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The mission of Southwest Virginia Community College is to provide
quality educational and cultural enrichment opportunities for its
community. We have a calling to fulfill this mission while at the same
time providing the safest possible environment for our students, faculty,
and staff. Based on the information that the College has, it seems clear
that COVID-19 will be in our communities this fall and that no vaccine
will be available by the end of the year. While the College wants to get
back to business as usual as quickly as possible, guidance from a variety
of respected organizations suggests that institutions such as ours will
need to remain vigilant until a safe and effective vaccine is in place.
Given these realities, the message at SWCC is that, while things won’t
look the same as they have in the past, the College will continue to
provide the highest possible educational opportunities to the
communities of Southwest Virginia this fall. This document provides
some guidelines for this work.

e General Guidelines

e Screening Guidelines

e Academic Guidelines

e Staffing Guidelines

e Facilities Guidelines

e Student Guidelines

e Expectations for Online Teaching

e (Cleaning & Disinfection Protocols (opens a new page)

General Guidelines



e All decisions related to the reopening plan and the pandemic response
are under the purview of the College President. To assist in the creation
and implementation of policy, the President has named the College’s
Administrative Cabinet, which is comprised of both faculty and staff, to
serve as the COVID-19 Advisory Team.
e As long as the state maintains a Phase 3 designation, the College will
operate under the guidelines of its re-opening plan. If, however, the
Governor returns the state to a previous stage, the following adaptations
will be made:
o During Phase 2, classes will continue to meet under the social
distancing guidelines; whereby no more than ten individuals, including
the instructor, may be in a room at a time. Classes may be divided in
order to meet this requirement. In addition, all support functions, such as
the library and testing center, will return to an online format.
o During Phase 1, all classes will return to an online format or be
temporarily suspended. In addition, all non-essential employees will
return to teleworking arrangements.
e SWCCwill partner with the VDH for contact tracing. Please review the
following webpage for information on contact tracing, what information the
VDH will collect, and how it will use the data it gathers:
https://www.vdh.virginia.gov/coronavirus/prevention-tips/contact-tracing/
e Southwest Virginia Community College will implement a short-term
response plan if a COVID-19 infected person has been confirmed to have
been on campus within the last five days. In the event of a known positive
case, the following actions will be taken:

The Campus Police Chief will coordinate with Tazewell County health officials
and the campus’s COVID-19 Advisory Team. These groups will recommend a
course of action to the College President which may include determining if a

short-term closure (up to 7 days) of all or parts of any campus buildings is
needed.



o Notifying the Virginia Department of Health for contact tracing.

o The Facilities Director shall close the building or parts of the building

for a minimum of 24 hours to ensure that a deep-clean can be

completed. Longer or more extensive building closures may be

implemented at the director’s discretion.

o Monitoring the situation to determine if longer term closures are

necessary.

o Contacting the VDH for contact tracing.

o Complete the DHRM reporting form.

o (Contacting the health departments in Buchanan, Dickenson, Russell,

and Tazewell County.

o Employees will be notified of actual or potential exposure within 24

hours.
e |solation will be mandated for anyone who tests positive for COVID-19 or
for anyone who is known to have been in close contact with a confirmed
case. Individuals will be required to isolate off campus for at least two
weeks and have testing conducted by an appropriate health-care provider.
Students and employees with symptoms or concerns about having been in
contact with a confirmed case should report their concerns to the Dean of
Students and the Associate Vice President of Human Resources respectively
and refrain from coming to work or classes.
e Students and employees must wear masks when in classrooms and
indoor spaces. If college personnel determine that masks are hazardous to
a given activity, they may suspend this requirement. All such variance of
policy must be documented and approved by the respective Vice-President.

Students with concerns regarding the wearing of facial coverings should reach
out to the Dean of Student Success to discuss these concerns. Should a student
need to request an exception, they must submit the “Exception from Mask
Usage” form to the Dean of Student Success. A list of students granted
exceptions will be compiled by the Dean of Student Success’s office.

Faculty or staff members may assume any student not wearing a mask has an



acceptable reason for doing so. They may not request personal information
from students or ask about the students’ reasons for wearing masks.

