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GUIDING PRINCIPLES 
Shepherd University’s policies and protocols for responding to the COVID-19 pandemic will be rooted in safety for 
our faculty, staff and students and for the public we interact with. The primary goal for Shepherd University is to 
continue the institution’s vital mission of education. 

Shepherd University’s plans will be aligned and consistent with local orders and ordinances of Shepherdstown and 
Jefferson County, as well as the State of West Virginia’s Phased Reopening Model. Shepherd’s plans will also follow 
recommendations from the federal government (Opening Guidelines), Centers for Disease Control and Prevention, 
our local health department, and the Health Task Force.

Our knowledge and understanding of the COVID-19 virus continues to evolve, and our policies and plans will be 
updated as appropriate as more information becomes available.
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EXPECTATIONS AND GUIDELINES
The Temporary Policy provisions contained herein shall apply to every employee, contractor, and every volunteer 
or other person who is acting on behalf of Shepherd University, while on the premises of the Shepherdstown or 
Martinsburg campuses of the University, except as otherwise expressly specified herein. Unless otherwise specified 
herein, the use of the term “employee” hereafter shall include contractors and their personnel, volunteers, and any 
person acting as an agent of the University. 

Students and Visitors are regulated under distinct policies. All policies herein are adopted to provide for adherence to 
State and Health regulations applicable to the University and to enhance the personal safety of Shepherd’s students, 
employees, and other members of the Shepherd community. The University emphasizes that while many of these 
policies provide at least some safety benefit to the employee whose compliance is required, the policies are in all cases 
also designed to enhance the safety of others on the campus. 

ENFORCEMENT:  These temporary COVID-19 policies are mandatory as to all employees, contractors and 
volunteers working on the campus. The University has maintained a variety of safety policies throughout its history. 
If an employee fails to comply with this policy, it will be addressed as a personnel matter in the ordinary course 
of personnel management practices. Negligent non-compliance may be a matter of counseling and progressive 
discipline, depending upon the circumstances, but because these are safety compliance issues, non-compliance could 
immediately result in stronger, immediate sanctions. Willful non-compliance would constitute a serious infraction, 
possibly insubordination, and is subject to institutional action consistent with our existing personnel practices as to 
gross misconduct. 

Consistent with normal institutional policy and practice, reports of employees violating a personnel policy should be 
directed to both the supervisor and the HR Office. 

REVISIONS AND EXPIRATION: These temporary COVID-19 policies will be subject to amendment, as 
authorized by the President, as circumstances may dictate. Amendments would be made to advance the University’s 
commitment to the health and safety of the campus community, but also decreasing the scope of these provisions 
if improved conditions in West Virginia and the region justify such action. These temporary COVID-19 policies 
will expire upon the direction of the University President or the Board of Governors, consistent with the foregoing 
factors.
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CORONAVIRUS (COVID-19)
What is coronavirus disease 2019 (COVID-19)?
Coronavirus disease 2019 (COVID-19) is a respiratory illness that can spread from person to person. The virus that 
causes the coronavirus is a novel coronavirus that was first identified during an investigation into an outbreak in 
Wuhan, China.

How does the coronavirus spread?
The virus is thought to spread mainly from person-to-person. The virus spreads by droplets made when people 
with the coronavirus cough, sneeze, or talk. These droplets can land in the mouths or noses of people nearby or be 
inhaled into their lungs. It may be possible that a person can get the coronavirus by touching a surface or object that 
has the virus on it and then touching their own mouth, nose, or possibly their eyes, but this is not thought to be the 
main way the virus spreads.

Wash your hands often
• 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, 
or sneezing.

• 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 with unwashed hands.

• people arrows light icon

Avoid close contact
• Avoid close contact with people who are sick, even inside your home. If 

possible, maintain 6 feet between the person who is sick and other household 
members.

• Put distance between yourself and other people outside of your home.
 Ŝ Remember that some people without symptoms may be able to spread 
virus.

