
 

Wharton County Junior College 

Reopen Plan 

Wharton County Junior College (“WCJC”) is committed to providing our students with a quality 
education while ensuring that they may achieve their academic goals in an environment that promotes 
their overall health and safety.  Moreover, the College remains stalwart in our dedication to our faculty 
and staff, who continue to instruct, serve, and support our students throughout this difficult time.   

The challenges arising from the Coronavirus (“Coronavirus” or “COVID-19”) pandemic have been far-
reaching and will continue to impact the lives and livelihoods of our college community well into the 
foreseeable future.  As such, the WCJC Administration has developed a comprehensive WCJC Reopen 
Plan that will enable operations to open and/or expand in a manner that is methodical and controlled, 
thereby mitigating risk and maximizing our ability to serve our community in a safe manner.  Decisions 
outlined within the WCJC Reopen Plan are based upon that foundational concept, in conjunction with 
guidance from federal, state, and local authorities.  As circumstances relating to COVID-19 continue to 
evolve, this WCJC Reopen Plan will remain flexible and responsive to change.   

I. PROTOCOL DEVELOPMENT AND MANAGEMENT 

Processes and protocols outlined within the WCJC Reopen Plan are based on recommendations and 
guidelines established by the following federal, state, and local authorities: 

• The Centers for Disease Control and Prevention (“CDC”) Interim Guidance for Administrators 
of US Institutions of Higher Education and Coronavirus Website; 

• The White House Opening Up America Again Plan; 

• The Office of the Governor of Texas’ Report to Open Texas;  

• Compliance standards of the Southern Association of Colleges and Schools; 

• Requirements stemming from the Texas Higher Education Coordinating Board; and 

• Consultation, as needed, with local authorities and emergency management personnel. 

WCJC protocols have been developed in adherence with best practice guidelines and in an effort to 
mitigate health and safety risks to all students, faculty, and staff at WCJC.  Compliance and safety 
protocols will continue to be monitored and adjusted, as needed, based on guidelines and information 
ascertained from external regulatory groups, as well as through evaluation of internal efficacy metrics. 

WCJC has established a Reopen Task Force (“Task Force”) to monitor and evaluate the WCJC Reopen 
Plan and all associated protocols and procedures. The Task Force will manage all reporting related to the 
WCJC Reopen Plan and will keep the President, Executive Cabinet, and Board of Trustees apprised of all 
planning processes, modifications, and outcomes throughout implementation. 

  

 

https://www.cdc.gov/coronavirus/2019-ncov/community/guidance-ihe-response.html
https://www.cdc.gov/coronavirus/2019-ncov/community/guidance-ihe-response.html
https://www.cdc.gov/coronavirus/2019-ncov/index.html
https://www.whitehouse.gov/openingamerica/
https://www.google.com/url?sa=t&rct=j&q=&esrc=s&source=web&cd=1&ved=2ahUKEwjN6diS35rpAhVIba0KHaHTDgYQFjAAegQIARAB&url=https%3A%2F%2Fgov.texas.gov%2Fuploads%2Ffiles%2Forganization%2Fopentexas%2FOpenTexas-Report.pdf&usg=AOvVaw30pVHZpHt_eF1k-70YO51S
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II. PHASES OF THE WCJC REOPEN PLAN 

Following the example set by federal, state, and local authorities, WCJC will implement a phased reopen 
model to minimize risk of exposure, while maintaining and expanding essential operations.  Timelines 
will be determined based on prior-phase implementation outcomes, updated or expanded guidelines 
from external regulatory agencies, and recommendations from the Task Force. 

At present, there are three phases planned as part of the reopen process: 

• Pre-Open: Restricted Access for Essential Employees Only (March – May 2020) 

• Phase One: Limited Contact (Effective June 1, 2020) 

• Phase Two: Expanded Operations (Effective July 6, 2020) 

• Phase Three: New Normal (Effective August 24, 2020) 

Details related to the specifics of each phase of the WCJC Reopen Plan are described below and are 
subject to change based on circumstances and guidance from federal, state, and local authorities. 
Protocols established within the various phases of the WCJC Reopen Plan will include four primary 
operational considerations which will allow for adequate preparation, implementation, and evaluation 
of each phase: Screening, Access, and Monitoring; Social Distancing and PPE; Cleaning and Disinfecting; 
Communication and Training. 

III. PRE-OPEN: RESTRICTED ACCESS FOR ESSENTIAL EMPLOYEES ONLY (MARCH 16, 2020 – MAY 31, 
2020) 

Beginning March 16, 2020, WCJC suspended operations as a precautionary measure resulting from the 
Coronavirus pandemic.  At that time, it was determined that only essential personnel, as defined by the 
WCJC Executive Cabinet, would be required to return to work.  Essential personnel were identified 
based on immediate need, primarily to ensure the continuation of instruction in the form of distance 
education and the maintenance of student and employee support functions. 

During the intervening weeks, essential support staff who were required to come to campus to 
complete their job responsibilities were compensated using a premium pay scale.  Where possible, 
essential employees were provided with laptops and Virtual Private Network access to allow for remote 
work opportunities.  All campus buildings remained locked and accessible only to employees with swipe-
card permissions.  Signage was posted on all entrances indicating closure of campus facilities to the 
public.  In addition, information was made available on the WCJC website redirecting students to online 
instructional and support services. 
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IV. PHASE ONE: LIMITED CONTACT (BEGINNING JUNE 1, 2020) 

All employees, students, and visitors shall adhere to the following guidelines and any additional 
requirements of the WCJC Administration throughout Phase One of the reopen process.  Individuals 
shall also adhere to any additional departmental, instructional, or building protocols established under 
this WCJC Reopen Plan.   

A. Employees 

1. All twelve-month employees will be expected to resume a 40-hour per week 
work schedule, either on-campus or through remote options. Remote work 
opportunities must be approved by the supervising Executive Cabinet member. 

2. All WCJC employees must complete the WCJC Employee Self-Certification that 
they will adhere to the guidelines set by WCJC to promote good hygiene 
practices and reduce the potential for spread of the virus.  (See Appendix A.)   

