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GUIDANCE FOR SUPERVISORS RETURNING 
EMPLOYEES TO CAMPUS

Supervisors will evaluate their operations, 
reading the University COVID-19 Safety Plan 
and submit their Safety Plan Checklist through 
the chain of approval to their respective Vice-
President. The gradual return to campus plan 
encourages supervisors to transition employees 
back to campus in a phased approach, allowing 
the density of employees working on campus 
to gradually increase over time in accordance 
with established capacity limits. Return-to-
campus plans must be developed in accordance 
with COVID-19 Health and Safety Guidelines. 
Additional resources for Supervisors can be 
found here. 

WHAT CAN SUPERVISORS 
BEGIN TO DO NOW?

Reach out to direct reports to begin 
conversations about returning to campus. Ask 
how the employee is doing and begin to discuss 
whether they have any questions or concerns 
about returning. Share with them that the 
University is planning for a phased return, not 
all positions will return at once or on a full-time 
basis, and it will remain to be seen how long 
that process will take. This allows employees to 
share their concerns about coming back. 

Some anticipated return to campus concerns 
and guidance for supervisors on those issues 
are outlined below:

May I allow employees to continue to work 
remotely?

• The University of Windsor encourages continued 
remote work, where appropriate, so long as it 

is effective to do so (please see Alternate Work 
guidelines). It is the supervisor’s decision and 
ultimately the respective Vice President’s decision 
on the sequence in which employees will return 
as we transition back to on campus work.  

• In the initial return phases, supervisors may 
consider alternate work schedules as outlined in 
the Alternate Work guidelines.

As I begin the plan to transition work back to 
campus, my employee would like to continue to 
work from home because their daycare and/or 
K-12 school is still closed. May they continue to 
work from home? 

• Employees should be reminded to continue to 
seek alternative arrangements.

• If the employee is working remotely, and the 
nature of the work does not require the employee 
to return to campus, you may allow them to 
continue to do so through the transition period.  
This also helps to continue to limit the density 
of employees on campus as we gradually work 
toward more robust activity on campus. 

• If the employee is unable to fulfill their 
scheduled work hours through remote work, or 
if the work cannot be performed remotely, with 
the supervisor’s approval, they may use their 
accrued leave time or vacation time. 

• The University recognizes that some employees 
may require an accommodation due to family 
and/or medical reasons.

• Employees requiring an accommodation 
should, whenever possible, make the request 
in writing to their immediate supervisor. The 
accommodation request should indicate the 
reason an accommodation is required, including 
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enough information to confirm the existence of a 
need for accommodation. The most reasonable 
and appropriate accommodation based on the 
employee’s individual circumstances will emerge 
from the process outlined in the Workplace 
Accommodation Guidelines.

My employee has expressed concern with 
returning to work on campus due to their own 
(or that of a member of their household) higher-
risk for a serious COVID-19 infection according 
to public health guidelines. What options are 
available? 

• It is not the supervisor’s role to determine if 
the employee is in fact at a higher-risk; the 
supervisor is only responsible for determining if 
work can continue to be performed remotely.

• If the employee is working remotely, you are 
encouraged to allow them to continue do so, 
as guided by public health guidelines. This also 
helps to adhere to capacity limits of employees 
on campus as we gradually work toward more 
robust activity on campus. 

• The University recognizes that some employees 
may require an accommodation due to family 
and/or medical reasons. Employees requiring 
an accommodation should, whenever possible, 
make the request in writing to their immediate 
supervisor. The accommodation request 
should indicate the reason an accommodation 
is required, including enough information 
to confirm the existence of a need for 
accommodation. The most reasonable and 
appropriate accommodation based on the 
employee’s individual circumstances will emerge 
from the process outlined in the  Workplace 
Accommodation Guidelines.

• If the employee is unable to fulfill their scheduled 
hours through remote work, or if the work 
cannot be performed remotely, the supervisor 
should reach out to HR for further discussion 
and guidance.

 
 
 

What do I do if an employee whose work cannot be 
performed remotely refuses to come back/feels 
unsafe to return (not due to childcare issues or 
higher-risk individual)? 

• Have a discussion with the employee. Emphasize 
active listening, two-way communication and 
demonstrate care. Ask what would make them 
more comfortable to return? The University 
cannot control all aspects of the environment, 
but we are doing all that we can do to help 
ensure a safe workplace. Discuss the actions 
that have been taken to support a safe workplace 
(e.g., face coverings required, sanitizer available, 
social distancing requirements, increased 
sanitization, enhanced ventilation). For additional 
support, encourage employee to contact our 
Employee Assistance Program.

• Supervisors are encouraged to validate the 
employees’ feelings (they are personal to the 
employee and, even if the supervisor does not 
agree with them personally, invalidating feelings 
will drive people apart and create difficulty). 
“Validation” is defined as “the recognition or 
affirmation that a person or their feelings or 
opinions are valid or worthwhile”.

• Supervisors who communicate with employees 
and demonstrate genuine concern for employee 
health and safety will likely see improved 
confidence among returning employees.

• If the employee continues to express concern, 
the supervisor needs to reach out to HR for 
further discussion and guidance.

What are the options for an employee for whom 
there is no work, or not enough work to fulfill 
their regular work schedule? 

• In these circumstances, reach out to HR for 
discussion and guidance regarding alternative 
options, if any.  

https://www.uwindsor.ca/humanresources/654/guidelines
https://www.uwindsor.ca/humanresources/654/guidelines
https://www.uwindsor.ca/humanresources/654/guidelines
https://www.uwindsor.ca/humanresources/654/guidelines
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FACE COVERINGS 

Will employees be required to wear face coverings 
in the workplace? 

• Yes. Employees are required to follow the Mask 
Policy and wear face coverings when in buildings 
on campus and when working outside in 
situations where social distancing is not practical. 

