoid touching surfaces with your hands. Upon disembarking, wash your hands or use hand sanitizer with at least 60% alcohol as soon as possible and before removing your face covering.
[bookmark: _Toc49501558]Working in Office Environments
If you work in an open environment, maintain at least six (6) feet of distance from co-workers, students, and department visitors. Wear a face covering at all times while in a shared workspace/room. Face coverings are to be worn by any employee in a reception/receiving area. Face coverings are to be used when inside any AIC facility where others are present, including walking in narrow hallways where others travel, staircases, break rooms, conference rooms, and other meeting locations.
[bookmark: _Toc49501559]Using Restrooms
Use of restrooms is limited based on size to ensure at least six (6) feet of distance between individuals. Wash your hands thoroughly before exiting the restroom to reduce the potential transmission of the virus.
[bookmark: _Toc49501560]Using Elevators
No more than one person may enter an elevator at a time, so please use the stairs whenever possible. If you are using the elevator, wear your face covering and avoid touching the elevator buttons with your exposed hand/fingers, if possible. Wash your hands or use hand sanitizer with at least 60% alcohol upon departing the elevator.
[bookmark: _Toc49501561]Meetings
Convening in groups increases the risk of viral transmission. It is recommended that meetings be held virtually. Six feet of separation for social distancing requirements must be maintained during in-person meetings. While on campus, employees are encouraged to communicate with colleagues and supervisors as needed by email, telephone, or other available technology, rather than face to face.
[bookmark: _Toc49501562]Meals
Before and after eating, you are expected to wash your hands thoroughly to reduce the potential transmission of the virus. When dining on campus, wear your face covering until you are ready to eat and then replace it afterward. Employees are encouraged to take food back to their office areas or eat outside, if this is reasonable for your situation and weather permitting. If you are eating in your work environment (break room, office, etc.), maintain six (6) feet of distance between yourself and others. Individuals should not sit facing one another. Only remove your face covering in order to eat, then put it back on. Wipe all surfaces, including table, refrigerator handle, coffee machine, etc., after use in common areas.
[bookmark: _Toc49435816][bookmark: _Toc49501563]Health Services
Amended 8.27.20: With students, faculty and staff back on campus, it is important that the College ensure the appropriate level of resources are available to them.  To that end, anyone needing COVID-19 testing due to potential exposure outside of work should reach out to their Primary Care Physician (PCP).  Dexter Health Services will focus on testing students as well as employees who may have had exposure based on their on-campus activities.

[bookmark: _Toc49501564]Symptom Monitoring Requirement
Employees must conduct self-symptom monitoring and temperature check every day before reporting to work on campus. You must be free of ANY symptoms potentially related to COVID-19, or have had evaluation and clearance by health services or your personal physician to be eligible to report to work if you have experienced COVID-19 symptoms or tested position.
At this time, these symptoms include one or more of the following:
· Cough
· Shortness of breath or difficulty breathing
· Fever of 100.00 degrees or higher
· Chills
· Repeated shaking with chills
· Runny nose or new sinus congestion
· Muscle pain
· Headache
· Sore throat
· Fatigue
· New GI symptoms
· New loss of taste or smell
If you have any symptoms, you must call Health Services at 413-205-3248 between the hours of 8:30 a.m. and 4:30 p.m. for assessment of symptoms
According to the CDC, individuals with certain conditions may have a higher risk for COVID-19 infection. Those conditions may include but are not limited to:
· Older adults (aged 65 years and older)
· People with HIV
· Asthma (moderate to severe)
· COPD
· Chronic lung disease
· Diabetes
· Serious heart conditions
· Chronic kidney disease being treated with dialysis
· Severe obesity
· Being immunocompromised