3. All WCJC employees must complete the Safe Colleges Coronavirus training that 
will be provided by the college regarding Coronavirus risk factors, proper 
hygiene, and necessary cleaning protocols before returning to work on campus.  
Additional training will be provided as necessary. 

4. All WCJC employees must self-screen for COVID-19 symptoms every day before 
coming on WCJC campus facilities by using the WCJC COVID-19 Screening 
Questionnaire.  (See Appendix B.)   

5. Any employee, whether working on-campus or in a remote capacity, must 
immediately (within 24 hours) self-report to the college using the WCJC COVID-
19 Employee Self-Reporting Form for any of the following conditions: 

a. Experience new or worsening symptoms associated with COVID-19; 

b. Believe that they were exposed1 to someone with COVID-19; 

c. Received a confirmed positive test, are diagnosed with, or being treated 
for COVID-19; 

d. Were tested for COVID-19 and are awaiting results of the test; 

e. Are providing care to or residing with a family member who has been 
diagnosed with, is experiencing symptoms, or has been tested for 
COVID-19; and/or 

f. Has traveled internationally, on a cruise, or to any locations identified in 
the Governor’s Executive Orders. 

                                                           
1 For the purposes of the WCJC Reopen Plan, “exposed” is defined as an individual who is “a ’close contact’ of 
someone who [is] infected, which is defined as being within approximately 6 feet (2 meters) of a person with 
COVID-19 for a prolonged period of time.” CDC General Business Frequently Asked Questions 

https://forms.gle/y9meawdykKvSS4eC9
https://form.jotform.com/201354043942145
https://form.jotform.com/201354043942145
https://www.cdc.gov/coronavirus/2019-ncov/community/general-business-faq.html
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6. Each employee will be provided with two cloth face coverings.  Employees 
should refer to Section IV.E regarding the use of face coverings while on 
campus.   

7. Employees must wash or sanitize their hands upon entering any WCJC campus 
facility and following any interactions with faculty, staff, or students/visitors.  
Increased hand washing and hand sanitizer usage throughout the day is highly 
recommended, especially after contact with high-touch surfaces, including 
doorknobs, light switches, tables, chairs, restroom facilities, or other shared 
equipment/furniture. 

8. Employees must practice social distancing at all times by maintaining a 
minimum of six (6) feet of separation from others, paying strict attention to 
physical barriers and WCJC signage, including in shared workspaces, hallways, 
restrooms, classrooms, laboratories, and common areas. 

a. Where feasible, WCJC will ensure that individuals’ workstations and 
working conditions meet social distancing guidelines.   

b. Remote work options may be permitted on a case-by-case basis where 
necessary to ensure adherence to social distancing guidelines, at the 
discretion of each employee’s direct supervisor. 

c. In those instances where social distancing is not feasible, an employee 
may be required to take additional precautionary measures as directed 
by his or her direct supervisor, including the use of cloth face coverings. 

d. Employees are encouraged to minimize direct interactions with others 
through increased use of phone calls, email, and interoffice mail, rather 
than through in-person interactions and meetings. 

e. All meetings must be held virtually.  Meetings that must take place in 
person will be restricted based on the social distancing capacity of the 
room in which the meeting is held. 

9. Employees must maintain contact with their direct supervisor, including while 
on leave, to ensure that they are apprised of any changes or modifications to 
WCJC policies and protocols related to COVID-19. 

10. Supervisors must maintain a record of employee attendance on WCJC campus 
facilities.  Attendance records will be updated on a daily basis and maintained 
by each supervisor. 

11. Virtual forums will be hosted by the Vice President of Planning and Institutional 
Effectiveness (“VPPIE”) to provide an opportunity for employees to ask 
questions regarding protocols and procedures. 

12. WCJC Executive Cabinet members will maintain regular contact with direct 
reports to ensure that any issues or concerns are addressed in a timely manner. 
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13. A comprehensive set of return-to-work guidelines for Phase One, including 
provisions provided as part of the Families First Coronavirus Relief Act, can be 
found in Appendix E. 

B. Students 

1. Students will only be allowed on campus if they have an appointment or are 
enrolled in a program or course that requires face-to-face instruction, as 
approved by the Vice President for Instruction (“VPI”).   

a. Daily attendance records will be maintained by all instructors for those 
courses conducting face-to-face instruction.  Attendance records shall 
be submitted on a weekly basis to the VPI. 

b. Students with scheduled appointments will be required to sign in upon 
entering any WCJC campus facility and must provide their name and 
contact information.  Appointment logs shall be submitted on a weekly 
basis to the Dean of Student Success. 

2. Students must self-screen each day prior to coming on campus using the WCJC 
COVID-19 Screening Questionnaire. (See Appendix B.) 

3. Any student, whether attending class on-campus or in a remote capacity, must 
immediately (within 24 hours) self-report to the college using the  WCJC COVID-
19 Student/Visitor Self-Reporting Form for any of the following conditions: 

a. Experience new or worsening symptoms associated with COVID-19; 

b. Believe that they were exposed to someone with COVID-19; 

c. Received a confirmed positive test, are diagnosed with, or being treated 
for COVID-19; 

d. Were tested for COVID-19 and are awaiting results of the test; 

e. Are providing care to or residing with a family member who has been 
diagnosed with, is experiencing symptoms, or has been tested for 
COVID-19; and/or 

f. Has travelled internationally, on a cruise, or to any locations identified 
in the Governor’s Executive Orders.  

4. Students should refer to Section IV.E regarding the use of face coverings while 
on campus.   

5. Students who are enrolled in certain educational programs or courses may be 
required to wear face coverings depending on the degree of direct, personal 
interaction required to complete the curriculum based on the needs of the 
specific program (e.g. Allied Health).   

https://form.jotform.com/201354294364151
https://form.jotform.com/201354294364151
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6. Students must wash or sanitize their hands upon entering any WCJC campus 
facility and following any interactions with faculty, staff, or other 
students/visitors.  Increased hand washing and hand sanitizer use throughout 
the day is highly recommended, especially high touch surfaces, including 
doorknobs, light switches, tables, chairs, restroom facilities, or other shared 
equipment/furniture. 

