
From:   Montalbano, Ivonne <Montalbanoi@uhd.edu>  
Subject:  Supervisor Guidance for Step 2 – Orange 
Sent:   Wednesday, August 19, 2020 4:57 PM 

 
 

Dear UHD supervisors, 
 
I hope this message finds you safe and healthy. 
 
As we prepare to move from Step 1 – Red to Step 2 – Orange on September 8, I understand you 
may have questions and concerns about how to operate on campus during the new step. This 
email is meant to address some of those questions. 
 
Staff Work Schedules 
Yesterday, I sent an individualized email to each of your staff notifying them of their work 
location/schedule (Remote, On Campus full-time, Rotating or Hybrid) during each of the color-
based steps. This communication was intended to reduce their stress and anxiety and help 
them better prepare for the upcoming change to Step 2 – Orange, as well as future moves to 
other steps. 
 
Also in this email, your staff were directed to speak to you if they had questions or concerns 
about the locations/schedules they received and to confirm their specific schedules 
(days/times) with you before the move to Step 2 – Orange. Please work with your staff to 
ensure they understand their schedules and that UHD is moving to Step 2 – Orange on 
September 8. 
 
EXTREMELY IMPORTANT: Some of your staff may have concerns about their 
locations/schedules. It is extremely important that you work with your staff during this difficult 
time and provide flexibility, compassion and understanding for their individual situations. We 
need you to find a balance between the work of the University and the health and wellbeing of 
your employees.  
 
Required COVID-19 Signage 
To help keep our campus stay safe during COVID-19, please print several copies of the following 
two signs (see attachments) and post them throughout your office.  
 

1. The first sign provides guidelines for working on-site. 
2. The second sign provides immediate steps in case of a COVID-19 exposure. 

 
We need you to hang these signs in conspicuous places no later than the morning of September 
8. 
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Emergency Leave 
Emergency leave will end on August 31. If you have staff whose jobs do not lend to 
telecommuting, you need to find work for them to do remotely starting September 1, such as: 
 

 Completing Professional development (Please see LinkedIn Learning for free courses 
available to UHD staff.) 

 Working on special projects  

 Assisting someone with work in your department 

 Assisting other departments with work within your college or division 
 

Campus Offices 
During Step 2 – Orange, department heads need to determine if their suite/department offices 
will be locked or unlocked beginning September 8. If an office remains locked, instructions on 
how to contact staff within the office must be posted and visible to visitors.  
 
Face Coverings 
UHD and the University of Houston System require everyone to wear a face covering in any 
public area on campus and bathrooms.  More information on this requirement can be found at 
UHD’s Face Covering FAQ webpage. 
 

Student Non-Compliance 
If you or any of your staff encounter a student on campus not wearing a mask or not wearing a 
mask that fits CDC criteria where it covers both the student’s mouth and nose, you should: 
 

1. Calmly and politely request the student put on a mask or wear it correctly. 
a. If the student identifies they have an accommodation and are not required to 

wear a mask, this should be verified via paperwork provided by the Office of 
Disability Services. 

b. If the student does not have a verified accommodation, and refuses to wear a 
mask or wear it following CDC criteria, you should explain that masks and their 
correct usage are a requirement for everyone on campus. 

2. If they still refuse to wear a mask or wear it properly where it covers both the mouth 
and nose: 

a. The appointment can be immediately terminated (even before it has begun). The 
student should be informed they can reschedule the appointment electronically 
but with the understanding they will be required to wear a mask  during the 
rescheduled appointment. You should also report the incident to the Office of 
the Dean of Students. 

b. Outside an appointment, you should report the student to the Office of the Dean 
of Students. 

 
Staff Non-Compliance 
If you or your staff encounter a staff member on campus not wearing a mask or not wearing it 
properly where it covers both the person’s mouth and nose: 

https://www.uhd.edu/administration/employment-services-operations/COVID19%20Communications/4-13-20%20Professional%20Development%20During%20Online%20Operations.pdf
https://www.uhd.edu/computing/blackboard/Pages/training/LinkedIn-Online-Training.aspx
https://www.uhd.edu/administration/emergency-management/coronavirus/faq/Pages/Face-Covering-FAQ-About-COVID-19.aspx


1. You should not engage with the employee but move away from them and report the 
incident to their supervisor.  

2. If the employee has a mask accommodation, it will be verified by their supervisor and no 
other action will occur. 

3. As a supervisor, if you receive a report your employee is not complying with UHD’s face 
covering order and the employee does not have a mask accommodation, you are 
expected to counsel them about UHD’s face covering requirements. 

4. If your employee continues to refuse to comply with UHD’s face covering order, they are 
subject to disciplinary action. If this occurs, please contact me at Montalbanoi@uhd.edu 
or by calling 713-221-8060. 
 

Additional Questions 
I understand this email may not answer all of your questions about the move to Step 2 - 
Orange; if you need additional information, please feel free to reach out to me. I’m happy to 
help.  
 
Best Regards, 
 
Ivonne Montalbano, MBA, SPHR, SHRM-SCP 
Vice President, Employment Services and Operations 
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One Main Street, Suite S910 
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Notice: Unless otherwise specifically indicated, the information contained in this e-mail message is confidential and is only 
intended for the review and use of the above-named person(s). If the reader of this message is not the intended recipient, you 
are hereby notified that the recipient is strictly prohibited from any use, storage, dissemination, distribution, or copying of this 
communication. If you have received this email message in error, please immediately notify me by telephone at the number 
above and return the original message to us at the address above. Thank you. 

 
Rate our Customer Service! 
To serve you better, please take a moment to complete our Satisfaction Survey. 
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