Amended 8.27.20: Employees who have been instructed to return to work on campus and have concerns about doing so may request to work from home by completing the “Request to Work from Home” form, which can be found on the HR COVID page on MyAIC. Submit the completed form to the Director of Human Resources via email to debra.rico@aic.edu for approval.
[bookmark: _Toc49501565]Staffing Options
AIC will assess expanded return to work based on the ability to manage specific work environments, positions, and necessity to access campus resources. These decisions, once approved, will be communicated through the Office of Human Resources.
The need to reduce the number of people on campus (density) to meet social distancing requirements will continue to be considered. Employees’ return to work will be tightly structured and coordinated to mitigate potential risks. Once decisions to return to work on campus have been made, employees should follow the policies and protocols detailed in this guide for returning to work on campus. 
As staffing on campus increases and operations expands, administration will closely monitor and assess the potential spread of the virus, as well as existing policies and procedures to mitigate it. If localized outbreaks emerge, tighter restrictions and reduced staffing may need to be implemented. 
[bookmark: _Toc49501566]Alternating Days
In order to limit the number of individuals and interactions among those on campus, departments may be able to schedule partial staffing on alternating days. Such schedules will help enable social distancing, especially in areas with large common workspaces. Supervisors need to work with their respective vice president on staffing arrangements.
[bookmark: _Toc49501567]Flexibility with Remote Work
There may be flexibility for those who can work remotely to fulfill some or all of their work responsibilities in order to reduce the number of individuals on campus and the potential spread of the COVID-19 virus. These arrangements, which are approved by the immediate supervisor, VP, and Director of Human Resources may be based on a full or partial day/week schedule, as appropriate.
[bookmark: _j6wkvg6hbh1][bookmark: _o3xhypg2cwz8][bookmark: _atc03ojlgxb3][bookmark: _3dsh3s7dctca]Protocols for attendance, testing and contact tracing. Amended 1.1.2021
The operating days and hours of American International College are Monday through Friday, 8:30 a.m. to 4:30 p.m. Please follow the below steps If you are unable to report to work or are requesting to work remotely due to exhibiting symptoms, travel outside of Massachusetts, tested positive for COVID-19, are awaiting results of a COVID-19 test, or  are deemed a close contact of someone who tested positive for COVID-19. 
Exhibiting Symptoms: symptoms may appear 2-14 days after exposure to the virus. 
[bookmark: _cybl4lsohmw5]Step One: If you experience the following symptoms, such as cough/sneezing/fever (100.00 or above), chills, loss of taste, shortness of breath or difficulty breathing, fatigue, muscle or body aches, headache, sore throat, congestion or runny nose nausea or vomiting or diarrhea, request sick leave or request to work from home (if your position allows) within one hour prior to your starting work time by emailing your supervisor. Upon approval, your supervisor will notify the Director of Human Resources via email. If your request is denied, you are required to report your sick time in ADP. 
Step Two:  Obtain a COVID test and quarantine while awaiting results.  Employees are not permitted to return to campus while awaiting results or while exhibiting symptoms.  
Step Three:  If results are negative, you may return to work on campus.   If the test result is positive, you must quarantine for 14 days.  Employees will be permitted to work from home while in quarantine if your position allows. The Director of Human Resources will contact you to discuss any person/s you may have been in contact with for the purpose of contact tracing. HR will inform the Director of Health Services for contact tracing reporting purposes. Prior to your return, you must discuss your return-to-work plans and present a return to work note to the Director of Human Resources by email to debra.rico@aic.edu or phone at 413-654-1479.

State Travel Restrictions:
If you have recently returned from a location with a high number of COVID-19 cases, (information can be found at https://covid.cdc.gov/covid-data-tracker), or you have returned to Massachusetts from a high risk state (information can be found on the website: https://www.mass.gov/info-details/covid-19-travel-order) you must follow the below process:
Step One:  Inform your supervisor of your out of state travel. Your supervisor will notify the Director of Human Resources.
Step Two:  Quarantine and work from home for 14 calendar days or provide a negative COVID-19 test within 72 hours of returning to the state. 
Step Three: After the 14-calendar day quarantine or a negative test result, you may return to the campus only if you are fully asymptomatic. Prior to your return, you must contact the Director of Human Resources by email to debra.rico@aic.edu or phone at 413-654-1479. Employees will be permitted to work from home while in quarantine if the position allows.
Positive Diagnosis:
Step One: With a positive COVID-19 diagnosis, you are expected to contact your supervisor to inform him/her of your diagnosis.  You are not allowed to return to campus.  
Step Two: You will be required to quarantine for 14 calendar days. You will be able to use any available sick time and are required to record any used sick time in ADP. Based on your condition, you may request to work from home if your position allows.  The Director of Human Resources will contact you to discuss any person/s you may have been in contact with for the purpose of contact tracing. HR will inform the Director of Health Services for contact tracing reporting purposes. You will not be able to return to work prior to the 14 days.
Step Three:  At the conclusion of the 14 day quarantine period, you may return to campus only after you have fully recovered and have obtained a doctor’s note confirming you are able to return to work. Prior to your return, you must discuss your return-to-work plans and present the return to work note to the Director of Human Resources by email to debra.rico@aic.edu or phone at 413-654-1479.
Waiting COVID-19 Test Results:
Step One: While waiting for the results of a COVID-19 test you are not allowed to return to campus.  You need to inform your supervisor of the situation.   
Step Two: You will be required to quarantine until the results of your test are received.  If your test is negative and you do not have symptoms, you can return to work after discussing your return-to-work plans with the Director of Human Resources. If your test is negative and you have symptoms, you will need to quarantine until you are no longer experiencing symptoms.  You will be able to use any available sick time and are required to record any used sick time in ADP. Based on your condition, you may request to work from home if your position allows.  
Step Three:  At Prior to your return, you must discuss your return-to-work plans and present the return to work note to the Director of Human Resources by email to debra.rico@aic.edu or phone at 413-654-1479.