7. Students must follow social distancing guidelines at all times, by maintaining a 
minimum of six (6) feet of separation from others, including in hallways, 
restrooms, classrooms, laboratories, and common areas. 

C. Visitors 

1. Visitors will only be allowed on campus if they have an appointment.  Offices, 
units, or departments who allow visitors must keep a log of all visitors, including 
their name, contact information, date, and start/end time of the visit.  
Appointment logs shall be submitted on a weekly basis to the Dean of Student 
Success. 

2. Any visitor must immediately (within 24 hours) self-report to the college using 
the  WCJC COVID-19 Student/Visitor Self-Reporting Form for any of the 
following conditions: 

a. Experience new or worsening symptoms associated with COVID-19; 

b. Believe that they were exposed to someone with COVID-19; 

c. Received a confirmed positive test, are diagnosed with, or being treated for 
COVID-19; 

d. Were tested for COVID-19 and are awaiting results of the test; 

e. Are providing care to or residing with a family member who has been 
diagnosed with, is experiencing symptoms, or has been tested for COVID-19; 
and/or 

f. Has travelled internationally, on a cruise, or to any locations identified in the 
Governor’s Executive Orders.   

3. WCJC visitors should refer to Section IV.E regarding the use of cloth face 
coverings while on campus. 

4. Visitors must wash or sanitize their hands upon entering any WCJC campus 
facility and following any interactions with faculty, staff, students, or visitors.  
Increased hand washing and hand sanitizer use throughout the day is highly 
recommended, especially high touch surfaces, including doorknobs, light 
switches, tables, chairs, restroom facilities, or other shared 
equipment/furniture. 

https://form.jotform.com/201354294364151
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5. Visitors must follow social distancing guidelines at all times by maintaining a 
minimum of six (6) feet of separation from others, including in hallways, 
restrooms, classrooms, laboratories, and common areas. 

D. Facilities 

1. Signage with information regarding self-screening requirements, hygiene best 
practices, and COVID-19 information or risk factors will be placed in the 
following locations: 

a. On all external doors; and 

b. In all buildings, including in each occupied hallway, office suite, common 
area, classroom, laboratory, and restroom. 

2. All campus buildings will be on-lock with access to WCJC campus facilities 
limited to points of entry which require a swipe-card for entry. 

3. All WCJC campus facilities, including buildings, offices, and workstations, will be 
fully disinfected before employees return to campus. A cleaning protocol will be 
maintained for each building and expanded as needed to support operations.  
(See Building Protocols, Section IX.)   

4. High touch surfaces, including doorknobs, light switches, tables, chairs, and 
restroom facilities, will be regularly and frequently disinfected. 

5. Where feasible, interior doors within common areas and office suites should be 
left in the open position to minimize contact with doorknobs and door handles. 

6. External doors to private offices should remain closed to restrict access. 

7. Disinfecting wipes will be provided to individual offices and departments, as 
needed, to allow employees to clean common-use equipment, including 
photocopy machines, keyboards, coffee machines, etc. 

8. Hand sanitizer and soap and water will be provided in all restrooms and will be 
readily available to all employees, students, and visitors. 

9. No more than ten (10) people will be permitted in a common area at one time.   

10. Capacity restrictions will be calculated for each common area, classroom, and 
laboratory to ensure adherence to social distancing guidelines.  Capacity 
restrictions shall be maintained within the individual building protocols.  If no 
restrictions have been identified for a given area, the capacity shall be limited to 
ten (10) individuals. 

11. Physical social distancing markers will be used, as appropriate, in all classrooms, 
laboratories, lobbies, walkways, etc. to ensure proper distance of at least six (6) 
feet of space between individuals. 
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12. Workstations and offices will be rearranged, as appropriate, to maintain a 
minimum of six (6) feet of distance between employees. 

13. Items, workstations, and equipment that are handled by students or visitors 
should be disinfected following contact and prior to use by others. 

14. Elevator use will be restricted to only those individuals with physical limitations, 
including disabilities and/or moving large equipment or furniture.  An elevator 
may only be used by one person at a time. 

15. Restricted areas will be clearly identified and restricted from access using 
barriers or physical markers. 

16. No dining services will be available on campus. 

17. Employees should submit special facilities requests to their respective Vice 
President, who will forward each request to the Director of Facilities for 
consideration.  The Director of Facilities will provide a response to the Vice 
President, who will be responsible for communicating the response to the 
employee. 

18. In the event of a positive case on campus, all areas in which that person 
entered, worked, or otherwise used facilities will be immediately shut down.  
Per CDC guidelines, the area(s) will be vacated for a minimum of 24 hours and, 
where possible, external doors and window will be opened to allow for 
increased air circulation.  Following that initial 24 hour period, custodial staff 
will “clean and disinfect all areas, including offices, bathrooms, and common 
areas, focusing especially on frequently touched surfaces…Operations can 
resume as soon as the cleaning and disinfection are completed.”2  

E. Personal Protective Equipment (“PPE”) and Supplies 

1. All employees, students, and visitors are strongly encouraged to wear face 
coverings while on WCJC campus facilities, especially when interacting with 
others and while in hallways, restrooms, and common areas.    WCJC employees 
will be provided with two cloth face coverings per person. 

2. Disinfecting wipes and hand sanitizer will be provided, as necessary, to 
individuals in shared office spaces to allow for disinfection and sanitization of 
common workspaces and shared equipment. 

3. Plexiglass shields will be installed in high-traffic offices, as deemed appropriate 
by the Task Force. 

4. PPE will be procured, maintained, and distributed by the Director of Facilities.  
Employees should submit PPE and sanitization/disinfecting supply requests to 
their respective Vice President, who will forward each request to the Director of 

                                                           
2 CDC General Business Frequently Asked Questions 

https://www.cdc.gov/coronavirus/2019-ncov/community/general-business-faq.html
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Facilities for consideration.  The Director of Facilities will provide a response to 
the Vice President, who will be responsible for communicating the response to 
the employee. 

