CAMPUS ACCESS AND RESUMPTION OF UNIVERSITY ACTIVITY REQUEST PROCESS 
 
The processes documented below have been developed to help ensure the health, wellness and safety of all Brock community members.  It is imperative that any request aligns with Brock’s pandemic response status, as detailed in the Stages for Pandemic Response and Recovery Report.  Requests will only be approved if they adhere to established criteria and supports the achievement of University objectives. As we continue to plan for safe resumption of university activities, Brock is monitoring the public health and government guidelines and will adapt plans as required.  
 
A COVID19Coordinator has been assigned to track approved Campus Access Requests and coordinate Resumption of University Activity Requests across the institution. All approved Campus Access Requests and endorsed Resumption of University Activity Requests are to be forwarded, via email, to the COVID19Coordinator at covid19coordinator@brocku.ca. 
  
 
Process Steps 
 
1. Determine request type: 
· Resumption of University Activity 
· Campus Access 
· Athletics and Recreation Access 
· Research Access 
· [image: ]Academic Activity Request 
· Classroom – Remote Teaching Facilitation Access 
 
2. Based on request type, follow the related procedures as follows: 
 
Resumption of University Activity Request 
· Complete Resumption of University Activity Request Form available on the Brock/Coronavirus information/FAQ site. Complete all necessary stakeholder consultations as described in this form prior to submission to SAC Member. 
· Submit completed form and supplementary documentation, via email, to SAC Member for endorsement.  
· SAC Member to review the form and either endorse the request; deny the request; or request additional information from the Requestor if needed. 
· If the request is endorsed by SAC Member, the SAC Member saves the endorsed request form and emails the final endorsed request form with supplementary documents to the COVID19Coordinator (covid19coordinator@brocku.ca).   
· COVID19Coordinator reviews and confirms submitted request is complete. If incomplete, COVID19Coordinator will reach out to the Requestor and SAC Member for additional information/documentation required. 
· COVID19Coordinator consolidates all confirmed completed submissions and submits to the EMG Activity Approval Committee for approval at the EMG Activity Approval Committee meeting held each Tuesday.  
· Note that the EMG Activity Approval Committee is comprised of a crossrepresentation of Brock EMG Section Leads and supportive roles/functions. 
· EMG Activity Approval Committee reviews submitted endorsed requests and either approves; denies; or requests additional information. COVID19Coordinator documents decisions. 
· If the request is approved, the COVID19Coordinator informs Requestor and SAC Member via email of approved request. 
· If the request is denied, the COVID19Coordinator informs Requestor and SAC Member via email of denied request and reasons for the denial. Should further clarification or supplementary documentation be required the Requestor may re-submit request in time for the following EMG Activity Approval Committee weekly meeting. 
· COVID19Coordinator prepares a weekly summary and saves all endorsed requests and decisions made by EMG Activity Approval Committee to SharePoint for tracking and documentation purposes.  Summary reports will be provided to the Joint Health & Safety Committees, EMG and/or PVP as required.  
 
Timeline for review of Resumption of University Activity Requests 
· Requests to be reviewed by the EMG Activity Approval Committee each Tuesday are to be received by the COVID19Coordinator no later than 4:30 pm each Thursday the week before the EMG Activity Approval Committee meets. 
· Requests received by the COVID19Coordinator before 4:30 pm each Thursday will be reviewed by the COVID19Coordinator, consolidated and submitted to the EMG Activity Approval Committee by Monday at 12:00 pm for their review before they meet each Tuesday.  
· EMG Activity Approval Committee will meet on Tuesdays at noon every week to review endorsed requests. 
· Approvals; denials; or requests for more information will be sent to the Requestor and SAC Member each Thursday by end of day to accommodate a one-week turnaround time. 
· Requests previously approved by EMG Activity Approval Committee do not require re-submission to continue into Winter/Spring 2021 unless there is a material change in the activity. 
 
NOTE: Approvals for Resumption of University Activities through the EMG Approval Committee are made at a point in time. It is the responsibility of the endorsing SAC Member and Activity lead to ensure continued alignment of the activity with the 
Brock Stages of Response/Recovery and Regional/Provincial Guidelines and Restrictions. 
 
 
Campus Access Request 
· Complete Campus Access Request Form available on the Brock/Coronavirus information/FAQ site. 
· Submit the completed request form, via email, to respective SAC Member for review and approval. 
· Should SAC Member deny the request, SAC Member to follow-up with Requestor. 
· Should SAC Member approve the request, SAC member to inform Requestor of approved request and forward a copy, via email, of the approved Campus Access Request Form to the COVID19Coordinator (covid19coordinator@brocku.ca) for University tracking.  
· SAC Member to retain original request. 
NOTE: that the campus access request process, when requesting office access, is meant for use of office for individual working purposes only.  This is not intended for holding office hours with students and others.  Requests for holding office hours will be denied.   
 
