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GUIDING PRINCIPLES 
 
Berkeley’s response to the COVID-19 pandemic seeks to protect the health of our community, 
while continuing our vital missions of teaching, research and public service. Berkeley’s plans will 
be aligned and consistent with local orders and ordinances of the City of Berkeley and Alameda 
County, as well as the State of California’s Phased Reopening Model. This guide supplements the 
campus​ workplace safety plan​ (Injury Illness Prevention Plan) by providing information for 
preventing exposure to the coronavirus (SARS-CoV-2), the virus that causes COVID-19. 
 
Berkeley’s plans will also follow recommendations from the federal government (Opening 
Guidelines), Centers for Disease Control and Prevention, California Department of Public Health, 
Cal/OSHA, and Berkeley’s COVID-19 Public Health & Testing Advisory Committee. Recognizing that 
the pandemic is an ever-evolving situation, this guide will be revised accordingly, 
 
Akkɻ employees, including student employees, are expected to comply fully with the policies, 
protocols, and guidelines set forth in this Guide. In addition, all employees must take the 
mandatory​ COVID-19 training​ prior to returning to campus to work. As with all mandatory 
training, those who fail to take the training may face corrective action, up to and including 
termination. Both management and individual employees share in the responsibility for protecting 
the health of our community and each member of our community will be expected to review and 
acknowledge these principles and guidelines prior to returning to work on-site at the University.  
 
If we each implement the measures set forth in this Guide, the combined effect will reduce the risk 
of spreading COVID-19 at work.  When you see someone who has forgotten to put on their mask 
or forgotten to clean a common area, simply remind them of the proper protocol with a polite, 
“Please.” For example, “Please wear a mask when you are on campus.”  And for those of us who 
receive a reminder from a colleague, we should politely say “Thank you” and immediately follow 
the proper safety protocol. 
 
Because our knowledge and understanding of the COVID-19 virus continue to evolve, our 
policies and plans will be updated as appropriate as more information becomes available. 
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Mental and Emotional Wellbeing 
It is recognized that COVID-19 creates stress from fear of becoming ill, loved ones becoming ill, 
financial insecurity, and its impact on our normal routines, including having to practice social 
distancing. We want, therefore, to make sure that all employees are aware of UC’s support 
resources:  
 

Employee Assistance:​ offers free and confidential emotional support, and is 
available during this potentially stressful period. Managers can also get 
consultation for assistance in supporting others. Telephonic or video 
appointments are available, and you can access this service using most 
smartphones, tablets and computers. You may contact Employee Assistance 
by calling (510) 643-7754, emailing ​employeeassistance@berkeley.edu​, or 
visiting the ​Employee Assistance website​.  
 
Be Well At Work: ​Berkeley is committed to supporting your overall health 
and wellbeing. Visit the ​Faculty & Staff Resources​ page and the ​Be Well at 
Work​ website for more information and resources to offer support, stay 
healthy, manage stress, and enhance your resilience. 
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RETURN TO THE WORKPLACE HEALTH & SAFETY GUIDE 
 
Responsibilities for Individual Employees 

 
Credit: Cleveland Clinic, Return to Work Amid Covid 19: A Cleveland Clinic Guide 

 
The COVID-19 pandemic requires multiple layers of protection to serve 
as safeguards for our community. When used together consistently, the 
holes (or weaknesses) in any single layer of protection may be reduced 
by the strengths of multiple layers of protection. 
 
The more layers of effective interventions that are implemented, the less likely your 
activities will contribute to the spread of COVID-19: 

1. Masks/Face Coverings. ​As a general rule, ​masks/face coverings must be used at 
all times on UC Berkeley property​, whether indoors or outdoors, to slow the 
spread of COVID-19 and help prevent asymptomatic carriers from unknowingly 
transmitting it to others.  

2. Physical Distance​. Staying six feet away from other individuals in your workplace 
significantly reduces the likelihood of transmitting the virus. 

3. Cleaning and Disinfecting​. Cleaning and disinfecting equipment and office spaces 
is extremely important, but alone is not sufficient to stop the spread of COVID-19.  