V. PHASE TWO: EXPANDED OPERATIONS (ESTIMATED START DATE - JULY 6, 2020) 

    Protocols from Phase One will remain in place, except as modified below: 

A. Employees 

1. All twelve-month employees will be expected to return to WCJC Campus 
Facilities to expand operations across all areas. Remote work opportunities will 
be restricted and approved by the supervising Executive Cabinet member, only 
with supporting documentation.  Individuals who are unable to perform their 
work duties based on documented exemptions will be required to follow leave 
protocols established by WCJC Administration. 

2. Faculty may continue to work in a remote capacity to the extent possible and 
through approval by their Division Chair and the VPI. 

3. Employees should refer to Section V.E regarding the use of cloth face coverings 
while on campus. 

4. All travel is prohibited, with the exception of campus-to-campus. 

B. Students 

1. In-person instruction will be expanded in a limited capacity for those programs 
and/or courses that are most appropriately delivered face-to-face.  These 
programs will be identified by the applicable Division Chair and approved by the 
VPI.  All social distancing protocols must be followed, including any additional 
safety protocols required based on the specific needs of a program (e.g. Allied 
Health).  The majority of instruction will remain online. 

2. Student service offerings will continue operations in a restricted capacity, to 
facilitate adequate support for incoming and continuing students.  The majority 
of student service support will continue to be provided through remote means. 

3. Students should refer to Section V.E regarding the use of cloth face coverings 
while on campus. 

C. Visitors 

All guidelines from Phase One will remain in place during Phase Two.  Visitors should 
refer to Section V.E regarding the use of cloth face coverings while on campus. 

D. Facilities 

All guidelines from Phase One will remain in place during Phase Two. 
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E. Personal Protective Equipment (“PPE”) and Supplies 

1. Any employee, student, or visitor who comes onto a WCJC campus or facility will be 
required to wear a cloth face covering over their nose and mouth while on campus, 
specifically while in the following areas: 
 

a. Any indoor public areas, including hallways, conference rooms, break 
rooms, restrooms, non-private offices, classrooms, laboratories, or 
shared/common spaces. 

b. Any outdoor areas where social distancing guidelines are not able to be 
enforced. 

2. Cloth face coverings will not be required in the following areas: 
 

a. Private offices, while working alone. 

b. Outdoors when social distancing guidelines can be maintained or while         
operating outdoor machinery/equipment where wearing a face covering is 
not appropriate from a safety standpoint. 

c. Exceptions may be made for those individuals who provide documentation 
from a healthcare provider that, due to a medical condition, they are unable 
to wear a face covering.  Documentation for employees must be provided to 
and approved by that individual’s supervising Executive Cabinet member.  
Documentation for students must be provided to the Dean of Student 
Success. 

3. All other guidelines from Phase One will remain in place for Phase Two. 
 

VI. PHASE THREE: NEW NORMAL (ESTIMATED START DATE - AUGUST 24, 2020) 

Protocols from Phases One and Two shall remain in place, except as modified below. 

A. Employees 

1. All employees will be expected to return to campus to begin expansion of 
operations across all areas. Individuals who are unable to perform their work 
duties based on documented exemptions will be required to follow leave 
protocols established by WCJC Administration.   

2. Social distancing guidelines will be strictly enforced, as will the use of cloth face 
coverings for all employees on campus. 

B. Students 

1. In-person instruction will be expanded for the Fall term, although with limited 
enrollment in any face-to-face course offerings.  All social distancing guidelines 
will be followed, including any additional safety protocols required for a specific 
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program (e.g. Allied Health).  Programs and courses which will be offered in-
person will be identified by the applicable Division Chair and approved by the 
VPI.  In addition, the institution will increase both the use of hybrid and online 
instruction in an effort to mitigate the risk of exposure among students, faculty, 
and staff. 

2. Athletic offerings, on-campus housing, and dining services will be determined 
based on recommendations by the CDC, and other external agencies, at the 
time.   

3. Student service offerings will resume in an expanded capacity, through the use 
of appointments, to facilitate adequate support for students.  A significant 
portion of student service support will continue to be provided in a remote 
capacity. 

4. Faculty will be encouraged to conduct office hours with students via remote 
methods, including Collaborate or other video conferencing, phone, or email. 

5. Social distancing guidelines will be strictly enforced, as will the use of cloth face 
coverings for all students on campus. 

C. Visitors 

1. Visitors should schedule appointments prior to coming to WCJC Campus 
Facilities.   

2. Social distancing guidelines will be strictly enforced, as will the use of cloth face 
coverings for all visitors on campus. 

D. Facilities 

1. Building access will be open and facilities will be fully accessible.  Any remaining 
restricted areas will be identified and access will be barred using physical 
markers or barriers. 

2. All classrooms will be sanitized once per day by custodial staff, including all 
desks, chairs, table/desk surfaces, hardware, door handles, light switches, and 
other high-touch surfaces. 

3. All other guidelines regarding Facilities from Phase Two will remain in place 
during Phase Three. 

E. Personal Protective Equipment (“PPE”) and Supplies 

All guidelines regarding PPE from Phase Two will remain in place during Phase Three. 
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VII. DEPARTMENTAL PROTOCOLS 

Each department, as defined by the WCJC Administration, will be required to develop a Departmental 
Protocol for each phase of the WCJC Reopen Plan.  Departmental Protocols will provide specific details 
related to operations and staffing.  Protocols must meet, at a minimum, the guidelines outlined within 
each phase of the WCJC Reopen Plan.  In addition, Departmental Protocols will include information 
related to employee function and remote work capabilities. Departmental Protocols will be maintained 
by VPPIE.  Modifications to Departmental Protocols may be required depending on changes to federal, 
state, local, or institutional guidelines or recommendations. 

