
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  

Coronavirus Disease 2019 (COVID-19) Emergency Preparedness 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

COVID-19 INFORMATION AND PREVENTION 
 
Coronavirus Disease 2019 (COVID-19) 
 
Coronavirus disease 2019 is a viral respiratory illness first identified in 2019 in Wuhan, China, 
with reported cases ranging from mild symptoms to severe illness and death. The virus is thought 
to spread from person-to person through close contact and through germs spread when an 
infected person coughs or sneezes. Symptoms may appear 2-14 days after exposure and include: 

 Fever 
 Cough 
 Shortness of Breath 

There is no vaccine for COVID-19 and the best way to prevent illness is to practice good 
hygiene: 

 Wash your hands often with soap and water for at least 20 seconds. If soap and water are 
not available, use an alcohol-based hand sanitizer with at least 60% alcohol 

 Avoid touching your eyes, nose, and mouth 
 Avoid close contact with people who are sick 
 Cover your cough or sneeze with a tissue, then throw the tissue in the trash 
 Clean and disinfect frequently touched objects and surfaces including, but not limited to: 

door handles, desks, armrests, keyboards, and personal space on public transportation 
 Get a flu vaccine 

-Source: US Centers for Disease Control and Prevention 

Protecting Ourselves 

It is important to follow these simple steps: 

 Become familiar with and recognize symptoms of the illness  
 Seek care immediately if you have recently traveled within the affected regions and are 

experiencing these symptoms 
 Always practice good hygiene – wash hands, cover mouths while coughing and sneezing, 

and avoid sharing food, cups or utensils 

 

 



 

Students, Faculty and Staff 

Anyone experiencing such symptoms should stay home and consult their regular health care 
provider. The University will continue to monitor updates from the Centers for Disease Control, 
the World Health Organization, and the Florida Health Department. Any updates directly 
pertaining to the SIU community will be posted on the website immediately. 

We understand these major changes and uncertainty can create difficult decisions for you. Your 
mental health is just as important as your physical health. 

Additional Precautions at SIU 

As part of our action plan, we have enacted an enhanced cleaning protocol that entails: 

Required daily cleaning and disinfecting product in all areas of campus building. Cleaning high 
traffic surfaces frequently touched by hands, including:  

 Bathrooms 
 Doorknobs, door frames and other frequently touched areas on the door 
 Light switches  
 Tables, chairs, and counter tops 
 Deploying hand sanitation stations at main entrances and key locations on campus. 

Resources 

SIU recommends that you check the following sources for the most up to date information on the 
Coronavirus: 

 Center for Disease Control 
 Florida Health Department 
 World Health Organization 
 Department of Education 

 

University Updates 
 

San Ignacio University is closely monitoring the ongoing Coronavirus Disease 2019 (COVID-
19) outbreak. As the situation continues to change rapidly, our top priority remains the health, 
safety, and well-being of our community, on and off campus. We are planning for several 
contingency scenarios and taking decisive, informed action to limit the spread of COVID-19 



 

while ensuring the continuity of our teaching. The University remains open and operational with 
appropriate measures to protect the health of the community until further notice.  
 
The University is proactively managing risk, monitoring guidance from the CDC and the 
Department of Education, federal, state and local authorities, and planning for how the situation 
may affect the overall community.  
 
The Directors have directed all faculty to prepare for potential remote delivery of instruction, 
should the University deem it necessary to move to full remote instruction. Any faculty needing 
guidance or assistance can contact Dr. Alicia Stern and, Maria Fernanda Rodriguez, Dr. Althea 
Ellis for the ESL program.  
 
All students should ensure they are prepared to participate in remote instruction by visiting 
Virtual campus to access the Student Online Orientation. Additional helpful information will 
also be made available there. 
 
The health and safety of students, faculty and staff is the highest priority. 

 SIU Transitioning Temporarily to remote instruction beginning ______, 2020. 
 Face to face classes tentatively will resume _________, 2020. 

 

Student and Employee Travel 

In the interest of the safety and well-being of our faculty and students, as well as guidance from 
the Florida Department of Education, the University will require pre-approval by the appropriate 
Supervisors, the CEO or the President of the University, before expenditures/commitments are 
made. The approving authority will determine if the proposed travel is essential before it is 
approved.  

Essential travel is defined as necessary work to meet SIU’s mission and operation that can only 
be completed by physically being present and does not create an unacceptable health hazard. 
Examples include: 

 Workshops linked to accreditation 
 Conferences where faculty/staff are to present on behalf of SIU 
 Other instances associated with ensuring the successful delivery of the university  

All other travel is considered non-essential and may not be approved. 

