Supervisor Workspace Plan
Iowa State University is taking a phased approach to increase operations this summer and gradually return employees to their
normal work locations. Careful planning is critical to mitigate risk and support health and safety as the university prepares to resume
as a residential campus this fall.
Phase one requires designated faculty and staff who are supervisors to complete the following Supervisor Workspace Plan for each
workspace where multiple employees work. Please provide as much detail as possible in the workspace plan. You may attach
additional pages, if needed. When completed, please submit your plan(s) through your department chair, center director, or unit
manager, for approval.
Some of the items in this plan will not apply to every workspace. If this is the case, please write N/A and continue.
Name

Gwyn Beattie

Department, Division, or Other
Unit
Workspace/Area Location

Plant Pathology and Microbiology

Function
Workspace(s)/
Areas(s)

ATRB research and office spaces, PLPM Greenhouse

Planning Task
Identify the office, workspace, building, research space or facility, etc. to which employees will return and
develop a plan for each location. If multiple locations will operate under different plans, complete a separate
plan for each one.
Note: In many situations, it will not be feasible to have the same occupancy level as you had pre-COVID-19.

ATRB research and office spaces
PLPM Greenhouse on Wallace Road - We've included this space in our plan to coordinate
greenhouse activities between the ATRB and Wallace greenhouses.
The ISU Plant and Insect Diagnostic Clinic Workplace plan is provided as a separate document
since they acquire samples from clients.
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Supervisor Workspace Plan
Function
Coordination

Planning Task
Describe how you synchronized your plans with other groups who share space with your team.

ATRB is shared by PLPM, ENT, and GDCB. This plan was shared with and approved by the ATRB
building supervisory committee, which represents all three departments. The plan was also shared with
the Wallace greenhouse supervisor.
We will communicate this plan to occupants of the Nanovaccine Institute (5th floor ATRB) as they begin
to occupy that space later this summer.
Task Needs

Identify the major tasks your team is responsible for performing.

Research related to PLPM, ENT, and GDCB that occurs in assigned laboratory spaces, shared
spaces such as greenhouses, growth chambers, seed storage, zebrafish rearing, and common use
equipment rooms.
The Plant & Insect Diagnostic Laboratory receives and diagnoses plant, insect and soil samples
from the public.

Identify the major tasks that must be done on campus.

Set up and perform experiments in the lab.
Grow plants, insects, zebrafish, bacterial cultures, and fungal cultures for experiments, and collect
samples or biological materials (e.g., DNA, RNA, protein) from them or perform other quantitative
measurements.
Perform analyses of plant, insect, and soil samples collected from the field.
For the Plant & Insect Diagnostic Laboratory: receive physical samples through the mail, use
microscopes, prepare media and plate plant tissues, sieve soil, and centrifuge and grind soil
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Supervisor Workspace Plan
Function
Staffing Needs

Planning Task
How many people need to be on campus to perform the tasks described above? List the names and roles of
people (faculty, staff, post-docs, students).

Twenty-six faculty and 120 researchers (staff, post-docs, students) are required to perform these
tasks. See Appendix A for the list of these individuals and their home departments.

Are there any tasks that only certain team members can perform?

Yes, each lab in ATRB is responsible for unique aspects of their research. In many cases only
certain team members can perform a specific task within a lab group.

People and
Scheduling

How will you determine who needs to return to their normal work location? Consider need for equipment,
requirement of on-campus presence, customer service roles, etc.

Each PI with laboratory space in ATRB will determine who needs to return to their normal work
locations within the guidance provided in this plan. PIs who share space in a laboratory
'pod' (generally we have two PIs per pod) are recommended to use a lab scheduling system to
prioritize use of laboratory space and equipment. Staff at the Plant & Insect Diagnostic clinic wil
minimize the time in the lab and do most client communications from home.
How will you communicate return arrangements to all personnel?

All personnel will be contacted by email, and documents will be shared via a link to a CyBox folder
in each departmental website included in this plan. This CyBox folder will contain relevant
information, such as the physical distancing guidelines and the cleaning and disinfection
procedures.
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Supervisor Workspace Plan
Function

Planning Task
How are you handling your team’s schedule on campus? Will the same team members be on campus every
day during normal hours or will you have a rotation and/or shifts? For work in research spaces, please use
the scheduling tool and share with your unit manager (department chair, center director or building
manager).