VIII. INSTRUCTIONAL PROTOCOLS 

An Instructional Protocol for all programs which offer face-to-face instruction during Phases One and 
Two of the Reopen Plan will be developed by the appropriate Program Director and submitted to their 
respective Division Chair for review.  Instructional Protocols will then be routed to the VPI for final 
review and approval.  Protocols must meet, at a minimum, the guidelines outlined within the current 
phase of the WCJC Reopen Plan.  Instructional Protocols will provide specific details related to course 
offerings, including identification of courses that can be offered online or in a hybrid capacity and 
courses that must be offered face-to-face.  Instructional Protocols will be maintained by the VPI for 
reference throughout the Reopen Plan.  Modifications to Instructional Protocols may be required 
depending on changes to federal, state, local, or institutional guidelines or recommendations. 

An Instructional Protocol for all Fall 2020 course offerings will be developed prior to Phase Three, based 
on federal, state, local, and institutional guidelines or recommendations.  Protocol development will be 
directly overseen by the VPI, in collaboration with all Division Chairs, and will provide specific details 
related to course offerings, including identification of courses that can be offered online or in a hybrid 
capacity and courses that must be offered face-to-face.  The Instructional Protocol will be maintained by 
the VPI for reference throughout Phase Three of the Reopen Plan.  Modifications to the Instructional 
Protocol may be required depending on changes to federal, state, local, or institutional guidelines or 
recommendations.  Determination regarding the need for Instructional Protocols for future semesters 
will be made on an as-needed basis. 

IX. BUILDING PROTOCOLS 

Each building will have a Building Protocol with details related to access, capacity, and cleaning for each 
phase of the WCJC Reopen Plan.  Protocols must meet, at a minimum, the guidelines outlined within 
each phase of the WCJC Reopen Plan.  Building Protocols will include information regarding disinfecting 
and sanitization responsibilities for custodial crews on a regular and ongoing basis.  In addition, Building 
Protocols will include information related to restricted spaces and the need for social distancing markers 
in shared or common spaces.  Building Protocols will be maintained by the VPPIE.  Modifications to 
Building Protocols may be required depending on changes to federal, state, local, or institutional 
guidelines or recommendations. 

X. SELF-REPORTING PROTOCOLS  

Any employee, student, or visitor, whether working on-campus or in a remote capacity, must self-report 
to the college immediately (within 24 hours) for any of the following conditions: 

• Experience new or worsening symptoms associated with COVID-19; 
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• Believe that they were exposed to someone with COVID-19; 
• Received a confirmed positive test, are diagnosed with, or being treated for COVID-19; 
• Were tested for COVID-19 and are awaiting results of the test; 
• Are providing care to or residing with a family member who has been diagnosed with, is 

experiencing symptoms, or has been tested for COVID-19; and/or 
• Has traveled internationally, on a cruise, or to any locations identified in the Governor’s 

Executive Orders. 
 

A. Employees 
 

1. Employee Self-Reporting Form 

Employees must submit a WCJC COVID-19 Employee Self-Reporting Form and notify their 
direct supervisor immediately (within 24 hours) for any of the reasons outlined in Section X 
above.  Employee self-report forms will route to the Director of Payroll and Benefits who 
will notify the individual’s direct supervisor and supervising Executive Cabinet member.  The 
Director of Payroll and Benefits will also notify the President who will report to the 
appropriate local authority.  Further actions will be determined by the President following 
consultation with local authorities.   

Once an employee self-reports to their direct supervisor, that supervisor should notify their 
supervising Executive Cabinet member, who will then contact the Director of Facilities.  This 
notification will trigger the immediate shut down of all areas in which that person entered, 
worked, or otherwise used facilities. Per CDC guidelines, the area(s) will be vacated for a 
minimum of 24 hours and, where possible, external doors and window will be opened to 
allow for increased air circulation.  Following that initial 24 hour period, custodial staff will 
“clean and disinfect all areas, including offices, bathrooms, and common areas, focusing 
especially on frequently touched surfaces…Operations can resume as soon as the cleaning 
and disinfection are completed.”3 

The supervising Executive Cabinet member will also notify, as appropriate, any individuals 
who were in direct contact with an employee who self-reports. Depending on the scenario 
and degree of exposure, those individuals may be required to self-quarantine for the 
requisite 14 day period.  Names of individuals who self-report will not be released in order 
to maintain confidentiality.   

An employee who fails to submit a WCJC COVID-19 Employee Self-Reporting Form within 24 
hours will be subject to disciplinary action, up to and including termination. The health, 
safety, and security of the college is dependent on all employees adhering to the protocols 
outlined within this plan. 

2. Quarantine Period and Return-to-Work Guidelines 

An employee who meets any of the criteria listed in Section X above must self-report to the 
college immediately (within 24 hours) using the WCJC COVID-19 Employee Self-Reporting 
Form.  Self-report forms will route directly to the Director of Payroll and Benefits who will 

                                                           
3 CDC General Business Frequently Asked Questions 

https://form.jotform.com/201354043942145
https://form.jotform.com/201354043942145
https://form.jotform.com/201354043942145
https://form.jotform.com/201354043942145
https://www.cdc.gov/coronavirus/2019-ncov/community/general-business-faq.html
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consult with the appropriate individuals to determine quarantine requirements and develop 
a specific Return-to-Work plan for each employee.  Regardless of scenario, an employee 
who meets any of the criteria listed in Section X above must: 

• Submit the WCJC COVID-19 Employee Self-Reporting Form and notify their direct 
supervisor immediately (within 24 hours); 

• Notify their healthcare provider and get tested (highly recommended); 
• Self-isolate, monitor their symptoms, and refrain from coming on any WCJC campus 

for a minimum of 14 days. 

Employees who must take leave due to COVID-related illness or self-quarantine will be 
contacted, as appropriate, by the Director of Payroll and Benefits regarding their leave 
options. In most instances, employees will be eligible to take Emergency Paid Sick Leave 
(EPSL) or vacation, personal, and sick leave accruals. (See Appendix E.)   Employees who are 
able to work in a remote capacity may be permitted to do so without taking leave, pending 
approval from their direct supervisor and supervising Executive Cabinet member.  In the 
event that an individual becomes too sick to work remotely, leave must be taken. 