Close Contact:
A close contact is defined by the CDC as: someone who was within 6 feet of an infected person for at least 15 minutes starting from 2 days before illness onset (or, for asymptomatic clients, 2 days prior to positive specimen collection) until the time the patient is isolated.   
Step One:  If you are considered a close contact, you will need to quarantine from home for 14 calendar days following the date of your last contact/exposure.  Providing a negative test result will not allow you to return to campus prior to the 14 days. 
Step Two: At the conclusion of the 14+ day quarantine period, you may return to campus only if you are not exhibiting any symptoms. Prior to your return, you must discuss your return-to-work plans and with the Director of Human Resources by email to debra.rico@aic.edu or phone at 413-654-1479.
Quarantine Information:
The possible incubation period for COVID-19 is still 14 days although the majority of cases have incubation periods of fewer than 10 days[footnoteRef:1]. You will need to remain quarantined consistent with one of the quarantine options below: [1: ] 


	OPTIONS
	CRITERIA
	ACTIVE MONITORING

	7 days of strict quarantine
	Release on Day 8 IF:
· A test taken on Day 5 or later is negative; AND
· You have not experienced any symptoms up to that point; AND
· You conducts active monitoring through Day 14
	You must actively monitor symptoms and take temperature once daily. IF even mild symptoms develop or you have a temperature of 100.0 F, you must immediately self-isolate, contact the public health authority overseeing their quarantine and get tested.

	10 days of strict quarantine
	Release on Day 11 IF:
· You have not experienced any symptoms up to that point; AND
· You conducts active monitoring through Day 14.
· No test is necessary under this option
	

	14 days of strict quarantine
	Release on Day 15 IF: 
· You have experienced ANY symptoms during the quarantine period EVEN if they have a negative COVID-19 test; OR
· You indicate unwilling or unable to conduct active monitoring.

	No additional active monitoring required


While you are in quarantine you should follow these instructions:
Do not leave your home except for urgent medical care. If you must leave your home for urgent medical care, wear a mask.
Care for ill family member:
If you need to provide care to a family member ill with COVID-19.  You can request to work from home if your position allows while caring for your family member by notifying your supervisor. Your supervisor will notify the Director of Human Resources.  You will become a close contact and are expected to follow the steps associated with being a close contact – see above. HR will inform the Director of Health Services for contact tracing reporting purposes.
Child Care:
Amended 8.27.20: If you are a parent and need to stay at home with your child due to lack of child care caused by COVID-19, you may request to work from home by completing the “Request to Work from Home” form, which can be found on the HR COVID page on MyAIC. Submit the completed form to the Director of Human Resources via email to debra.rico@aic.edu for approval.

[bookmark: _jcutf1tipahm][bookmark: _Toc49501569]AIC Travel Restrictions:
· All employee professional development trips and events – both domestic and international – are cancelled/postponed until further notice. 
· Exceptions to the travel restrictions can be requested by emailing the Chief of Staff at Nicolle.Cestero@aic.edu who will provide a determination based on the circumstances.
· [bookmark: _pfsuvws7mmo3]If you are planning to travel voluntarily to areas with increased COVID-19 cases, you will be required to work from home for 14 calendar days following your return from the hotspot. You should request to do so within one hour prior to your starting time by emailing your supervisor. Upon approval, your supervisor will notify the Director of Human Resources and Director of Health Services via email.
[bookmark: _Toc49501570]Mental and Emotional Well-being
Employee Assistance Program (EAP): The employee assistance program is available to offer emotional support during this stressful period. You can access this service using most smartphones, tablets and computers with a camera. Contact Mutual of Omaha by calling 1-800-316-2796 or by visiting the Mutual of Omaha website at mutualofomaha.com/eap.
[bookmark: _Toc49501571]Additional Resources
Additional information relating to the COVID-19 virus is available the agency links listed below. 
· OSHA: https://www.osha.gov/Publications/OSHA4045.pdf
· Mass.gov: https://www.mass.gov/info-details/covid-19-public-health-guidance-and-directives
· Center for Disease Control: https://www.cdc.gov/coronavirus/2019-ncov/
· Center for Disease Control, frequently asked questions:   https://www.cdc.gov/coronavirus/2019-ncov/faq.html
· Center for Disease Control, COVID-19 symptoms: 
· https://www.cdc.gov/coronavirus/2019-ncov/symptoms-testing/symptoms.html
· Information regarding quarantine:  https://www.mass.gov/guidance/information-and-guidance-for-persons-in-quarantine-due-to-covid-19

· Additional information regarding COVID can be found on the HR page on MyAIC.


Employees with questions or concerns regarding COVID-19 related to working conditions or this document should contact the Director of Human Resources at 413-654-1479 or debra.rico@aic.edu.
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