If a faculty or staff member is concerned about a student/s not wearing a mask,
he or she should email the student name and emplid to Dean of Students. If an
exception has been granted, no further action is possible. If an exception is not
on file, the faculty or staff member may request that the student either wear a
mask or complete the exception request before returning to class.

All employees must wear masks when dealing with others. Employees must
provide their own personal protection devices. Employees who have medical or
Title VII concerns regarding the wearing of facial coverings should contact
Human Resources to request accommodation.

SWCC’s executive staff will be responsible for communicating with students,
faculty, staff, and local communities in a reasonable fashion. This responsibility
shall include all information involving short and long-term disruptions of
service and incidents of possible COVID-19 exposure. The following guidelines
will govern communication surrounding the pandemic:

e All communication must adhere to the requirements of the Family
Educational Rights and Privacy Act (FERPA). In circumstances where a
confirmed case has been on campus, the college must take reasonable
steps to maintain the confidentiality of the student, faculty or staff member.
e All communication must be approved by the College President and may
be disseminated internally by any executive staff member or externally by
the Director of Strategic Communications.

e All communications will be posted and archived on the College’s COVID-
19 response webpage.

e The guidelines contained throughout the Re-opening Plan are based
upon the most current information that the College has. Should new
information become available, the plan will be revised. All changes to the
plan will be emailed to College employees and posted on the COVID-19
Response page for students and members of the community.



o To assist with this information gathering, The Office of Institutional
Research shall compile a report each day that reviews total cases and
new cases in Buchanan, Dickenson, Russell, and Tazewell County. It shall
also include the total number of new cases for the states of Virginia,
Kentucky, West Virginia, and Tennessee. It shall be sent to the Senior Staff
and COVID-19 Advisory Team each day in order to allow for the
surveillance of local health conditions.

Screening Guidelines

An initial screening survey will be embedded into each course taught in a
hybrid or traditional mode. Each student will be asked the following questions.
Employees will be given this initial screening by email. It will ask the following
questions:

e Do you have new or worsening onset of any of the following symptoms:
fever, cough, shortness of breath, runny nose, sore throat, chills, body aches,
fatigue, headache, loss of taste/smell, eye drainage, congestion that cannot
be attributed to another health condition?

e Have | been directly exposed to someone being tested for COVID-19 or
who has symptoms compatible with COVID-19?

e Have | been told by a health professional that | have tested positive for
COVID-19?

If a student answers “YES” to any of these screening questions, that person will
be contacted by a Student Success Advisor, encouraged to seek medical care,
and be advised on possible schedule modifications.

After the initial screening, faculty, staff, and students who must come to campus
should ask themselves the following questions each day:

e Do | have new or worsening onset of any of the following symptoms:
fever, cough, shortness of breath, runny nose, sore throat, chills, body aches,
fatigue, headache, loss of taste/smell, eye drainage, congestion that cannot



be attributed to another health condition?

e Have | been directly exposed to someone being tested for COVID-19 or
who has symptoms compatible with COVID-19?

e Have | been told by a health professional that | have tested positive for

COVID-19?

If a student, faculty, staff member, or guest to any of SWCC'’s sites answers YES
to any of these screening questions, that person must stay home and not come
to campus. Furthermore, he or she should take the following actions:

e Any student who reports a suspected or confirmed case or who answers
“YES” to a health screening question will be required to report that
information to the Dean of Students. The dean will then refer the student
to the Health Department in the student’s county of residence.

e |f an employee answers “Yes” to any of the above questions, they must
contact their immediate supervisor and the Associate VP for Human
Resources either via telephone or e-mail. The Associate VP for Human
resources can be reached at kim.steiner@sw.edu or 276.964.7/389. The
employee will be referred to the Health Department in their county of
residence.

e The College will follow VDH guidance
(https://www.vdh.virginia.gov/coronavirus/health-professionals/vdh-
updated-guidance-on-testing-for-covid-19/) and will contact VDH to
determine the need for testing students or employees. The college will
coordinate any necessary communications to students and employees with
the VDH. If students or employees request information about COVID-19
testing, the college will direct them to the VDH testing site locator at
https://www.vdh.virginia.gov/coronavirus/covid-19-testing/covid-19-
testing-sites so they may find a testing site close to them.