3. Quarantine Resulting from Employee Travel 
 

Employees who travel internationally, on a cruise, or to any locations identified in the 
Governor’s Executive Orders, must self-quarantine for 14 days upon their return. Employees 
must self-isolate and monitor themselves for any symptoms of COVID-19, and may not enter 
a WCJC campus facility/center for a minimum of 14 days following their return from travel.  
International, cruise, or other out-of-state travel must be noted on an employee’s leave 
request and submitted to their direct supervisor and supervising Executive Cabinet member 
for notification and approval.  In addition, the employee must submit a WCJC COVID-19 
Employee Self-Reporting Form upon return from their travel.   
 
Individuals who must quarantine following travel, as outlined above, may not use EPSL for 
their quarantine period.  Employees may be allowed to work in a remote capacity, as 
approved by their direct supervisor.  If work cannot be performed remotely, an employee 
must use their accrued leave (vacation, personal, sick, in that order) to be compensated 
during their quarantine period. If an individual does not have any remaining leave, they may 
request an approval for up to 14 days of unpaid leave. 
 

B. Students and/or Visitors 
 

1. Student/Visitor Self-Reporting Form 

Students and/or visitors must submit a WCJC COVID-19 Student/Visitor Self-Reporting Form 
immediately (within 24 hours) for any of the reasons outlined in Section X above.  
Student/visitor self-report forms will route to the Dean of Student Success who will contact 
the student directly for additional context, as needed.  The Dean of Student Success will also 
notify the President who will report to the appropriate local authority.  Further actions will 
be determined by the President following consultation with local authorities.   

https://form.jotform.com/201354043942145
https://form.jotform.com/201354043942145
https://form.jotform.com/201354043942145
https://form.jotform.com/201354294364151
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Once a student or visitor self-reports, the Dean of Student Success should notify the VPI and 
the Director of Facilities.  This notification will trigger the immediate shut down of all areas 
in which that person entered, worked, or otherwise used facilities. Per CDC guidelines, the 
area(s) will be vacated for a minimum of 24 hours and, where possible, external doors and 
window will be opened to allow for increased air circulation.  Following that initial 24 hour 
period, custodial staff will “clean and disinfect all areas, including offices, bathrooms, and 
common areas, focusing especially on frequently touched surfaces…Operations can resume 
as soon as the cleaning and disinfection are completed.”4 

The Dean of Student Success and/or VPI will notify, as appropriate, any individuals who 
were in direct contact with a student or visitor who self-reports. Depending on the degree of 
exposure, those individuals may be required to self-quarantine for the requisite 14 day 
period.  Names of individuals who self-report will not be released in order to maintain 
confidentiality.   

2. Quarantine Period and Return-to-Campus Guidelines 

Any student or visitor who self-reports to the college for any of the above conditions will not 
be allowed to come to campus to work or use facilities for a minimum of 14 days following a 
positive test, potential exposure, or onset of symptoms.  Students or visitors who self-report 
will be contacted by the Dean of Student Success regarding their quarantine requirements.  
In the event that the student is enrolled in a face-to-face or hybrid class offering, the Dean 
of Student Success must notify the student’s instructor(s) so that arrangements can be 
made regarding continuation of coursework or the potential need to withdraw.  

XI. COMMUNICATION AND OUTREACH 

Primary communication of updates and changes will occur via email and employees are encouraged to 
check their WCJC email on a daily basis to keep apprised of current and future plans.  Prior to the start 
of each new phase of reopen, the VPPIE will hold an open forum in which to discuss plans and take 
questions.  Employees should route all questions up through their supervisor to their respective 
Executive Cabinet member, as appropriate. 

FUTURE PLANNING 

A minimum of two weeks prior to the transition into a new phase, the Task Force will meet to determine 
whether WCJC is on track to transition into the next phase and whether any modification to the WCJC 
Reopen Plan is necessary.  Information from federal, state, and local officials will be taken into account 
to ensure preparedness.  In the event that conditions do not allow for the institution to move into a next 
phase, the Task Force will designate a new projected timeline for transition and communication will be 
sent out to the WCJC community at large. 

This plan was last updated on: July 1, 2020 

                                                           
4 CDC General Business Frequently Asked Questions 

https://www.cdc.gov/coronavirus/2019-ncov/community/general-business-faq.html
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Appendix A 

Employee Self Certification 

Employees must not use this appendix to self-certify.  This appendix is included solely for the purpose of 
exhibiting the questions outlined in the WCJC Employee Self-Certification. 

After viewing the employee training videos related to COVID-19, and upon receipt of the WCJC COVID-
19 Screening Questionnaire, please complete the following acknowledgement. 

1. I understand, acknowledge, and agree that I will conduct a daily self-screening for the signs, 
symptoms, and potential exposure for COVID-19 prior to coming to work on campus using the 
COVID 19 Screening Questionnaire Form. 
 

2. I understand, acknowledge, and agree that I will follow the instructions on the COVID 19 
Screening Questionnaire Form and any additional instructions of WCJC administrators regarding 
entrance onto WCJC campus facilities/centers. 
 

3. I understand, acknowledge, and agree that I am to self-report in the event that I have any signs 
or symptoms or have been in contact with someone who has tested positive for COVID-19 using 
the WCJC Self-Reporting Form. 
 

4. I understand, acknowledge, and agree that I have completed the required training on hygiene 
best practices and methods for preventing spread prior to returning to work on campus. 
 

5. I understand, acknowledge, and agree that I have read and understand the expectations 
required of me as a member of the WCJC team and will adhere to the guidelines that have been 
put in place to help ensure the safety and wellbeing of myself, my colleagues, and our students. 
 

 
 
 
 
 _______________________________________ 
 Signed 
 
 
 

_______________________________________ 
 Employee Name (Printed) 
 
 
 
 _______________________________________ 
 Date 
  

https://forms.gle/y9meawdykKvSS4eC9
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Appendix B 

WCJC COVID-19 Screening Questionnaire 

All employees must self-screen prior to coming to work each day by completing the following 
questionnaire.  Any students or other visitors should be screened prior to be admitted to a building. 