 Ŝ Stay at least 6 feet (about 2 arms’ length) from other people.
 Ŝ Do not gather in groups.
 Ŝ Stay out of crowded places and avoid mass gatherings.
 Ŝ Keeping distance from others is especially important for people who are 
at higher risk of getting very sick.

 Ŝ head side mask light icon

Cover your mouth and nose with a cloth face cover when 
around others
• You could spread COVID-19 to others even if you do not feel sick.
• Everyone should wear a cloth face cover when they have to go out in public, 

for example to the grocery store or to pick up other necessities.
 Ŝ Cloth face coverings should not be placed on young children under age 
2, anyone who has trouble breathing, or is unconscious, incapacitated 
or otherwise unable to remove the mask without assistance.

• The cloth face cover is meant to protect other people in case you are infected.
• Do NOT use a facemask meant for a healthcare worker.

• Continue to keep about 6 feet between yourself and others. The cloth face 
cover is not a substitute for social distancing.

• box tissue light icon

Cover coughs and sneezes
• 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 or use the inside of your elbow.

• 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.

• spraybottle icon

Clean and disinfect
• Clean AND disinfect frequently touched surfaces daily. This includes tables, 

doorknobs, light switches, countertops, handles, desks, phones, keyboards, 
toilets, faucets, and sinks.

• If surfaces are dirty, clean them. Use detergent or soap and water prior to 
disinfection.

• Then, use a household disinfectant. Most common EPA-registered household 
disinfectantsexternal icon will work.

• head side medical light icon

Monitor Your Health
• Be alert for symptoms. Watch for fever, cough, shortness of breath, or other 

symptoms of COVID-19.
 Ŝ Especially important if you are running essential errands, going into the 
office or workplace, and in settings where it may be difficult to keep a 
physical distance of 6 feet.

• Take your temperature if symptoms develop.
 Ŝ Don’t take your temperature within 30 minutes of exercising or 
after taking medications that could lower your temperature, like 
acetaminophen.

• Follow CDC guidance if symptoms develop.

Healthy Habits to Help Prevent the Coronavirus (COVID-19)
Source: https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/prevention.html
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Symptoms of Coronavirus
People with COVID-19 have had a wide range of symptoms reported – ranging from mild symptoms to severe 
illness.

Symptoms may appear 2 – 14 days after exposure to the virus. People with these symptoms may have COVID-19:

•  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
•  Diarrhea

This list does not include all possible symptoms. The CDC will continue to update this list as they learn more about 
COVID-19.

If you have any of these symptoms, you must report it immediately to your direct supervisor and the Human 
Resources Office at 304-876-5299.

According to the CDC, those at high-risk for severe illness from COVID-19 are:

• People 65 years and older
• People who live in a nursing home or long-term care facility

People of all ages with underlying medical conditions, particularly if not well controlled, including:

• People with chronic lung disease or moderate to severe asthma 
• People who have serious heart conditions 
• People who are immunocompromised

- Many conditions can cause a person to be immunocompromised, including cancer treatment, smoking, bone 
marrow or organ transplantation, immune deficiencies, poorly controlled HIV or AIDS, and prolonged use 
of corticosteroids and other immune weakening medications

• People with severe obesity (body mass index (BMI) of 40 or higher)
• People with diabetes
• People with chronic kidney disease undergoing dialysis
• People with liver disease

Personal Illness
An employee should not be on campus if feeling any symptoms that are consistent with COVID-19, flu, or cold. If 
experiencing such symptoms, an employee must promptly notify their supervisor and also contact the HR Office as 
appropriate.
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TESTING/HEALTH MONITORING
The University is evaluating several measures to allow ongoing monitoring of possible COVID-19 threat. These 
measures may be coordinated with State/Local health officials, or may be independently administered by Shepherd. 
Employees may be required to comply and cooperate with testing/health monitoring programs, which may include, 
but not limited to, COVID-19 tests, temperature monitoring, questionnaires as to COVID-19 risk factors, or other 
measures recommended by health authorities. Any personal health information of employees will be carefully held 
confidential. Employees with a physician-documented medical condition which would be complicated by a test 
or other medical procedure should immediately contact the HR Office utilizing ADA accommodations forms for 
evaluation of whether accommodations are achievable. 