Individual PIs will be responsible for scheduling team members within their shared lab pods. Each lab
pod will be limited to occupancy by no more than 4 people at one time. Note: occupancy may be
increased to 5 individuals in labs that have low “traffic”- where individuals generally stay in one spot for
extended periods of time.
Physical
Distancing

How will you encourage physical distancing (6 feet or more of separation) in each work area (e.g. offices,
open research spaces)? See Physical Distancing Guidelines for Campus Supervisors and Physical
Distancing Guidelines for ISU Laboratories.

Desk/offices should be occupied only when necessary, such as during wait times due to ongoing
procedures in the lab or when work cannot be performed remotely. Multi-person offices that house
students, staff, post-docs and visitors will be limited to a designated number of occupied desks at a given
time, with additional flexible spaces (e.g., small collaboration rooms) available to accommodate individuals
when physical distancing is not possible. The common work spaces throughout the building, including the
basement, are limited to one person, or multiple people if physical distancing can be maintained.
What risk mitigation practices will you use if 6 feet of physical distance is not possible? For example,
temporary physical barriers, limiting time exposure, proper signage and training. Do not block workspace
exit paths or doors.
Note: Installation of permanent physical barriers or other permanent workspace alterations by Facilities
Planning and Management must be discussed with your supervisor.

Masks and/or face shields are required in ATRB public spaces and in laboratories when other team
members are present. Physical barriers are already present at the Plant & Insect Diagnostic Clinic,
and will be installed on the desk of the only receptionist in the building, although this person will be
primarily or exclusively working from home for much of the summer.
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Supervisor Workspace Plan
Function

Planning Task
How will you encourage physical distancing in shared areas (e.g., break areas, copier/mail rooms, shared
facilities, instruments, computer lab, and shared research facilities)?
Building occupants will not be allowed to eat in ATRB open public spaces, including the kitchen areas and hallways, but
may eat in enclosed rooms individually, or collectively if physical distancing can be maintained (e.g., in enclosed
collaborative/flexible spaces). Shared instruments/appliances (e.g., microwave ovens) will be physically separated to
ensure physical distancing during use. Only one person at a time will be permitted in the ATRB mail room/copier room at
a time. Signs will be posted on these shared spaces to limit occupancy.

How will you encourage physical distancing in public facing area, including reception and customer service
areas?
Ideas:
 Install posters/signage/floor markings. Limit occupancy to maintain physical distancing.
 Communicate established policies and procedures to all team members.
 Provide notice to vendors/contractors/non-ISU partners who may do in-person work on site.
Physical distancing and CDC StayHomeFromWork signage will be posted on the doors at each ATRB entrance.
Signage will be posted in shared spaces reminding users to disinfect surfaces after use, and bottles of
disinfectant will be provided in each space.
The Plant and Insect Diagnostic Lab has transitioned to a no-contact process for collecting samples. Clients will
call and a team member will meet them at the door of ATRB; they will hand-off their sample at the door and not
enter ATRB. A team member will collect the sample while wearing gloves.

What other areas are you responsible for and how will you encourage physical distancing in them?

In addition to the ATRB, the ATRB and PLPM Wallace Road greenhouses are included in this plan.
Physical distancing of 6 feet will be maintained at all times in the plant growth rooms; this will limit the
occupancy of the ATRB greenhouse rooms to 4 people/room and the Wallace Road greenhouse
rooms to 2-3 people per room, depending on the room. Signs will be posted on the rooms.
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Supervisor Workspace Plan
Function

Planning Task
How will you communicate physical distancing to all persons in each area (e.g., signage, floor markings,
reminder communication)?

Signage, reminder emails, links to departmental website with COVID-19 information.

Avoiding Hazards
Associated with
Face Covering

Identify any workplace safety hazards that cloth face coverings and/or face shields might create for people
working in your areas.

We are not aware of any safety hazards that will be created.

How will you communicate those hazards to employees?

Not applicable.

How will you modify those areas, or the tasks performed in them, to enhance workplace safety for
employees who aren't wearing face coverings?

Not applicable.
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Supervisor Workspace Plan
Function
Personal Protective
Equipment

Planning Task
Identify the tasks your team performs that require respiratory personal protective equipment (PPE - e.g.,
surgical masks, N95 respirators).