The contact numbers for each health department are as follows:

Buchanan County: 276-935-4591
Russell County: 276-889-7621




Tazewell County: 276-988-5585
Dickenson County: 276-926-4979

o Additionally, if a student or employee develops any of these symptoms
while on campus, they must leave campus immediately. People who have
reason to believe that they are infected with a contagious disease of
public health significance have an ethical and legal obligation to conduct
themselves in accordance with such knowledge in order to protect
themselves and others.

o A daily email reminder of this requirement will be sent to all students
and employees each day.

Academic Guidelines

e The academic calendar for fall semester will not be modified. Deans and
faculty may wish to plan to accelerate courses in order to finish courses
before a potential “second wave.” If so, the modified courses must
demonstrate how they are meeting all course requirements and outcomes
in the shortened schedule.
e |f the state returns to Phase | of its Coronavirus Response, all courses will
revert to an online format.
e For the fall semester, the majority of classes will remain in an online
format regardless of the phase. If course outcomes can be met in an online
format, it is expected that the course be conducted remotely. This
expectation will continue through January 1.
e The College will begin with a limited number of face-to-face courses
using the following guidelines:
o Only courses approved by the Vice President of Academic and Student
Services may meet in a face-to-face format.
o (Classes must not include more people than a room can hold with
workspaces arranged with six feet of separation between them.
o (Classes must be scheduled to allow ample time for one class to leave
and for the room to be sufficiently cleaned before another class arrives.



o If possible, classes should be scheduled using a hybrid model so that
content that can be covered online is done so or using dynamic dating so
that the courses can finish as quickly as possible.
e All support services, including tutoring, library, testing center, and success
coaching, will remain available via online avenues until the state reaches
Phase Il of its response plan unless otherwise approved by the President.
At this time, each unit may open using to its social distancing plan. This
plan will establish limits on the numbers of students served at one time,
establish protocol for cleaning, and include as light of a staffing plan as
possible. The President must approve all such plans.
e C(linicals, internships, practicums and other work-based learning activities
may continue as long as the educational partner allows the work to
continue and the faculty member responsible for the course verifies in
writing that safety protocols are in place.
e To ensure continuity during these rapidly changing times, all dual
enrollment courses must have a Canvas presence.

Staffing Guidelines

e The term ‘essential” as it relates to employees shall refer to those
employees whose work directly impacts the College’s ability to achieve its
mission but who cannot complete that work using a telework arrangement.
e Non-essential workers will continue to telework until January 1, 2021.
e Supervisors will revise their lists of essential employees in order to meet
the needs of small numbers of students on campus. Over the course of the
summer and fall, each unit’s staffing plan should be updated to reflect
increasing number of students on campus.
e Some non-essential workers may return to campus using the following
guidelines:
o Supervisors will work with their reports to determine the percentage of
job duties that can be completed using a telework arrangement. Through



January 1, work that can be done remotely will continue to be done so.

o Each supervisor should provide a written staffing plan that

demonstrates how employees will be distanced from their colleagues and

stakeholders. Employees must not share a workspace.

o All employees must wear masks when dealing with others. Employees

must provide their own personal protection devices. Employees who have

medical or Title VII concerns regarding the wearing of facial coverings

should contact Human Resources to request accommodation.

o Employees who have personal health concerns about returning to work

on campus should contact Human Resources to request accommodation.
e |t is important also for faculty and staff working on campus to follow the
following safety protocols:

o Avoid office gatherings.

o No unnecessary visitors, including children, will be allowed in the

workplace.

o Break rooms and other common areas must be closed.

o Anyone who is sick must notify the supervisor and stay home.

o Meetings must be conducted electronically, unless authorized by the

respective Vice-President.

o Once the travel ban is lifted, the College will only allow travel upon

approval of the respective Vice-President.

o Employees should follow hygiene guidelines established by the CDC,

including frequent hand-washing.