PHASED STAFFING/WORK SHIFTS
Shepherd University will phase in a return of employees over time in a coordinated process to ensure appropriate 
social distancing, availability of PPE (personal protective equipment) and testing capabilities for COVID-19.

Effective May 18, 2020, all employees other than primarily instructional faculty may be subject to assignment of 
adjusted work schedules by their supervisors. This status will include all 12-month faculty, as well as all staff. The 
University will reserve the right to implement specific procedures as necessary to achieve compliance with safety 
protocols. As one example, adjusted work schedules might divide the day into two 7.5 hour work periods, with one 
potentially beginning at 7 a.m. and the other beginning at 11 a.m. or at 3 p.m. Lunchbreak times may be directed, 
when necessary. All such assignments will be coordinated with the HR Office. The staggered shifts and break 
schedules will be designed to decrease the density of employees when work shifts begin or end and during breaks.

Supervisors and Vice Presidents will coordinate with HR in establishing strategies for continued work from home, 
staggered work shifts, or other measures to minimize employee density, commensurate with the ongoing status of 
the pandemic. All such scheduling is subject to ongoing changes, whether due to changes in COVID-19 conditions, 
student needs, or when necessitated by other needs of the University.

PERSONAL SAFETY PRACTICES

Face Covering Policy
All employees shall wear a Face Covering (either customized by the employee or provided by the University) while 
on campus except under the following excepted conditions:

• While outdoors and maintaining social distancing during rigorous exercise. However, walking on a campus 
sidewalk will not allow a person to maintain such distances on an uninterrupted basis, so failure to wear a Face 
Covering while walking on the sidewalks of the campus would typically violate this policy;

•  While in a personal vehicle;
•  While alone in a University vehicle which is designated by the University as exclusively assigned to only the one 

employee;
• While working alone in a closed office assigned to that employee for work and occupied solely by that employee at 

the time;
•  While working in a laboratory or other setting in which alternative facial protective equipment, which covers the 

nose and mouth, is utilized;
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•  Employees who are assigned to live on campus, while inside their living quarters;
•  While alone in a single occupancy restroom;
•  Contractor-employees, while they are inside an enclosed construction site on campus;
•  While eating in a room designated for eating meals and while maintaining the applicable distances from other 

persons; and
•  During any brief period of time when removal of the Face Covering is necessary for personal health or welfare, 

provided that no other person is within six linear feet of the employee.

Employees with a physician-documented medical condition which would be complicated by use of a Face Covering 
should immediately contact the HR Office utilizing ADA accommodations forms for evaluation of whether 
accommodations are achievable. 

For purposes of this Policy, compliant wearing of a Face Covering includes the following standards:  i) Either cloth 
or medical Face Coverings may be used; ii) the Face Covering must provide continuous coverage of both the nose 
and mouth; iii) the Face Covering must be maintained in a reasonably hygienic condition. 

The University intends to issue a limited number of washable, cloth Face Coverings for all employees. Employees 
are thereafter responsible for maintaining and/or replacing if necessary. Employees may use commercially made or 
home-made Face Coverings, which must be appropriate to a professional environment.

How to Wear Cloth Face Coverings
Cloth face coverings should:
• Fit snugly but comfortably against the side of the face, as well as over the nose and under the chin
• Be secured with ties or ear loops
• Include multiple layers of fabric
• Allow for breathing without restriction
• Be able to be laundered and machine dried without damage or change to shape
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CDC on Homemade Cloth Face Coverings
CDC recommends wearing cloth face coverings in public settings where other social distancing measures are difficult 
to maintain (e.g. grocery stores and pharmacies), especially in areas of significant community-based transmission.

CDC also advises the use of simple cloth face coverings to slow the spread of the virus and help people who may 
have the virus and do not know it from transmitting it to others. Cloth face coverings fashioned from household 
items or made at home from common materials at low cost can be used as an additional, voluntary public health 
measure.

