ACCESS TO CAMPUS DURING
TEMPORARY SHUTDOWN
from COVID-19 crisis

For staff
All staff wanting to access their office or other areas of the campus must follow these actions as part of our safety measures for you
and other occupants on campus.
1) Send an email to Ellen Yee, Director of Facilities and Patti Vaughn, Director of Administrative
Operations and Alden Watters, Sr. Coordinator of Administrative Operations at least a day before your planned visit;
2) Include where on campus you will be spending your time (i.e. your office, 4th floor lab, Library, etc.) Your name and location(s) will
be included on a daily attendance list to Security, Facilities and Copy Center as to insure all observances of COVID-19 protocols;
3) Face coverings are strongly recommended to be worn at all times, especially if social distancing is not possible. If a face covering is
not worn upon entrance to building, you will not be allowed in;
4) Staff are asked to bring your ID to access the building(s); if you are working in 951/955 Boylston Street building, please stop by 320
Newbury Street security desk first;
5) It is recommended to not stray from your intended location(s) to limit potential interactions;
6) Even though our cleaning company continues to clean all surfaces, frequent hand washing is recommended as one travels about
the campus;
7) If driving to campus, please ask if a parking space is available.

Please note:
If you are sick, please stay home.
If you are in contact with someone who recently tested COVID-19 positive, please delay your visit to campus until after the selfisolation period.
If a spouse or partner is accompanying you into the building, please include in your request and be sure all recommended protocols
are observed.
If someone reaches out to you about access to campus, please refer them to Ellen Yee , Patti Vaughn, and Alden Watters. Do not
permit others access to any buildings. We must account for all individuals who access the campus.

For students
Students needing access to campus for any number of reasons, must follow these steps before entering the campus.
1) Send a request to Rich Griswold, Dean of Students or the department in which you are working with (i.e., Library, I.T.) at least one
day before your planned visit; Include your reason(s) for accessing the campus (i.e. need to pick up a loaner laptop, dropping off
library book, etc.);
3) Once permission is granted, Rich Griswold, or the department in which you are working with, will then submit a request for access to
Ellen Yee, Patti Vaughn and Alden Watters, to be included on a daily attendance list to Security, Facilities and Copy Center. Only the
requesting individual or individual designated by the requester will be allowed entrance;
4) Face coverings are to be worn at all times, especially if social distancing is not possible;
5) Upon arrival to 320 Newbury Street door, ring the doorbell or call the security at 857-248-0284. The security guard will let you into the
building.
It is recommended to conduct your business as quickly as possible and not to stray from your requested location(s).

For faculty/instructors
Faculty and instructors needing access to campus for any number of reasons, must follow these steps before entering the campus.
1) Send a request to Jade Hopkins, Academic Affairs Operation Analyst, to coordinate at least one day before your planned visit;
2) Include your reason(s) for accessing the campus (i.e. need to pick up a loaner laptop, dropping off library book, need to collect
paperwork, etc.);
3) Once permission is granted, Jade Hopkins will submit your information to Ellen Yee, Patti Vaughn and Alden Watters, to be included
on a daily attendance list to Security, Facilities and Copy Center.
4) Face coverings are strongly recommended to be worn at all times, especially if social distancing is not possible;
5) Upon arrival to 320 Newbury Street door, ring door bell or call the security desk at 857-248-0284. The security guard will let you into
the building.

For vendors (for Facilities and IT)
It is the responsibility of the department requesting the vendors visit to the campus, due to service calls or other matters, to follow
these actions as part of our safety measures for all occupants on campus.
1) Send an email with name of vendor and number of people visiting to Ellen Yee, Director of Facilities at least a day before the
planned visit;
2) Include where on campus the vendor will be spending their time (i.e. mechanical room, 4th floor, server room, etc.) This information
will be included on a daily attendance list to Security, Facilities and Copy Center as to insure all observances of COVID-19 protocols;
3) Face coverings are to be worn at all times, especially if social distancing is not possible. If proper protocols are not performed upon
entrance to the building, the vendor will not be allowed further access;
4) All vendors are required to go to 320 Newbury Street to sign in at the security desk;
5) It is recommended to not stray from the intended location(s) to limit potential interactions;
6) Vendors are encouraged to sanitize areas worked in or wear clean gloves before start of work;
7) Vendors must properly dispose of all used gloves and other discards;
8) Normally parking is not provided to most vendors, please ask Ellen Yee, Patti Vaughn or Adlen Watters or possible parking
availability.
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