Disclaimer  

This screening questionnaire does not provide a medical diagnosis and is for screening and informational 
purposes only.  The information contained in the screening questionnaire is not intended to diagnose, 
cure, mitigate, treat, or prevent disease or other conditions.  The questionnaire is not intended to 
provide a determination or assessment of an individual’s health.  Anyone with health concerns, or 
concerns about the health of another, should consult a physician.  If you are experiencing a health 
emergency, please call 911. 

Symptom Screening Questionnaire  

Please answer the following questions, with regard to new or worsening symptoms, before entering 
campus facilities/centers5: 

1. Do you have a fever?     No Yes 
2. Do you have a cough?     No Yes 
3. Do you have shortness of breath or difficulty  

breathing?      No Yes 
4. Do you have a body ache or muscle ache?  No Yes 
5. Are you fatigued?     No Yes 
6. Do you have new loss of taste or smell?   No Yes 
7. Do you have a sore throat?    No Yes 
8. Do you have congestion or a runny nose?  No Yes 
9. Are you experiencing nausea or vomiting?  No Yes 
10. Do you have diarrhea?     No Yes 
11. Have you tested positive for the flu or other 

respiratory virus in the last two weeks?   No Yes 

If you answer “Yes” to any of the above criteria, please notify your direct supervisor and self-report to 
the college immediately (within 24 hours) using the WCJC COVID-19 Employee Self-Reporting Form.  

This screening tool is not to be used as a means of self-reporting to the college. 

Mandatory Self Quarantine 

Any employee, student, or visitor, whether working on-campus or in a remote capacity, must self-report 
to the college immediately (within 24 hours) for any of the following conditions: 
                                                           
5 CDC Symptoms of Coronavirus 

https://form.jotform.com/201354043942145
https://www.cdc.gov/coronavirus/2019-ncov/symptoms-testing/symptoms.html
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• Experience new or worsening symptoms associated with COVID-19 (see above); 
• Believe that they were exposed6 to someone with COVID-19; 
• Received a confirmed positive test, are diagnosed with, or being treated for COVID-19; 
• Were tested for COVID-19 and are awaiting results of the test; 
• Are providing care to or residing with a family member who has been diagnosed with, is 

experiencing symptoms, or has been tested for COVID-19; and/or 
• Has travelled internationally, on a cruise, or to any locations identified in the Governor’s 

Executive Orders. 

An employee who meets any of the criteria listed above must self-report to the college immediately 
(within 24 hours) using the WCJC COVID-19 Employee Self-Reporting Form.  Self-reports will route 
directly to the Director of Payroll and Benefits who will work with the appropriate individuals to develop 
a specific Return-to-Work plan for each employee.  Regardless of scenario, all employees who meet the 
criteria listed above must: 

• Submit the WCJC COVID-19 Employee Self-Reporting Form; 
• Notify their healthcare provider and get tested (highly recommended); 
• Self-isolate, monitor their symptoms, and refrain from coming on any WCJC campus for a 

minimum of 14 days. 

  

                                                           
6 Employees may have been exposed if they are a “close contact” of someone who infected, which is defined as 
being within approximately 6 feet (2 meters) of a person with COVID-19 for a prolonged period of time. CDC 
General Business Frequently Asked Questions 

https://form.jotform.com/201354043942145
https://form.jotform.com/201354043942145
https://www.cdc.gov/coronavirus/2019-ncov/community/general-business-faq.html
https://www.cdc.gov/coronavirus/2019-ncov/community/general-business-faq.html
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Appendix C 

WCJC COVID-19 Employee Self-Reporting Form 

Employees must not use this appendix to self-report.  This appendix is included solely for the purpose of 
exhibiting the questions outlined in the WCJC COVID-19 Employee Self-Reporting Form. 

1. Name: ______________________________________________ 

2. WCJC Email: _________________________________________ 

3. Phone Number: ______________________________________ 

4. County of Residence: __________________________________ 

5. Cabinet-Level Affiliation: President VPI VPAS VPT VPPIE 

6. Which of the following pertains to your situation? 

• Experiencing new or worsening symptoms associated with COVID-19 
• Believe that you were exposed7 to someone with COVID-19 
• Received a confirmed positive test, have been diagnosed with, or are being treated for 

COVID-19 
• Were tested for COVID-19 and are awaiting results 
• Are providing care to or residing with a family member who has been diagnosed with, is 

experiencing symptoms, or has been tested for COVID-19 
• Have traveled internationally, on a cruise, or to any locations identified in the Governor’s 

Executive Orders 

7. What date did you (or the other individual) get tested for COVID-19?  

Date: ___________________________________ 

8. Have you been on one of the WCJC campuses two weeks prior to or following the positive test 
result?  

Yes No 

9. Which campus(es) have you been to during that time?  

W R SL BC None 

10. Please list the buildings/areas that you visited while on campus. 

By entering my name, I certify that all information contained in this report is true and correct. 

                                                           
7 Employees may have been exposed if they are a “close contact” of someone who infected, which is defined as 
being within approximately 6 feet (2 meters) of a person with COVID-19 for a prolonged period of time. CDC 
General Business Frequently Asked Questions 

https://form.jotform.com/201354043942145
https://www.cdc.gov/coronavirus/2019-ncov/community/general-business-faq.html
https://www.cdc.gov/coronavirus/2019-ncov/community/general-business-faq.html
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Appendix D 

WCJC COVID-19 Student/Visitor Self Reporting Form 

Students/visitor must not use this appendix to self-report.  This appendix is included solely for the 
purpose of exhibiting the questions outlined in the WCJC COVID-19 Student/Visitor Self-Reporting Form. 