Cloth face coverings should not be placed on young children under age 2, anyone who has trouble breathing, or is 
unconscious, incapacitated or otherwise unable to remove the cloth face covering without assistance, 

The cloth face coverings recommended are not surgical masks or N-95 respirators. Those are critical supplies that 
must continue to be reserved for healthcare workers and other medical first responders, as recommended by current 
CDC guidance.

Should cloth face coverings be washed or otherwise cleaned regularly? How regularly?
Yes. They should be routinely washed depending on the frequency of use.

How does one safely sterilize/clean a cloth face covering?
Cloth face coverings can be washed with soap by hand or in a washing machine. 

How does one safely remove a used cloth face covering?
Individuals should be careful not to touch their eyes, nose, and mouth when removing their cloth face covering and 
wash hands immediately after removing.

How to make cloth face coverings
Simple cloth face coverings can be made at home and may help prevent the spread of COVID-19.

Sewn and non-sewn instructions are below.

5/29/2020 How to Make Cloth Face Coverings to Help Slow Spread | CDC
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Coronavirus Disease 2019 (COVID-19)

How to Make Cloth Face Coverings

CDC on Homemade Cloth Face Coverings

CDC recommends wearing cloth face coverings in public settings where other social distancing
maintain, like, grocery stores and pharmacies.

Simple cloth face coverings can be made at home and may help prevent the spread of COVID-19.

Who should NOT use cloth face coverings: children under age 2, or anyone who has trouble breathing, is
unconscious, incapacitated or otherwise unable to remove the mask without assistance

Cloth face coverings are NOT surgical masks or N-95 respirators. Surgical masks and N-95 respirators must be
reserved for healthcare workers and other medical �rst responders, as recommended in CDC guidance.

Sew and No Sew Instructions

Materials
Two 10”x6” rectangles of cotton fabric

Two 6” pieces of elastic (or rubber bands, string, cloth strips, or hair ties)

Needle and thread (or bobby pin)

Scissors

Sewing machine

Tutorial

Sewn Cloth Face Covering

1. Cut out two 10-by-6-inch rectangles of cotton fabric. Use
tightly woven cotton, such as quilting fabric or cotton sheets.
T-shirt fabric will work in a pinch. Stack the two rectangles;
you will sew the mask as if it was a single piece of fabric.

2. Fold over the long sides ¼ inch and hem. Then fold the
double layer of fabric over ½ inch along the short sides and
stitch down.
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3. Run a 6-inch length of 1/8-inch wide elastic through the
wider hem on each side of the mask. These will be the ear
loops. Use a large needle or a bobby pin to thread it
through. Tie the ends tight.
Don’t have elastic? Use hair ties or elastic head bands. If you
only have string, you can make the ties longer and tie the
mask behind your head.

4. Gently pull on the elastic so that the knots are tucked
inside the hem. Gather the sides of the mask on the elastic
and adjust so the mask ts your face. Then securely stitch
the elastic in place to keep it from slipping.

Materials
Bandana, old t-shirt, or square cotton cloth (cut approximately 20”x20”)

Rubber bands (or hair ties)

Scissors (if you are cutting your own cloth)

Tutorial

Non-sewn Face Covering
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Make sure your cloth face covering:

ts snugly but comfortably against the side of the face

completely covers the nose and mouth

is secured with ties or ear loops

includes multiple layers of fabric

allows for breathing without restriction

can be laundered and machine dried without damage or change to shape

See more about how to wear and wash your cloth face covering.

More Information

Recommendation Regarding the Use of Cloth Face Coverings

About Cloth Face Coverings

How to Wear Your Cloth Face Covering

How to Wash Your Cloth Face Covering

Video: U.S. Surgeon General, Dr. Jerome Adams- How to Make Your own Face Covering

Important Information About Your Cloth Face Coverings

ASL Video Series: Easy DIY Cloth Face Covering

How To Make Your Own Face Covering Video
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Hand Washing
Hand washing is one of the best ways to protect yourself and your 
family from getting sick. Learn when and how you should wash your 
hands to stay healthy. Adherence to CDC Guidelines as to personal 
hygiene to help reduce spread of virus is required. Supervisors should 
provide liberal time away from work tasks to allow hand washing 
throughout the day. 

