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 The safety plan for the employee to perform the required duties (e.g., social distancing, 

closed office spaces, limited interaction, staggered schedules).  

 

When finished, clicking the ñSaveò button on the lower left corner of each employeeôs box of 

information will generate an ñexception letterò that will be emailed to that employee. It is 

important to note, if not working on campus by exception, all work must be performed remotely. 

If supervisors determine that an employeeôs work cannot be done remotely and the does not fit 

an exemption, administrative leave should be charged.   
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