Students 



 

 
Any student who has traveled to an impacted country, or has been in close contact with a 
confirmed case of COVID-19, must self-quarantine even if no symptoms of illness are present. 
Students who need to self- quarantine should reach out to their professors to arrange ways to 
complete their academic obligations remotely during this time. Faculty will work with students 
so that they are not penalized for missing class.  
 
SIU will suspend all international travel by students until further notice. 

 
Employees 
 
Any employee who has traveled to an impacted country, or has been in close contact with a 
confirmed case of COVID-19, should follow these steps: 

 Faculty and staff returning from one of these countries must self-quarantine even if no 
symptoms of illness are present. Please also notify your supervisor. 

 Employees who traveled to an impacted COVID-19 country, or who have been in close 
contact with a confirmed case of COVID-19, must self-quarantine. 

 Any employee in this circumstance should notify HR so that leave time is properly 
designated. 

Workforce Planning 
 

Although we are making academic changes, the University remains open and operations 
continue with appropriate measures to protect the health of the community. We appreciate the 
extraordinary efforts of staff to support our mission of teaching, especially during this transition 
to remote classes. Staff who are well are expected at work as usual. 
 

Contingency planning 
 
Please know that The Directors, HR, Financial Administration, IT, Academics, Registrar, 
Admissions among others, are working to address the unique employment considerations and 
questions across our workforce. The coronavirus outbreak is changing rapidly, and HR is 
reviewing workforce polices and issuing updates as needed to account for new scenarios and 
sensitivities among vulnerable populations. We will continue to adapt and prepare our 
community, our workforce, and our campus for a range of operational scenarios.  
 
Preparing for remote work 
 



 

Over the past few weeks, we have asked staff who are able work elsewhere to begin preparing for 
remote work. Those preparations should continue. 

 Bring your device home with you.  
 If you don’t have a university provided laptop, you’ll need to take extra steps to ensure 

your personal device is secure. 

Remember, even though you’re working remotely, you’re not alone. If you need help, contact 
your IT Jose Castro x4029  

1. Think about the files and applications you’ll need to access from home 

Office 365 applications such as email, calendar, OneDrive and SharePoint can also be accessed 
online.  

Talk to your manager if you think you’ll need access to department shared drives. Contact your 
IT Jose Castro x4029 to learn about your options 

2. Ensure that your personal computer is updated and secure 

If you don’t have a University provided laptop, you’ll need to take extra steps to make sure your 
work stays secure. Contact your IT Jose Castro x4029 to learn about your options   

3. Gather everything else you’ll need to be productive 

Think about calling into meetings or video conferencing: does your computer have a built-in 
microphone and speaker? Do you need a headset for your phone? Get recommendations on video 
conferencing equipment 

Don’t forget any important work files or other equipment, like power adapters, that you’ll need 
to bring home from the office 

 
We recognize the work of many staff requires them to be on campus to support the academic 
mission and activities of the University. Specifically, staff will play a critical role in helping the 
University transition to online classes, reducing the residential population on campus, and 
keeping the University running. During the coming weeks, Directors and supervisors will 
communicate with staff if any longer-term service adjustments are necessary. 
 
 
 
 
 
 
 
 



 

Frequently Asked Questions 
The following FAQs reflect the University’s current coronavirus policies and resources. We will 
continue to update our guidance and add to these FAQs as needed. 
 

Campus operations and contingency planning 
 
Is the University closed? 
The University remains open and operational with appropriate measures to protect the health of 
the community. Effective March ____ University will begin transitioning to online instruction for 
all graduate and undergraduate classes,  to the greatest extent possible.  
 
What is the University doing to protect the community? 
The health and success of our community, on and off campus, is at the forefront of our decision 
making. Please know that we have been actively contingency planning across our Schools and 
Units for a range of operational scenarios. All members of the University community are asked 
to help in this effort. We will continue to make informed decisions based on the latest science 
and what is best to protect the health of all members of our community. 
 
How long will classes be online only? 
Effective March _________ University will begin transitioning to online instruction for all 
graduate and undergraduate classes,  to the greatest extent possible for the weeks ahead. Faculty 
and Staffs are working closely with their faculty and will communicate their specific instruction 
plans to students.  
 
Can I attend classes in person if I live nearby? 
No. Effective March_________ University will begin transitioning to online instruction for all 
graduate and undergraduate classes,  to the greatest extent possible.  
 
Can employees work remotely? 
Staff who are well are expected at work as usual. Follow your normal routine, but be prepared 
for changes. All employees should prepare to work remotely if your job duties permit it. Bring 
your device home with you every day. If you don’t have a University provided laptop, you’ll 
need to take extra steps to ensure your personal device is secure. University will make a specific 
announcement when large-scale remote work is enacted to increase social distancing in our 
workplace. 
 