1. Name: ______________________________________________ 

2. WCJC Email: _________________________________________ 

3. Phone Number: ______________________________________ 

4. County of Residence: __________________________________ 

5. College Affiliation: Student  Visitor 

6. Which of the following pertains to your situation? 

• Experiencing new or worsening symptoms associated with COVID-19 
• Believe that you were exposed8 to someone with COVID-19 
• Received a confirmed positive test, have been diagnosed with, or are being treated for 

COVID-19 
• Were tested for COVID-19 and are awaiting results 
• Are providing care to or residing with a family member who has been diagnosed with, is 

experiencing symptoms, or has been tested for COVID-19 
• Have traveled internationally, on a cruise, or to any locations identified in the Governor’s 

Executive Orders 

7. What date did you (or the other individual) get tested for COVID-19?  

Date: ___________________________________ 

8. Have you been on one of the WCJC campuses two weeks prior to or following the positive test 
result?  

Yes No 

9. Which campus(es) have you been to during that time?  

W R SL BC None 

10. Please list the buildings/areas that you visited while on campus. 

By entering my name, I certify that all information contained in this report is true and correct. 

                                                           
8 Students/visitors may have been exposed if they are a “close contact” of someone who infected, which is defined 
as being within approximately 6 feet (2 meters) of a person with COVID-19 for a prolonged period of time. CDC 
General Business Frequently Asked Questions 

https://form.jotform.com/201354294364151
https://www.cdc.gov/coronavirus/2019-ncov/community/general-business-faq.html
https://www.cdc.gov/coronavirus/2019-ncov/community/general-business-faq.html
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Appendix E 

WCJC Phase One Return-to-Work Guidelines 

Phase One of the Wharton County Junior College (“WCJC”) Reopen Plan will take effect beginning June 
1, 2020.  As part of Phase One, all employees will be expected to return to work.  “Return to work” 
within the scope of these guidelines means that: 

• All 12-month, full-time employees will be expected to complete 40 hours of work per week, 
either on-campus or in a remote capacity, during the standard 8:00am-5:00pm workday. 

• Standard time sheets will be used for all time reporting, with the COVID-19 time sheet no longer 
required.  Only time worked will be recorded on an employee’s timesheet. 

• Traditional leave protocols will be followed for any employee requesting leave, with limited 
exceptions noted below. 

• Part-time employees will be expected to return to campus, as required by their direct 
supervisor. 

• Premium pay will no longer be paid to those employees working on campus. 

Work Status Determination 

Beginning Monday, May 18, 2020, supervisors will be required to contact all direct reports to determine 
their work status.  Employee work status will fall under one of the following categories: 

1. Must return to campus in order to complete their job assignments. 
2. May work both on-campus and remotely in order to complete their job assignments. 
3. Unable to return to work but can complete all duties in a remote capacity. 
4. Unable to return to work but not able to complete their job responsibilities in a remote capacity. 

Employees in this category must satisfy the criteria on the WCJC Families First Coronavirus Relief 
Act (“FFCRA”) form. 

Schedule Development 

Prior to the start of Phase One of the Reopen Plan, which begins June 1, 2020, supervisors must develop 
a return-to-work schedule for all employees in their area.  Schedules for full-time staff must encompass 
a full 40 hours per week, and must be consistent with social distancing guidelines.  Social distancing 
guidelines will be strictly enforced throughout Phase One. When necessary, staggered work schedules 
and remote work opportunities may be used at the discretion of the department supervisor with 
approval of the appropriate Vice President.  Return-to-work plans should be developed by using the 
attached Departmental Protocol and submitted to the appropriate Vice President by Thursday, May 28, 
2020. 

Employees Unable to Return to Work 

Employees classified under Category 4 above must complete a WCJC FFCRA form, to be signed by the 
employee’s direct supervisor and cabinet-level administrator.  The employee must provide 
documentation supporting eligibility under the FFCRA.  (See Supporting Documentation below.)   
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An employee may be eligible under the FFCRA if the employee: 

1. Is subject to a Federal, State, or local quarantine or isolation order related to COVID-19;  
2. Has been advised by a healthcare provider to self-quarantine related to COVID-19 (including 

individuals who are immunocompromised);  
3. Is experiencing COVID-19 symptoms and is seeking a medical diagnosis;  
4. Is caring for an individual who lives in the same household and is subject to an order described 

in item 1 above or a self-quarantine as described in item 2 above;  
5. Is caring for his or her child whose school or place of care is closed (or child care provider is 

unavailable) due to COVID-19 related reasons; 
6. Experiencing any other substantially similar condition specified by the U.S. Department of 

Health and Human Services. 

The federal government has provided 80 hours of Emergency Paid Sick Leave (EPSL) for those individuals 
who report an inability to return to work as listed above.  If additional leave is required beyond the 
federally-provided 80 hours, an employee may use their accrued vacation leave.  Once vacation leave is 
exhausted, an employee may use their personal leave, and then their accrued sick leave, based on 
provided documentation.  Once an employee has exhausted all leave, they must return to work. 

For those individuals who are caring for their child due to school closures related to COVID-19, if 
additional leave is required beyond the federally-provided 80 hours, an employee may opt to engage in 
Emergency Family Medical Leave (EFMLA). 

All inquiries related to this section should first be discussed with an employee’s direct supervisor, who 
will then coordinate with the Director of Payroll and Benefits on a case-by-case basis. 

Supporting Documentation 

Along with their FFCRA form, an employee will be required to provide supplemental documentation to 
support their request for leave.  Documentation will be requested of an employee by the Director of 
Payroll and Benefits based on the qualifying reason indicated on the FFCRA form.  Please route all 
inquiries through your direct supervisor for ease of processing. 

Requesting Leave for All Other Employees 

All other employees who have returned to work should submit leave requests following the standard 
WCJC leave protocols. Leave must be approved by the appropriate supervisor and reported using the 
established processes.  In the event that an employee who has returned to work experiences symptoms 
consistent with COVID-19 or is exposed to an individual who has tested positive, he or she may submit a 
leave request using the WCJC FFCRA form, along with the appropriate documentation provided by their 
healthcare provider.  Leave taken under these circumstances will be subject to the 80 hours of leave 
provided under the EPSL. 

Questions or Concerns 

Any questions related to the WCJC Return-to-Work guidelines should first be directed to an employee’s 
supervisor or Vice President.  Concerns that are not able to be addressed at that level will be directed by 
the employee’s supervisor or Vice President to the Director of Payroll and Benefits. 