4. Frequent Handwashing​. Frequent handwashing with soap and water is essential 
to prevent the spread of the virus. 

 
While none of these interventions is perfect, when used in conjunction with a broader 
range of safety practices, the risk of COVID-19 transmission is significantly reduced.   
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Management Responsibilities 
Prior to allowing employees to return to campus, Departments will assess building spaces that 
they use, to institute measures to physically separate and increase distance. Department 
supervisors may also consider rotating or staggering employee work schedules in order to allow 
space for physical distancing in smaller groups. Lower occupancy limits for common-use areas 
such as break rooms, conference rooms, and restrooms must be implemented to maintain 
adequate physical distancing. Facilities Services will have primary responsibility for cleaning offices 
and workspaces and other high touch point surfaces on campus based on OSHA guidelines for 
disinfection. Facilities Services will also maintain hand-sanitizer stations at building entrances, 
elevator stops, and high-traffic areas, subject to the availability of hand sanitizer..  
 
Phased Occupancy of Campus Buildings 
UC Berkeley will phase in a return of employees over time in a coordinated process to ensure 
appropriate physical distancing, availability of PPE (personal protective equipment), and a capacity 
to clean and disinfect, and to screen for COVID-19. Screening will include self-reporting of 
symptoms and/or testing for the COVID-19 virus. 
 
UC Berkeley will assess expanded staffing based on mission-critical operations, the ability to 
control and manage specific work environments, and the necessity to access on-site resources. 
These decisions, once approved, will be communicated through your respective Dean or Vice 
Chancellor. 
 
The need to reduce the number of people on campus (density) to meet physical distancing 
requirements will continue for some time. Increasing on-site staffing will be tightly controlled and 
coordinated to mitigate potential risks for employees, as well as the communities we serve. 
Employees who can continue to work remotely should continue to do so until restrictions are 
eased for larger gatherings consistent with public health directives. No unit or department should 
increase staffing levels beyond current needs without approval from your respective Dean or Vice 
Chancellor. Once decisions to expand on-site staffing in certain areas have been made, employees 
should follow the policies and protocols detailed in this guide for returning to work on campus. 
 
In order to determine whether an employee can be instructed to return to campus to work, 
managers should use the ​Decision Tree and Guidelines​ to guide their decision-making.  
 
If an employee and their supervisor cannot reach agreement about returning to work on-site, the 
employee and the manager should work with Employee and Labor Relations or the Academic 
Personnel Office, as applicable, to resolve the dispute. 
 
As staffing on-site increases and operations expand, officials will closely monitor and assess the 
potential spread of the virus, as well as existing policies and procedures to mitigate it. If localized 
outbreaks emerge, tighter restrictions and reduced staffing may need to be implemented again.  
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Building Access  
Entry to buildings will be regulated and monitored. Your Cal ID card/badge is required for entry to 
all buildings. Do not hold or prop open exterior doors for any other person.  
 
Prior to a building being reopened for use, the building’s facility manager and Facilities Services 
will develop and implement a plan for the appropriate physical use of the building. These 
measures will include such things as limiting access to the building to certain entrances, 
designating traffic flow throughout the building to create physical separation, indicating waiting 
areas outside restrooms and elevators and, where possible, creating physical distance between 
seats in classrooms. All occupants of the building will be expected to comply with the measures so 
that the building can be used while still allowing for the necessary physical separation between 
individuals. 
 
Departments and building coordinators should identify usable building access points and 
coordinate arrival and departure times of employees to reduce congestion during typical “rush 
hours” of the business day. Employee arrivals and departures should be scheduled in 30-minute 
increments to reduce personal interactions at building access points, hallways, stairs/elevators, 
etc.  
 
If you have been instructed to return to the workplace, you should report to work or depart work 
through the designated building access and at the designated time to limit the number of people 
entering and exiting buildings at any one time.  
 
Visitors, guests, and pets are not allowed on worksites during this time.  
 
Violation of these guidelines may result in the immediate revocation of building access privileges, 
as well as corrective action. 
 
Signage and Posters 
Building occupants are expected to follow signage on traffic flow through building entrances, exits, 
elevator usage, and similar common use areas. 
 