Facilities Guidelines

e Public spaces and classrooms will be monitored according to a schedule
established by the Director of Operations. Offices and private spaces should
be cleaned by the responsible employee at the end of the day and after
each visitor.

e All employees must care for their spaces based on the guidelines in



SWCC’s Cleaning and Disinfecting Protocols.

e All workstations will be a minimum of six feet apart. Barriers will be
created in places where this is impossible.

e Desks and chairs will be removed from classrooms and public areas to
ensure that social distancing guidelines are observed.

e Common areas will have posted maximum occupancy numbers.

e All repeat use items (such as pens) and appliances will be removed from
community-facing areas.

e Campus events are prohibited until January 1, 2021. This includes college
activities and events hosted by partners and community members.

e Restrooms will be organized to encourage social distancing.

e |f travel is required for work, ensure that employees ride alone in
vehicles where operationally feasible. For situations in which multiple
occupants are required for work reasons, permission of the respective Vice
President is required. If the driver is alone throughout the trip, a face
covering is not necessary. If more than one person is in the vehicle, all
occupants should wear face coverings. An employee does not need to wear
a face covering if it impedes their vision, if they have a medical condition, or
if it would create an unsafe condition in which to operate equipment or
execute a task.

e UntilJanuary 1, 2021, all elevators should be considered single
occupancy.

Guidelines for Students

e Students will find that classes are available in several different modes:
online with regular meeting times, online without reqular meeting times,
part online and part face-to-face, and fully face-to-face.

e All students must complete the mandatory “Returning to Campus”
orientation that will be embedded within all course shells. The orientation
will address a number of topics, including but not limited to the college’s



safety requirements and COVID-19 contacts; COVID-19 symptoms; how to
protect oneself and others from the virus; face coverings/masks
information; social distancing; hand hygiene; screening requirements; how
to find a COVID-19 testing site; the importance of cleaning and
disinfecting; and anti-stigma training.

e Students who choose to attend classes on campus will find that each of
their classes have been marked for social distancing. They must follow
these markings.

e Students must wear masks when in classrooms and other public spaces.
They must provide their own personal protection devices. Students who
have medical concerns regarding the wearing of facial coverings should
contact the Dean of Student Success to discuss their concerns. After that
conversation, if an exception is warranted, they must submit the “Exception
from Mask Usage” form to the Dean of Student Success. A list of students
granted exceptions will be compiled by the Dean of Student Success’s office.
Students should leave the classroom spaces as quickly as possible after
each class to ensure that their contact with the next class is kept to a
minimum.

e Public sitting spaces will be arranged to adhere to social distancing
guidelines. Students must avoid congregating in large groups and avoid
moving or crowding the furniture.

e Students should consider bringing their own laptops in order to avoid
using computer labs. A small number of laptops will be available to borrow
through the Student Success Division.

e All student events and travel are being postponed until further notice.

e Students with underlying health conditions should consider taking their
classes online if possible or postponing their program of study if online
learning is not an option.

e No food service will be available during the fall semester. Students must
make alternative arrangements for meals.

e Students who show symptoms of COVID-19 must avoid coming to
campus and should see a health care provider as soon as possible.



e |t is inevitable that some students will contract COVID-19, despite the
prudent precautions undertaken by the College. Each student must educate
his or herself to the risks involved in class attendance and make decisions
accordingly. Any student in a high-risk group, should consider taking only
online courses until the crisis passes.

e |nternational student considerations (i.e.COVOD-19 travel health risks,
CDC returning travelers guidelines)

The Office of the Registrar serves as the point of contact for all
International Students. Southwest Virginia Community College adheres to
the guidance from the Student and Exchange Visitor Program (SEVP), which
isa unitwithin the U.S. Department of Homeland Security that oversees the
F-1 international student visa program. However, because of the changing
array of travel restrictions, students should refer to their local embassy’s
website through the U.S. Department of State for any updates about visa
issuance. Also, the Department of Homeland Security and the Centers for
Disease Control and Prevention’s (CDC) websites provide information about
current travel restrictions to the United States.

Additionally, any individual - student, employee, contractor, or visitor - who
has travelled internationally must remain off campus for 14 days after their
arrival in the U.S. and should follow CDC guidelines regarding staying at
home and monitoring for symptoms.
https://www.cdc.gov/coronavirus/2019-ncov/travelers/after-travel-
precautions.html

Expectations for Online Teaching

Consistent practice in course design and management are helpful for students
in an online environment. As more classes transition online and faculty who
have never taught using a distance format prepare for this mode of instruction,
a list of best practices and expectations has been provided. While each class is
unique, faculty are expected to adhere to these guidelines unless modifications



are approved by their dean.

