
 

 

College guidelines are based on guidance provided by regulating bodies, including but not limited to the 
Occupational Safety and Health Association (OSHA), Centers for Disease Control and Prevention (CDC), State 
of Maryland Department of Health, the Maryland Higher Education Commission and Wicomico County 
Health Department. As the knowledge and understanding of COVID-19 expands, and guidance from 
regulating bodies changes, our policies and plans will be updated. Each one of us is needed to maintain the 
health and safety of our campus community. All college employees are expected to fully comply with the 
contagious disease guidelines issued by the Centers for Disease Control and Prevention (CDC), State of 
Maryland and local governmental agencies, as well as the policies, protocols and guidelines issued by the 
president of Wor-Wic. Failure to do so may result in corrective action.  

  

Face Coverings 
The college is requiring all individuals (employees, students & 
guests) to wear face masks or face coverings in these areas: 

 Public areas of the buildings, including but not limited to 
lobbies, hallways, bathrooms, kitchenettes, café and 
bookstore   

 Open office suites (even when walking through) 
 Classrooms and laboratories 
 Individual offices when others are present 
 In any interior or exterior area where social distancing 

measures are not possible or are difficult to maintain, 
including but not limited to common workspaces, 
meeting rooms, testing centers, resource centers, etc.  

 

Sick Requirements 
Employees should not report to their primary worksite if they 
are sick. Particularly, people with any of the following 
symptoms should stay home:   

 Cough  
 Fatigue  
 Headache 
 Sore Throat 
 Congestion or Runny 

Nose Unrelated to 
Allergies 

If you have any symptoms of sickness, Do Not Come to Work. 

 Fever or Chills   
 Shortness of Breath or 

Difficulty Breathing   
 Muscle or Body Aches 
 New Loss of Taste or Smell 
 Nausea or vomiting 
 Diarrhea 
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Cleaning 
Each person must clean shared equipment, furniture and fixtures (desks, chairs, keyboards, computer mice, copiers, printers, 
handles, door knobs, drawer handles, light switches, etc.) before and after each use.  

 Faculty members must clean instructional workstations, including plexiglass dividers,  
when arriving and leaving classroom/labs. 

 Employees must clean their own work area/desktops and plexiglass dividers. 
 Keyboards can be wiped down with alcohol wipes/Clorox wipes. 
 Night building attendants will continue with their cleaning regimen with the addition of disinfectant fogging equipment.  
 Cleaning supplies will be available in all campus rooms and hallways.   

Personal Disinfection 
While custodial crews will continue to clean office and work spaces based on CDC guidelines, additional care must 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 down all work areas with the college-provided wipes which are EPA approved for COVID-19 disinfection.  This 
includes any shared-space location or equipment (e.g. copiers, printers, computers, A/V and other electrical equipment, coffee 
makers, desks and tables, light switches, door knobs, etc.).  Dispose of used wipes in waste cans; do not flush them down toilets.  

 

 
Gloves 
Employees who perform higher-risk activities such as custodial operations must use gloves as part of their personal 
protective equipment (PPE), but according to the CDC, gloves are not necessary for general use and do not replace 
good hand hygiene. Washing your hands often is considered the best practice for common everyday tasks.  

Goggles/Face Shields 
Employees in high-risk activities such as custodial operations may need to use goggles or face shields as PPE 
depending on their particular activity. Staff members 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 everyday activities.  

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Employees who fall in any of the following categories must contact one of the individuals identified 
below and must not report to work until a human resources employee determines the employee meets 
the current CDC requirements for returning to campus. Wor-Wic requires the full 14-day quarantine 
for unvaccinated employees who were exposed to someone who tested positive for COVID-19. 
Vaccinated employees are not required to quarantine unless they have symptoms of COVID. Please see 
testing recommendations at CDC. People who test positive for COVID-19 or have symptoms of COVID-
19 must isolate a minimum of 10 days and meet the CDC requirements before returning to campus. 
Applicable accrued leave must be used for any absence prior to entering a leave without pay situation. 
Reminder: anyone who has symptoms of sickness should contact one of the individuals listed below. 

Employees who Test Positive for COVID-19:  
The executive director of human resources or designee will 
work with the employee who tested positive to identify those 
individuals with whom, during the two days prior to a positive 
test, they have been within six feet for longer than 15 minutes 
while at work.  
 
Employees with Symptoms of COVID-19:  
An employee who reports to work while exhibiting symptoms 
of COVID-19 will be sent home. In that case, the supervisor 
must notify the executive director of human resources. 
Accrued leave must be used for this absence prior to entering 
a leave without pay situation. 
 

Employees with Symptoms of the Flu:  
An employee who reports to work while exhibiting symptoms of 
the flu will be sent home. In this case, the supervisor must notify 
the executive director of human resources. Symptoms of the flu 
include fever of 100.4° F (38° C) or greater, chills, cough, sore 
throat, congestion or runny nose unrelated to seasonal allergies, 
body aches, headache, tiredness, diarrhea, or vomiting. 
 