Guidance for Specific Workplace Scenarios 
 
Public Transportation/Bear Transit/The Loop 
If you take public transportation or use Bear Transit or the 
Loop, wear a mask before entering the vehicle and avoid 
touching surfaces with your hands. Upon disembarking, 
wash your hands or use a hand sanitizer that contains at 
least 60% alcohol as soon as possible and before removing 
your mask.  
 

 
UC Berkeley’s COVID-19 Health and Safety Guide for Resuming In-Person Operations 

July 14, 2020 
7 



 
Working in Office Environments 
As a general principle, masks/face coverings must be used at all times on UC Berkeley property, 
whether outdoors or indoors, including walking in hallways where others travel and in break 
rooms, conference rooms, and other meeting locations. You should wear a face mask or face 
covering at all times while in a shared workspace/room ​even if you are six feet apart​. 
 
If you work in an open plan office environment, be sure to remain at least six feet away from 
co-workers at all times. For example, for those in cubicles, there must be at least one workspace 
separating you from another co-worker. Management will be responsible for rearranging and/or 
reassigning workspaces to maintain appropriate physical distance. 
 
If you work in an office, no more than one person should be in the same office unless the required 
six feet of distancing can be consistently maintained. If more than one person is in an office, 
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 unless someone else enters the room. ​Note: ​working 
in a partitioned work area in a large open environment does ​mns ɻconstitute working alone. 
 
Masks/face coverings should be worn by any staff in a reception/receiving area. 
 

 
Close Proximity Work 
When a job task must be performed that puts two or more employees in close proximity of each 
other (e.g. within a couple of feet) for more than 15 minutes, employees and supervisors should 
work together to assess the exposure risks involved and determine the appropriate controls, 
including a review of engineering, administrative, and PPE controls.  Contact EH&S at 
510-642-3073 for workplace hazard assessments. 
 
Laboratory Work 
When working in a laboratory, the normal safety standards still apply, in addition to current 
COVID-19 standards of physical distancing, enhanced personal hygiene and regular disinfection. 
Specific criteria have been developed for employees working in laboratory environments. See 
COVID-19 Guidelines for Faculty and Researchers ​ for details.  
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Using Restrooms 
Use of restrooms should be used by one person at time unless signage outside of the restroom 
indicates that there can be more than one occupant. Prior to entry in a restroom, please knock on 
the door and ask if it is occupied. If it is occupied, wait in the designated area for your turn to 
enter. Wash your hands thoroughly with soap and water afterward to reduce the potential 
transmission of the virus. 
 
Using Water Fountains/Water Bottle Stations 
Use of a personal water bottle to obtain water from a drinking fountain or refillable water bottle 
station is a better option than drinking water directly from fountain spigots and is recommended. 
 
Please note water stagnation may occur during extended breaks potentially resulting in changes 
to color, taste, odors, and turbidity. To mitigate these issues, as well as other water quality 
concerns like lead and bacteria, Facilities Services has already flushed the water in campus 
buildings. It’s still a good idea to let water run for a minute from drinking fountains, bottle fillers, 
or sink taps before using it for consumption. Water quality issues can be reported to ​EH&S​. 
 
Using Elevators 
No more than one person may use an elevator at a time, so please consider using the stairs 
whenever possible. If you are using the elevator, wear your mask or face covering and avoid 
touching the elevator buttons with your exposed hand/fingers, if possible. Wash your hands or 
use a hand sanitizer that contains at least 60% alcohol upon departing the elevator. Wait for the 
elevator in the designated area to maintain the necessary six foot separation 
 
Meetings 
Convening in groups increases the risk of viral transmission. Meetings should be held using the 
extensive range of available collaboration online tools (e.g., Zoom, Google Hangouts, etc.). 
Conference calls by telephone also are a good option. 
 
In-person meetings must be limited to​ two people per room​ (office or meeting room) unless 
signage on the meeting room indicates it is approved for greater occupancy. In addition, meetings 
should only take place if (1) individuals can maintain six feet of separation and (2) all participants 
in the meeting are wearing a mask/face covering. Departments should remove or rearrange chairs 
and tables or add visual cue marks in meeting rooms to support physical distancing practices 
between attendees. All attendees should wear a mask or face covering while sharing space in a 
common room.  
 
