
 
 

Return to Work Control Plan 
Planning Guide 

 
The intent of this document is to provide areas of campus that are preparing their respective 
Return to Work Control Plan a guide to some of the services/resources that will be available to 
them as well as provide information and ideas as plans are developed. 
 
Individuals should know that many of the items listed below are on order or still in process in 
regards to planning logistics. Because of the many “unknowns” associated with this there may 
be delays or situations where items cannot be provided.  Risk Management and Facilities 
Management will make every effort possible to assist offices, departments, and WIU 
organizations in obtaining the necessary equipment and products to safely return to campus.  
 
This guide is a living document and will be updated and amended as new information is 
available.  
 
Face Coverings:  Western Illinois University is currently working on a large order of face 
coverings and is intending to be provide face coverings to all faculty, staff, and students as the 
fall semester begins (August).  
 
Employees who need to be on campus leading up to the distribution of these face coverings as 
part of the Return to Work plan will be required to supply their own face covering.  If an 
employee does not have a face covering and is of need, they should contact 
the office of Executive Director of Auxiliary Services and Risk Management 
(rmep@wiu.edu) and they will be provided one. Employees who require a 
mask specific to their job description or duties will be provided the necessary 
equipment to perform their job duties.   
 
If an office or department or department believes they have a unique situation 
regarding face coverings or masks, they should contact the office of 
Executive Director of Auxiliary Services and Risk Management 
(rmep@wiu.edu) for assistance.   
 
If an employee cannot wear a face covering due or needs a special accommodation, they 
should be directed to contact EOA@wiu.edu for assistance. 
 

 
 
“Distance Dots”: Many areas will be wanting to provide demarcations on 
the ground to help spread individuals out in operations where we might 
see lines form.  In an effort to maintain floor finishes and to keep a 
consistent look around campus the WIU Visual Production Center will 
have “distance dots” available to campus. Departments and offices should 
refrain from using tape, stickers, or other adhesive type products and 
utilize the recommended VPC dots as they are made specifically for these 
types of applications.   
 
To order contact VPC at 309-298-1358 or VPC@wiu.edu 
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“Distance Arrows”: Areas may find where applicable that they need assistance with keeping 
foot traffic flowing in the same direction. Most common areas in bldgs. will be 
done by Facilities Management, but in areas such as labs, office suites, etc…, 
areas may request distance arrows to assist in this effort. In an effort to 
maintain floor finishes and to keep a consistent look around campus the WIU 
Visual Production Center will have “distance arrows” available to campus. 
Departments and offices should refrain from using tape, stickers, or other 
adhesive type products and utilize the recommended VPC arrows as they are 
made specifically for these types of applications.   
 
To order contact VPC at 309-298-1358 or VPC@wiu.edu 
 

 
 
“Lane Markers”: For some areas on campus, there is enough space in the hallway 
to have individuals pass another. These lane markers are for the middle of these 
hallways. Most common areas in bldgs. will be done by Facilities Management.. In 
an effort to maintain floor finishes and to keep a consistent look around campus the 
WIU Visual Production Center will have “lane markers” available to campus. 
Departments and offices should refrain from using tape, stickers, or other adhesive 
type products and utilize the recommended VPC arrows as they are made 
specifically for these types of applications.   
 
To order contact VPC at 309-298-1358 or VPC@wiu.edu 
 
 

 
 
Disinfectant and Supplies:  In many areas across campus Facilities 
Management has already provided classrooms, offices, and other areas with a 
bottle of an EPA approved disinfectant spray and paper towels.  Several additional 
bottles have been ordered as it is a goal to have at least one bottle in every 
classroom on campus, as well as one bottle per area.  If your area does not 
currently have a bottle of disinfectant spray, please contact your respective 
building rep to request one from Facilities Management. 
 

 
 
Acrylic Shields: Facilities Management is in the process of fabricating and/or 
ordering acrylic shields for various areas across campus.  Many areas have 
been identified as a location that will be in need of an acrylic shield. These 
include areas with the potential for increased traffic, such as a centralized desk 
or “welcome” counter when walking into a suite or location. Facilities 
Management is sending out a survey for areas to request a shield. If you miss 
this survey and believe your department has a need for a shield, please contact 
you respective building rep to make this request. 
 

 
 
Sanitizer Stations:  Sanitizer stations will be an item that is anticipated to 
be of high demand and request on campus.  Please know that Facilities 
Management does have several stations on order and is in the process of 
obtaining and installing more.  The goal will be to have one sanitizer station 
per floor of every building. In addition, several “temporary” stations are being 
developed to put out in public as well.  A limited number of mobile stations 



will also be utilized around campus.  An attempt is also being made to obtain sanitizer bottles for 
locations around campus such as centralized areas to put out at reception.   
 
 

 

 
Interior doors: Interior hallway and suite entrance doors should be left 
open whenever possible to minimize contact by people touching 
doorknobs. This does not apply to doors to individual offices and 
laboratories that do not serve as reception areas. 

 
 
 

 
 

Water fountains: Although a majority of the water fountains on campus are in 
common areas, there are some in specific locations which will be disabled at the 
drinking spigot level and push buttons. Touchless water-bottle fillers will still be 
usable. 

 
 
 

 
 

Entrances to Buildings: Centralized one point of entry locations will be 
identified and shared with employees for the summer Return to Work 
processes. As school begins, each building will have doors labeled for 
ENTRANCE or EXIT accordingly.  
 
While main entrances will be the responsibility of Facilities and Risk 
Management to label, there may be areas in department locations with 
more than one door that can be designated as an entrance and an exits. It 
will be encouraged to provide separate entry and exit locations where 
applicable.   

 
 
Signage: Signage and other messaging will be created and 
available for campus entities to use to create a consistent look 
and provide their own specific communication. To download 
signage templates, simply visit www.wiu.edu/returntowork  

 
 
 

 
 
Posters: A variety of WIU specific posters are available for 
download and print as areas prepare their offices and classrooms. 
As new material is created, it will be posted online.  
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Windows: As you are planning out your control plan you may think that 
opening windows to let outside air in is the right way to go. Facilities 
Management mechanical maintenance staff is making every effort to 
adjust building systems to maximize outside air flow into all campus 
facilities while at the same time maintaining comfortable temperatures 
within. It is recommended that windows remain closed in classroom and 
office locations to assist in this endeavor. 

 
 

More information will be added to this document when available. 