If I can’t work remotely, will I still be paid? 
The University is committed to sustaining the pay continuity for our dedicated and talented 
workforce. Since the effects of the virus cannot be fully foreseen, this and other policies will be 
revisited on a periodic basis.  



 

If students are no longer on campus, shouldn’t employees work from home? 
No, not necessarily. The decision to transition students to online-only instruction, was made to 
increase social distancing in the classes. It would be difficult to protect well students from 
infection if they remained in the close, shared quarters of dormitory living. 
 
For the workplace, University is focused on measures that will be most effective at this time, 
including promoting good hygiene practices, extra surface cleaning, and restrictions on travel, 
meetings, and events. If needed, University will take additional steps to increase social 
distancing by reducing the concentration of people in workspaces in terms of occupancy and 
possibly by remote work. 
 
If I’ve had direct or indirect contact with a person diagnosed with or under investigation 
for Covid-19, should I come to work? 
If you are unsure whether to come to work, we encourage you to contact your primary doctor, 
they are best equipped to offer advice based on factors such as how direct or indirect the contact 
was, travel or exposure to travelers, health history, and symptoms. 
 

Financial matters for students 
Will my tuition be refunded or discounted for the Spring semester? 
Our goal is to ensure that instruction continues throughout the semester. In that case, as long as 
instruction continues, tuition will not be refunded. 
 
I am a student and have a job on campus. Will I continue to be paid if I’m not at work? 
Student workers are generally paid for work that is performed. We know that this change brings 
uncertainty and unease. Managers will continue to make the best efforts to determine and 
communicate directly about the potential impact on work going forward. If you find that you 
need additional emergency financial assistance, reach out to your local financial aid office.  
 
Will financial aid decisions be reconsidered for Spring 2020 or Fall 2020 given the 
emerging economic changes? 
We are always open to discussing changes in student circumstances and needs they may have. 
Consistent with prior years, students should be in touch with their financial aid offices to discuss 
any material changes to their individual or family financial status. 
 

Health 
How can I protect myself and others? 
Practice and promote good, basic hygiene, including washing your hands often with soap 
and warm water for at least 20 seconds; avoiding touching your eyes, nose, and 
mouth; coughing/sneezing into a tissue or your sleeve; avoiding close contact with those who are 
sick; and staying home when you are sick. Take steps to lower your risk at meetings and 



 

events, including holding video- or teleconference meetings, modifying in-person 
interactions, and maintaining a 3-foot distance.   
 
How can I practice social distancing? 
Social distancing is a way to reduce exposure, slow the spread, and minimize transmission of 
contagious diseases. Use video- and teleconferencing tools like zoom instead of holding in-
person meetings when possible. Try to maintain at least a 6-feet distance between yourself and 
anyone who is coughing or sneezing. Avoid shaking hands and close physical contact with 
anyone displaying symptoms. 
 

International students  
How will online classes affect international students’ I-20 and visa status? 
The U.S. government recognizes there are extenuating circumstances because these classes were 
not intended to be online. The University International Office received guidance from the 
government that they intend to be flexible with temporary adaptations to classes. Provided 
international students can continue to make normal progress in a full course of study as required 
by federal regulations, students’ legal immigration status are not in jeopardy. International 
students and scholars should contact their DSO advisor with any questions or concerns. 
 
What should I do to prepare to travel home? 
International students who have decided to travel home or to another location should refer to the 
travel page for information about the proper documents you will need for your return to the 
United States. Before you leave, make sure you have a valid travel signature. Contact your DSO 
advisor with additional questions or concerns 
 
What if I can’t go home? 
We realize that leaving campus on short notice will be difficult and challenging, and there will 
be extenuating circumstances for some international students. Examples include, but are not 
limited to, if your home is in a location with a Centers for Disease Control and Prevention level 3 
warning for COVID-19 or in a country subject to the federal government’s travel ban. University 
will provide you the help you need to stay safe, secure, and continue with your academic work.  
 
Rest assured that we are actively contingency planning to support your academic continuity and 
well-being should University need to reduce its on-campus workforce.  
 

Technology support 
Can the university's network and IT systems support the increased demand of online 
courses? 
San Ignacio University's IT have been working around the clock to prepare the tools and 
resources necessary to support remote teaching and learning.  

 



 

Travel 
Should I travel abroad for a personal trip? 
University is strongly discouraging all personal international travel until at least further notice.  
 
Is it ok to travel within the U.S.? 
All University-related non-essential domestic air travel is prohibited until at least further notice. 
For personal travel within the U.S., we strongly urge you to use extreme caution and judgment. 
Travel can increase the risks of exposure to you and the community. Government restrictions and 
public health measures are changing rapidly. If you choose to travel, those changes may make it 
hard for you to achieve the goals of your trip and return home to resume your academic and 
professional activities.  
 
 