Weighing or working with some powder chemicals that are irritants and grinding soils.

Is your team's required PPE currently unavailable? If so, can you modify those tasks so they can be done
safely in other ways? If not, how will you communicate to all employees that those tasks are not to be done
until the PPE supply chain recovers?

We will have adequate PPE in ATRB, although replenishing the supply of N95 masks for soil
grinding has been challenging.

Health SelfMonitoring

How will you encourage your team members to self-monitor for COVID-19 symptoms (fever of 100.4° or
greater, cough, shortness of breath, fever, chills, muscle pain, sore throat, new loss of taste of smell)?
Employees experiencing symptoms should notify their supervisor and stay home.

Share the following guidelines:
1. If you are feeling sick, have a cough or fever, contact your supervisor and stay home.
2. If you can work remotely, continue to work remotely.
3. Masks and/or face shields are required.
4. Respect physical distancing expectations- 6ft separation.
5. Wash hands regularly.

Page 7 of 10

5/21/20

Supervisor Workspace Plan
Function

Planning Task
How will you encourage your team to stay home if they are ill?
Ideas:
 Post Stop! Feeling Sick? Stay Home posters.
 Work with your HR team to follow ISU policies for time away from work.

We have written it into the policy and we will post CDC signage at ATRB entryways as well. Email
reminder to PIs to discuss periodically with staff.
On-campus temperature screening and symptom assessments are limited to frontline healthcare, public
safety departments, and facilities (Thielen Student Health Center, ISU Public Safety, ISU Power Plant). If
you feel your team requires an exception, email COVID-19@iastate.edu. List any exceptions for
temperature screening and symptom assessment for which you will request an exception.

Not applicable

Good Hygiene

Describe methods used to encourage good hygiene practices.
Ideas:
 Provide soap and running water and hand sanitizer.
 Ask personnel to avoid hand shaking and hugging.
 Use reminders to wash hands correctly, avoid touching face with unwashed hands, and to cover
mouth when coughing and sneezing.
 Post Stop Germs! Was h Your Hands poster.

All the above ideas are in place.
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Function
Cleaning and
Disinfection

Planning Task
All ISU employees are responsible to keep their personal work areas and the common areas of their
workplaces clean and safe.
Ideas for all spaces:
 Ensure supplies are available for spot cleaning and regular disinfection. Approved cleaning and
disinfecting materials can be purchased through Central Stores.
 Develop a cleaning schedule identifying who is responsible. Additional cleaning should be scheduled
and done by workspace users as needed.
 Wipe down frequently touched surfaces using cloth and approved disinfectant or disinfectant wipes.
 Place a wipeable cover on electronics.
 Follow manufacturers’ instructions to clean and disinfect electronics.
• If no guidance, use alcohol-based wipes or sprays containing at least 60% alcohol and dry
surfaces thoroughly.
 Follow safety precautions when using disinfectants:
• Review safety data sheets (SDS) for each product and follow manufacturer’s instructions.
• Use personal protective equipment (PPE) as per manufacturer’s instruction.
How will you clean and disinfect personal work areas, including computer or lab equipment?

Personnel will disinfect personal work areas with 70% ethanol.


Review the Workspace Cleaning Guidelines

How will you clean and disinfect shared areas, including break areas and reception/customer service
spaces?

Disinfectant bottles will be provided in all collaborative and shared spaces, with signs requesting
that the last individuals to use the spaces disinfect the surfaces that they have touched.
How will you clean and disinfect frequently touched surfaces, such as shared equipment, tabletops,
doorknobs, light switches, desks, phones, keyboards, vending machine controls, etc.?
All major entry door handles and contact surfaces in ATRB are being cleaned with a disinfectant by custodial
staff. Users of space will be requested to clean all touched surfaces after use. Gloves must be worn when
working with shared lab equipment. Automated lighting in ATRB means we rarely need to touch light switches.
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Planning Task
How will you clean and disinfect conference rooms and other meeting areas after each meeting that can’t be
held online?

70% ethanol will be available in spray bottles to spray the meeting areas after each meeting, and
signs will be posted requesting that users disinfect the surfaces that they have touched before they
leave the space.

Other

List anything else you believe needs to be considered for your plan to be approved (attach additional pages
as needed)

ATRB building policy guidelines are attached (Appendix B).
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