Communication:

e Post a minimum of 2 Announcements each week - consider one at the
beginning of the week to remind students of due dates and expectations,
and another near mid-week to clarify any information needed and/or
encourage your students.

e Review students that have not logged-in each week and use the early
alert tool in Navigate to email them/notify a Success Advisor.

e Respond to students within 24-48 hours, or by the end of the day on
Monday if they message you over the weekend.

Syllabus:

e Upload in the “Syllabus” tab. (If copying from another course please
ensure that your Syllabus is up-to-date.)

About Your Teacher;

e Provide your contact information, preferred communication method, etc.
on this tab.

Weekly module format:

e Even if units run for multiple weeks, plan the class weekly, beginning
each module on the same day each week.

e Use scaffolding and sequencing to determine your content grouping. Do
not close modules once they are completed - they should be left open for
students to review as needed to support their learning.

Discussion Board:

e Use an introductory discussion board to introduce yourself to students
and require them to introduce themselves appropriately. This should be due
and graded before the last day to drop a class to help inform your



communication with Admissions regarding student participation.
e Respond to each student and consider requiring them to respond to 2
peers.

Gradebook;

e Post all graded assignments in Canvas even if the assignment is in class.
e Provide grade and feedback to student within a maximum of one week
after due date.

Due dates:

e (Create assignments and quizzes in Canvas and use the due date setting.
This auto-populates the Syllabus tab and Course Calendar for the students.

Best Practices to Consider:

e We do not recommend using the Canvas Inbox system for your preferred
method of contact as it operates independent of the email system. VCCS
student email through MySouthwest is the preferred method for the
institution. However, non-protected information can be communicated
through other means.

e (Consider holding virtual office hours using Zoom or phone. Post those in
the About Your Teacher tab.

e Review your course in “student view” to ensure that course layout flows
in a consistent and logical format.

e Use Discussions to increase student engagement by creating
opportunities for student-to-student interaction, and student-to-instructor
interaction. This will also nurture an open and supportive community.

e (Check that all of your links or uploaded course files work correctly. These
can be compromised during course copies and due to other technology
errors.

e Use Canvas Studio and Zoom to create short video lectures and
announcements for your students.

e Make sure your assessments link clearly to your learning objectives and



allow for different learning styles and demonstration of mastery of the
content.

¢ Include different types of activities and assessments in order to promote
learning achievement and increase engagement, motivation, and self-
efficacy. (i.e. Don’t do all multiple-choice or all essay or all project-based
assessments.)

e Make sure that any materials you use meet digital accessibility
requirements. Be mindful of the ability to adapt materials based on
accommodations needed by students with disabilities.

e Know when to ask for help! You are the subject matter experts,
so be sure to reach out to the Director of Distance Learning and
Canvas Administrator to let us help identify the best technology
tools and resources to build your courses.

Read previous Southwest messages here

CAMPUS ASSISTANCE

Information Switchboard -276.964-2555
Campus Police Emergency Contact - 276.964-7503
Non-Emergency Campus Police - 276.964.7221

Emergency Alert Service

See Map & Tours
Media Contact: 276.964.7332




Southwest Virginia Community College does
not discriminate on the basis of age, ancestry,
color, disability, gender, identity or expression,
genetic information, HIV/AIDS status, military
status natlonal origin, race, religion, sex,

Pveteran status in its

o @ oyment, and
adm ; F Affirmative Action
Officallat (276) Ol N=CoX@sw.edu.

All opinions expressed by individuals purporting to be a current or
former student, faculty, or staff member of this institution, on
websites not affiliated with Southwest Virginia Community
College, social media channels, blogs or other online or
traditional publications, are solely their opinions and do not
necessarily reflect the opinions or values of Southwest Virginia
Community College, the Virginia Community College System, or
the State Board for Community Colleges, which do not endorse
and are not responsible or liable for any such content.
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