• Employees who do not have a face covering of 
their own should inform their supervisor. Senior 
managers can order face coverings for their 
areas by contacting the Chemical Control Centre.

• If an employee is not medically able to wear a 
face covering, direct the employee to contact HR 
to seek accommodations. 

Who is responsible to enforce adherence to 
wearing face coverings? 

• The University must and will follow the 
public health recommendations requiring 
face coverings indoors on campus. It is the 
responsibility of each individual to comply 
with this requirement, enforced by their direct 
supervisors for employees and by units providing 
services to students and guests.

• The University is obligated to make a good faith 
effort to ensure employees’ adherence to the 
face coverings requirement but we are limited on 
our enforcement and do not want employees to 
continue to engage in situations that could lead 
to an escalated confrontation.

• If an employee is not complying with the wearing 
of a face covering, please contact the Labour 
Relations Manager or Human Resources 
Manager in HR for guidance and assistance in 
addressing this matter with the employee.   

Will signage be added to building entrances to 
remind individuals face coverings must be worn in 
on campus buildings? 

• Yes. Facilities Services will place signs on every 
exterior door to every building on campus.

• Departments are expected to post a similar sign 
on the door to their office or on the counter of a 
reception desk in a visitor’s line-of-sight as they 
enter the office. Templates are available here.

• Departments are expected to place signs 
indicating where queuing begins and the one-
way direction of traffic flow in any reception area 
where queuing is formed.

• Where signage and markings are insufficient for 
the two metre recommended social distancing 
from public visitors, departments are to contact 
Health & Safety for a review of the space. 

COVID-19 SCREENING 

Will the University conduct COVID-19 screenings? 

• Employees working on campus will be required 
to complete an information session prior to 
returning.

• Before arriving on campus employees will 
complete the self-assessment on the SafeLancer 
App and may be required to scan their QR code 
upon entering a campus building. This is being 
done to ensure accurate records should contact 
tracing be required.

• E-mails will be sent to all employees reminding 
them of the public health guidelines.

• Employees have a personal responsibility 
to practice social distancing, frequent 
handwashing, cough/sneeze etiquette, proper 
tissue usage and disposal, avoid touching 
their face, staying home if they feel ill and 
respecting their neighbour.

• Handshaking or other forms of physical 
contact is discouraged.

• Employees who feel ill or have symptoms of 
COVID-19 are required to stay home; supervisors 
may direct an employee to go home if they are 
showing symptoms of COVID-19. 

Please visit Health and Safety COVID-19 
Guidelines and Protocols for more information.

https://lawlibrary.uwindsor.ca/Presto/content/Detail.aspx?ctID=OTdhY2QzODgtNjhlYi00ZWY0LTg2OTUtNmU5NjEzY2JkMWYx&rID=MjQw&qrs=RmFsc2U=&q=KFVuaXZlcnNpdHlfb2ZfV2luZHNvcl9DZW50cmFsX1BvbGljaWVzLkFsbFRleHQ6KENPVklEKSk=&ph=VHJ1ZQ==&bckToL=VHJ1ZQ==&rrtc=VHJ1ZQ==
https://lawlibrary.uwindsor.ca/Presto/content/Detail.aspx?ctID=OTdhY2QzODgtNjhlYi00ZWY0LTg2OTUtNmU5NjEzY2JkMWYx&rID=MjQw&qrs=RmFsc2U=&q=KFVuaXZlcnNpdHlfb2ZfV2luZHNvcl9DZW50cmFsX1BvbGljaWVzLkFsbFRleHQ6KENPVklEKSk=&ph=VHJ1ZQ==&bckToL=VHJ1ZQ==&rrtc=VHJ1ZQ==
https://www.uwindsor.ca/returntocampus/359/safety-signage
https://www.uwindsor.ca/returntocampus/340/information-sessions
https://www.uwindsor.ca/returntocampus/310/health-safety
https://www.uwindsor.ca/returntocampus/310/health-safety
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EMPLOYEE CONCERNS 

How to address complaints from employees about 
others not complying with the Health & Safety 
guidelines (e.g., not wearing face coverings, 
demonstrating poor cough/sneeze etiquette, not 
maintaining social distance). 

• The University expects employees to address 
these concerns civilly. None of the concerns 
with the virus excuse us from our core values 
or leadership standards. We expect employees 
to communicate with diplomacy about their 
concerns with others. If the matter cannot be 
resolved civilly and professionally, the matter 
should be escalated to the supervisor. 

Employees are exhibiting increased anxiety as 
more students/employees return to campus. What 
resources are available to assist them with these 
emotions? 

• The University provides resources to help 
benefit-eligible faculty and staff and eligible 
dependents cope with these types of life events 
through its Employee Assistance Program (EAP). 
Information can be found at on the Employee 
Assistance Program webpage. 

Are there any steps supervisors should take 
to address workplace harassment related to 
COVID-19?

• Fear and anxiety about an illness can lead to 
social stigma toward people, places, or things. 
For example, stigma and discrimination can 
occur when people associate an illness or 
disease, such as COVID-19, with a population 
or nationality, even though not everyone in that 
population or from that region is specifically 
at risk for the disease. Stigma can also occur 
after a person has been released from COVID-19 
quarantine even though they are not considered 
a risk for spreading the virus to others.

• The University prohibits any form of workplace 
harassment as outlined in our Workplace 
Harassment Prevention Policy (WHPP) and 
Program. Supervisors are encouraged to review 
the WHPP and ensure that all obligations under 
the Policy and Program are being met.

https://www.uwindsor.ca/humanresources/faculty-staff/benefits/employee-assistance-program
https://www.uwindsor.ca/humanresources/faculty-staff/benefits/employee-assistance-program
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