During your time on-site, you are encouraged to communicate with your colleagues and 
supervisors as needed by email, instant message, telephone, or other available technology rather 
than face-to-face. You can also use a range of available collaboration tools (e.g. Zoom, Google 
Hangouts, telephone, etc.). It is a best practice for all meeting attendees to join a meeting using 
one of these collaboration tools if one attendee is using it. 
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Meals 
Before and after eating, you should wash your hands thoroughly to reduce the potential 
transmission of the virus.  
 
If dining on campus, you should wear your mask or face covering until you are ready to eat and 
then replace it afterward. Eating establishments must meet requirements to allow at least six feet 
of distance between each customer, including lines and seating arrangements. Individuals should 
not sit directly facing one another. Staff are encouraged to take food back to their office area or 
eat outside if this is reasonable for your situation.  
 
Shared Break Rooms and Kitchens 
Use of shared break rooms and kitchens should be avoided. If you need to eat in your workplace, 
the use of a break room or kitchen for the preparation of food or drink for ​one person at a time 
is permitted. Dishes, utensils, microwave and other surfaces, including table, refrigerator handle, 
coffee machine, etc., must be sanitized after use.  
 
Travel 
Employees are advised to avoid any non-essential travel if possible. If travel is necessary, check the 
current UC Berkeley​ Guidance for Traveling​ beforehand.  
 
Approaches to Maintaining Physical 
Distancing 
 
There are several options departments should 
consider to maintain required physical distancing 
measures and reduce population density within 
buildings and workspaces.  
 
 
 
 
 

1. Remote Work.​ Those who can work remotely to fulfill some or all of their work 
responsibilities should continue to do so, to reduce the number of individuals on campus 
and the potential spread of the COVID-19 virus. These arrangements, which should be 
approved by the immediate supervisor, can be done on a full or partial day/week schedule 
as appropriate. 

 
2. Alternating Weeks/Days.​ In order to limit the number of individuals and interactions 

among those on campus, departments can schedule partial staffing on alternating weeks 
(preferred to reduce the amount of cleaning/disinfecting required) or days. Such schedules 
will help enable physical distancing, especially in areas with large common workspaces.  
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3. Staggered Reporting/Departing.​ The beginning and end of the workday typically bring 

many people together at common entry/exit points of buildings. Staggering reporting and 
departure times will reduce traffic in common areas to meet physical distancing 
requirements. (See Enter/Exit Controls for further details.)  

 
Alternating days and staggered schedules must be coordinated not only within your unit but also 
with the management of the building where your team works. 
 
Symptom Monitoring Requirement 
 
Employees who return to the workplace, ​dudm he itrs sn l`jd ` pthbj uhrhs sn ohbj rnldsghmf to~
eqnl `m neehbd,ɻ must conduct symptom and risk factor monitoring every day before reporting to 
work and receive clearance from the University prior to work with the ​Daily Symptom Screener​. 
Employees must be cleared by the Daily Symptom Screener to be eligible to report to work. Any 
employee who does not have access to the online Daily Symptom Screener should consult their 
supervisor for alternate screening and workplace eligibility processes. 
 
As of the revision date of this Guide, risk factors that prohibit 
a return to on-site work include the following : 1

Having within the past day (24 hours) any of the following 
symptoms that are new, not from a known or chronic 
condition: 

● Fever ֭ 100.0 F, chills 
● Muscle pains or aches (not due to exercise) 
● Cough (worse than usual if you have a daily cough) 
● Shortness of breath or trouble breathing 
● New loss of taste and smell 
● Headache (worse than usual if you have headaches) 
● Scratchy or painful sore throat 
● Nausea/vomiting/diarrhea/stomach cramps 
● Dizziness and lightheadedness 
● Sneezing, runny nose, or congestion (worse than usual if this is common for you) 
● Fatigue that is unusual or more severe than normal Eyes are unusually red or painful 

 
- or    - 
● Living with OR having close contact with anyone who has had a positive COVID-19 test in 

the past 14 days? 
 