How Germs Spread
Washing hands can keep you healthy and prevent the spread of 
respiratory and diarrheal infections from one person to the next. Germs 
can spread from other people or surfaces when you:

• Touch your eyes, nose, and mouth with unwashed hands
• Prepare or eat food and drinks with unwashed hands
• Touch a contaminated surface or objects
• Blow your nose, cough, or sneeze into hands and then touch other 

people’s hands or common objects

During the COVID-19 pandemic, you should also clean 
hands:
• After you have been in a public place and touched an item or surface 

that may be frequently touched by other people, such as door handles, tables, gas pumps, shopping carts, or 
electronic cashier registers/screens, etc. 

• Before touching your eyes, nose, or mouth because that’s how germs enter our bodies.

Follow Five Steps to Wash Your Hands the Right Way
Washing your hands is easy, and it’s one of the most effective ways to prevent the spread of germs. Clean hands can 
stop germs from spreading from one person to another and throughout an entire community-from your home and 
workplace to childcare facilities and hospitals.

Follow these five steps every time:
1. WET your hands with clean, running water (warm or cold), turn off the tap, and apply soap.

2. LATHER your hands by rubbing them together with the soap. Lather the back of your hands, between your 
fingers, and under your nails.

3. SCRUB your hands for at least 20 seconds. Need a timer?  Hum the “Happy Birthday” song from beginning to 
end twice.
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4. RINSE your hands well under clean, running water.

5. DRY your hands with a clean towel or air dry them. 

Key Times to Wash Hands:
• Before, during, and after preparing food
• Before eating food
• Before and after caring for someone at home who is sick with vomiting or diarrhea
• Before and after treating a cut or wound
• After using the toilet
• After changing diapers or cleaning up a child who has used the toilet
• After blowing your nose, coughing, or sneezing
• After touching an animal, animal food, or animal waste
• After handling pet food or pet treats
• After touching garbage

Use Hand Sanitizer When You Can’t Use Soap and Water 
Washing hands with soap and water is the best way to get rid of germs in most situations. If soap and water are not 
readily available, you can use an alcohol-based hand sanitizer that contains at least 60% alcohol. You can tell if the 
sanitizer contains at least 60% alcohol by looking at the 
product label. 

Sanitizers can quickly reduce the number of germs on 
hands in many situations. However,
• Sanitizers do not get rid of all types of germs.
• Hand sanitizers may not be as effective when hands are 

visibly dirty or greasy.
• Hand sanitizers may not remove harmful chemical from 

hands like pesticides and heavy metals

How to use hand sanitizers
• Apply the gel product to the palm of one hand (read the 

label to learn the correct amount).
• Rub your hands together.
• Rub the gel over all the surfaces of your hands and fingers until your hands are dry. This should take around 20 

seconds.

CAUTION —Swallowing alcohol-based hand sanitizers can cause alcohol poisoning if more than a couple of 
mouthfuls are swallowed. 

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 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 



Shepherd University | Return to Campus Guidelines 11

available, clean your hands with alcohol-based hand sanitizers with greater than 60% ethanol or 70% isopropanol as 
the preferred form of hand hygiene in healthcare settings

Social Distancing 
Limiting face-to-face contact with others is the best way to reduce the spread of coronavirus disease 2019 
(COVID-19). Social distancing, also called “physical distancing,” means keeping space between yourself and other 
people outside of your home. To practice social or physical distancing: 

• Stay at least 6 feet (about 2 arms’ length) from other people 
• Do not gather in groups 
• Stay out of crowded places and avoid mass gatherings 

Limit close contact with others outside your household in indoor and outdoor spaces. Since people can spread the 
virus before they know they are sick, it is important to stay away from others when possible, even if you—or they—
have no symptoms. Social distancing is especially important for people who are at higher risk for severe illness from 
COVID-19.