Employees with Symptoms of Illness:  
An employee who reports to work while exhibiting symptoms of 
an illness other than the flu or COVID-19 will be directed to 
return home.  
 
Employees with Close Contact to a Person Who Tested Positive 
for COVID-19:  
Close contact is defined as being within six feet of someone who 
recently tested positive for COVID-19 for longer than 15 
minutes.  
  
 

Exposure Response for Employees (COVID-19/Pandemic Flu) 
Employees who think or know they were exposed to COVID, have symptoms of COVID or the flu, and/or have traveled using 
public transportation such as a plane, bus or train should immediately contact: 
 

Karen Berkheimer, Executive Director of Human Resources  Anna Era, Benefits Coordinator (If Karen is not available) 

        

COVID-19 Exposure Plan  

Handwashing 
Wash your hands often with soap and water for at least 20 seconds, especially after visiting a public 
place, or after blowing your nose, coughing, sneezing, or touching your face. If soap and water are 
not readily available, a hand sanitizer that contains at least 60% alcohol must be used. 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. Hand sanitizer is located in public spaces and 
suites throughout the campus. 

Coughing/Sneezing Hygiene 
If you are in an office or private setting and do not have on your face covering/mask, remember to 
always cover your mouth and nose with a tissue when you cough or sneeze or use the inside of your 
elbow. Then throw used tissues in the trash. 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. 

 

 

Personal Hygiene

If you have any symptoms of sickness,  

Do Not Come to Work. 



 

 

 

 

 

 

 

 

Leave Policies 
Except where noted, the policies and procedures regarding use of leave remain in effect. Sick leave can only be used for absences 
that qualify under the Sick Leave and the Sick and Safe Leave policies. Annual and personal leave can be used for any absence. 
Leave without pay is not available until all applicable leave is exhausted. If there is a high utilization of the medical system, return-
to-work notes for COVID-19 or flu-like symptoms will still be preferred but will not be required for COVID/Flu-related absences of 
more than three days. Notice to miss work is required for any absence as outlined in the policies and procedures manual. Failure 
to provide notice of an absence could lead to personnel action. 

 

 

In-Person Meetings 
Meetings may be held in-person if masks are worn the entire time and attendees maximize the 
use of space by spreading out. When possible, social distancing of six feet should be maintained. 

Personal Fans 
To reduce the chance of spreading COVID-19, the use of personal fans and space heaters is 
prohibited. 

Travel and Transportation 
Until further notice, workplace travel is only approved for fully vaccinated employees and is 
limited to domestic travel only. Employees who travel and/or use public transportation for any 
reason are required to comply with the current travel restrictions and quarantine 
recommendations issued by the CDC, as well as any additional restrictions issued by the state or 
country of travel and/or the college. CDC requirements for quarantining after travel will be 
enforced. Currently, unvaccinated employees who travel will be required to quarantine seven to 
10 days upon return, depending on if they get a test in the appropriate timeframe, and use 
personal or annual leave during the quarantine before entering a leave without pay situation. 
Vaccinated employees will only be required to quarantine after travel if they did not follow CDC 
requirements or have symptoms of COVID-19.  

 
Until further notice, 
workplace travel is only 
approved for fully 
vaccinated employees 
and is limited to 
domestic travel only. 
CDC travel 
requirements must be 
followed during travel. 
 

 

COVID-19 Workplace Interim Policies

Vulnerable Employees/Employees Who Cannot Wear a Face Cover 
An employee who feels he or she has a higher risk of severe illness as defined by the CDC, or who cannot wear a face cover for 
medical reasons, and would like to request a reasonable work accommodation must complete a Request for Accommodation or 
Workplace Modification form and submit it to the executive director of human resources. An interactive process will be used to 
determine if the employee is eligible for a workplace modification and if eligible, reasonable modifications will be identified; this 
may include the provision of sufficient disability-related information to establish the right to receive an accommodation when the 
impairment and/or need for modification or accommodation is not known or obvious. Reasonable workplace modifications 
and/or accommodations may include, but are not limited to, approved paid or unpaid leave of absence, alternative face mask or 
covering, relocation, restructuring jobs, modifying work schedules and policies, telework, and using plexiglass, tables or other 
barriers to ensure minimum distances between people whenever feasible per CDC guidance.  

 

Mental and Emotional Wellbeing/Employee Assistance Plan 
Our employee assistance program (EAP) is offered through bhs. This plan is available to every 
employee, not just those on our medical plan. Your EAP plan offers a variety of support services 
to you and anyone living in your household. Bhs can help find the support needed to cope with 
the stress that may develop during this emergency and provide any of us with resources to help 
create a plan of action that will assist us and everyone in our care in getting through this 
experience. This program is available at no cost to you. Confidential services are available 24-
hours a day, seven days a week by calling 800-327-2251. Plus, they have many resources 
available at their website (https://portal.bhsonline.com/). The username is worwic (no 
password is required). 800-327-2251 

https://portal.bhsonline.com/
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