 

1 This list will be updated as knowledge about COVID-19 changes. The Daily Symptom Screener contains the 
most current list of symptoms and risk factors. 
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● If you develop mild symptoms ​vghkd nm b`lotrɻ, ​call the UC Berkeley Occupational Health 
COVID hotline at (510) 332–7192 from 10am–4pm for assessment and instructions. 
Otherwise, please call your own primary care provider for advice or go directly to the 
nearest hospital emergency room. You can also call Occupational Health as above for 
testing if advised by your primary care clinician.  

● Notify Occupational Health ((510) 332–7192) in the event of a positive test result. 
 
You may not return to work until you have been cleared by Occupational Health using the process 
described below. Any employees that return to work following an illness should promptly report 
any recurrence of symptoms. 
 
Return to Work Clearance Process 

● Employees who are ineligible to report must not return to work until they are cleared for 
return by Occupational Health.  At present, Occupational Health may clear an employee to 
return to work based on the following criteria, but Occupational Health retains discretion to 
make clearance decisions based on all available information.  These criteria are subject to 
change as information evolves: 

● Written clearance from your medical provider that you are not infectious with COVID-19; or 
● Your completion of quarantine/isolation for 14 days, without experiencing any of the listed 

symptoms for at least 10 days (without use of fever-reducing medications); or 
● Your negative test result for COVID-19 infection, provided that the test was taken within the 

time frame prescribed by Occupational Health., 
 
If an employee is confirmed to have COVID-19 infection, employees will be informed of their 
possible exposure to COVID-19 in the workplace consistent with Cal/OSHA requirements while still 
maintaining confidentiality as required by the Americans with Disabilities Act (ADA). Please ​see 
further information​ on protecting the privacy of persons with COVID-19 from the California 
Department of Fair Employment and Housing.  
 
According to the CDC, individuals with certain conditions may have a higher risk for COVID-19 
infection. Those conditions may include: 

● Age (particularly, 65 years and older) 
● HIV 
● Asthma (moderate-to-severe) 
● Chronic lung disease 
● Diabetes 
● Serious heart conditions 
● Chronic kidney disease being treated with dialysis 
● Severe obesity 
● Being immunocompromised 
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Employees who have been instructed to return to work on-site and have concerns about doing so 
due to a medical condition that places them in a higher risk group, those who are pregnant, or 
those who wish to seek ADA Reasonable Accommodations related to Returning to the Workplace 
should first consult with their supervisor. Other resources for the reasonable accommodation 
process include ​People & Culture for staff​ and the ​Office of Faculty Equity and Welfare​. 
Faculty/staff disability management​ can also provide guidance to employees and managers who 
are involved in the reasonable accommodation process.  
 
Employees who have been instructed to return to work on-site and have concerns about doing so 
for reasons unrelated to their own personal health should first discuss their concerns with the 
supervisor. If the employee and the supervisor cannot reach an agreement, the employee and the 
manager should work with Employee and Labor Relations or the Academic Personnel Office, as 
applicable, to resolve the dispute.   
 
Employees are granted a finite amount of paid administrative leave that may be used if they are 
unable to work for COVID-19 related reasons. Eligibility to receive this paid leave is subject to 
conditions listed in the ​March 16, 2020 Executive Order​ issued by President Napolitano.   In 
addition, employees may be eligible for ​leaves under the Families First Coronavirus Response Act​. 
All of the ​leaves available to UC Berkeley employees​ are summarized ​here​.  

 
Personal Safety Practices 
 
All employees will be required to complete an online ​COVID-19 Health and Safety training 
provided by Environment, Health & Safety (EH&S) prior to returning to campus to work. This 
purpose of this training is to ensure that all employees have a shared understanding of our 
individual responsibility for mitigating the risks associated with COVID-19. As students return to 
campus in the fall, they will also be provided with training. 
 
In order to protect the health of the entire community, we are not only responsible for following 
the safety practices ourselves but also responsible for helping our colleagues to follow them as 
well. When you see someone who has forgotten to put on their mask or forgotten to clean a 
common area, simply remind them of proper protocol with a polite, “Please.” For example, “Please 
wear a mask when you’re in the office.”  And for those of us who receive a reminder from a 
colleague, we should politely say “Thank you” and immediately resume the proper safety protocol. 
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