Every employee is obligated to make a good faith effort to comply with the physical/social distancing guidelines 
established by the CDC, which recommends a minimum of six feet interpersonal distance to the maximum degree 
achievable. Willful or reckless disregard of distancing from others is prohibited. Generally, all meetings of employees 
should continue to be conducted virtually, unless there are specific reasons why a fully socially-distanced physical 
meeting should occur. Employees are expected to make every effort to avoid unplanned visits to other administrative 
offices.

GUIDANCE FOR WORKPLACE SCENARIOS
Working in Office Environments
You should wear a face mask or face covering at all times while in a shared work space/room. If you work in 
an office, no more than one person should be in the same room unless the required 6 feet of distancing can be 
consistently maintained. If more than one person is in a room, masks/face coverings should be worn at all times. 
A mask or face covering is not required if you are working alone in a confined office space (does not include 
partitioned work areas in a large open environment).

Departments should assess open work environments and meeting rooms to institute measures to physically separate 
and increase distance between employees. Masks/face coverings should be worn by any employee in a reception/
receiving area. Masks/face coverings should be used when inside any Shepherd facility where others are present, 
including walking in narrow hallways where others travel and in break rooms, conference rooms and other meeting 
locations.

Meetings
Convening in groups increases the risk of viral transmission. As the University begins to reopen in June 2020, 
meetings should be held using the extensive range of available collaboration tools (e.g. Zoom, WebEx, Microsoft 
Teams, Skype for Business, telephone, etc.). In-person meetings will be further evaluated and this guidance will be 
updated as conditions warrant. 

During your time on-site, you should communicate with your colleagues and supervisor as needed by e-mail, 
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telephone or other available technology rather than face-to-face. You can also use a range of collaboration tools as 
mentioned above. 

Elevators
Avoid overcrowding elevators. Do not touch your face after contact with elevator buttons. Wash hands with soap or 
use disinfectant alcohol.

Water Bottle Filling Stations
Water fountains on campus will be turned off. Employees are encouraged to bring their own bottles of water to 
campus. Water bottle filling stations will be available.

Restrooms
Restrooms have been limited based on size to ensure at least 6 feet distance between individuals. Wash your hands 
thoroughly afterward to reduce the potential transmission of the virus.

Breakrooms
Employee breakrooms must remain compliant with required distancing and safety standards. In a large room 
in which tables and chairs are allocated for eating, chairs may not be moved or added to the room to result in 
diminishment of distancing. Reasonable additional care to maintain required distancing should be used while one or 
more employees have removed a Face Covering due to eating. Employees using a breakroom must clean up surfaces 
after themselves, using disposable towels. Dirty dishes must not be left unattended.

Rigorous and frequent washing of hands should be practiced whenever touching common surfaces, always 
immediately prior to eating, and again after doing any cleaning of common surfaces which the employee may have 
soiled during food preparation. 

Employees who have a private office should eat in their office, to accommodate those who do not have a private 
office. Any employee who does not have a private office and finds compliance with this rule difficult should consult 
the HR Office. Building Managers may adopt the use of sign-up schedules, scheduling specific windows of time, 
where necessary to avoid employees excessive wait times to access break rooms.

Enter/Exit of Buildings 
The University is implementing special signage relating to pedestrian traffic at building entrances/exits, stairwells, 
elevators, and restrooms. Compliance with the signage is required. Employees may not ignore directional signage 
merely because it appears that no one else is in proximity. 

Personal Travel
The University will not authorize any business travel until at least after January 1, 2021, unless for extraordinarily 
unique exigencies and approved by the President. The University has a unique obligation, during the COVID-19 
pandemic, to monitor personal activity which can create an increased risk to the University community; for this 
reason, the University cautions that employees should use the utmost care and discretion in any personal travel. In 
the interest of campus safety, the University may require any employee who travels to especially high-risk areas to 
either work at home for a quarantine period or to use annual leave.
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