Athletics and Recreation Access Request 
▪ All Athletic requests to be emailed to both Emily Allan (eallan@brocku.ca)  and Steve Lidstone (slidstone@brocku.ca). All Recreation requests to be emailed to Karen McAllister-Kenny (kmcallisterkenn@brocku.ca). Once approved, request will be forwarded, via email, to the COVID19Coordinator to support campus access. 
 
Research Access Request 
· Follow the guidance on the FAQ regarding Brock Research Activities During Stages of Pandemic and Recovery. Once approved, request will be forwarded, via email, to the COVID19Coordinator to support campus access. 
Academic Activity Request (on-campus delivery) ▪ Prior to term:  
· Instructor to submit preferred delivery method to the Provost’s Office via the course collection process.  
· All delivery methods will be reviewed by the Provost Review Committee to ensure alignment with the Guidelines for On-Campus Teaching and the Brock Stages of Response/Recovery. 
· Once approved by Provost Review Committee, the instructor will be notified by the Provost’s Office and provided with the On-Campus Teaching Safety Planning Tool, Classroom Mitigation Strategy form and Teaching Lab Mitigation Strategy form (if applicable) for completion. This form is to be submitted to the Provost’s Office, which will coordinate the review of the document through Health, Safety and Wellness. 
· If there are any concerns or questions regarding the safety tool or mitigation form, the Provost’s Office will follow up for additional information or clarification. 
· The Registrar’s Office will receive the decisions of the Provost Review Committee and adjust mode of course delivery as needed in the course schedule. 
· Post-Registration, Mid-term or One-Off requests:  
· Instructor to submit request for on-campus delivery to their Chair and Dean for endorsement.   
· Endorsed request to be submitted by the Dean to the Provost’s Office (provost@brocku.ca) for review by the Provost to ensure alignment with the Guidelines for On-Campus Teaching and the Brock Stages of Response/Recovery. 
· Once approved by the Provost, the instructor will be notified by the Provost’s Office and provided with the On-Campus Teaching Safety Planning Tool and Teaching Lab Mitigation Strategy form (if applicable) for completion. This form is to be submitted to the Provost’s Office, which will coordinate the review of the document through Health, Safety and Wellness. 
· If there are any concerns or questions regarding the safety tool or mitigation form the Provost’s Office will follow up for additional information or clarification. 
· The Registrar’s Office will be informed of the change and will adjust mode of course delivery as needed in the course schedule. 
· NOTE: The Provost’s Office saves all endorsed requests and decisions made by the Provost Review Committee to SharePoint for tracking and documentation purposes.    
 
 
Classroom – Remote Teaching Facilitation Access Request 
▪ Upon approval of the Classroom – Remote Teaching Facilitation Access Request by the Provost, the Requestor may contact Brendan Barrett (bbarrett@brocku.ca) to request access to a classroom to aid in remote teaching facilitation. Note that in preparation for the upcoming term, Scheduling is prepared to provide instructors options for online delivery that allows for use of on-campus equipment. If this will be the first time the instructor is coming on campus since March 2020, a Campus Access Request form is to be completed for University tracking as noted above.  
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ADDITIONAL INFORMATION 
 
 
Contact Tracing Requirements: 
 
Current Public Health, Government and Sector guidelines include contact tracing requirements and therefore as you plan your Safe Resumption of University Activities participants will need to be tracked accordingly. Brock University protects your privacy and your Personal Information. The Personal Information requested is collected under the authority of The Brock University Act, 1964 and in accordance with the Freedom of Information and Protection of Privacy Act (“FIPPA”).  In order to assist Niagara Region Public Health in the event of an individual who has an identified positive case of COVID-19, has been on Brock’s campus and in close proximity of other students, staff, or faculty, Brock will work with Niagara Region Public Health to provide them with contact information regarding those who may have been exposed.  Safeguarding the health and safety of Brock University students, faculty and staff is a top priority. Brock has a comprehensive approach to assist public health with contact tracing in the event of an identified positive case of COVID-19 on our campus. Given the increase in COVID-19 cases in Niagara, Brock will be supporting contact tracing efforts further by contacting employees and students on behalf of Niagara Region Public Health that have been identified as a close contact to a positive case with a nexus to campus. The information collected (name, address, phone number, date of birth, email address and exposure period) will be shared with public health through a secure method. This information may be maintained and will be in line with Brock retention protocols. 
 
If you have any further questions, students please contact Student Health Services at covid19nurse@brocku.ca or staff/faculty please contact Kathryn Walker, Manager, Health Management & Wellness at kwalker6@brocku.ca 
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