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The following information is pertains to all faculty and staff and is provided by the Office of Human
Resources.

***

Dear Colleagues:

By now, you have received several communications regarding COVID-19 (coronavirus) regarding how
it has affected our students and our community. Please know that Tuskegee University is certainly
concerned for our entire university community, but we have a key concern for the continued safety
and health of our faculty and staff.

As Alabama’s public health officials provide additional information concerning the spread of the
coronavirus in our state, we remain optimistic, but are planning for potential interruptions to our
work and services provided to our students and other key stakeholders. We are encouraging
supervisors to create a plan within their business areas to keep us all safe while continuing the
important work of educating our students.

Be Flexible

Supervisors should create a work plan to ensure continued service to our customers with minimal
interruption. If your area can work remotely, we encourage you to do so. Please do not forget to
submit work plans to the Office of Human Resources for employees if they are working remotely. If
there are still individuals on campus who may need on-campus services, you may create a staggered
schedule of two or more teams (e.g., “Team A” works remotely week one, “Team B” works remotely
week two) to increase social distancing and flexibility. Please make teleworking decisions by job
responsibilities only. It is important that we all have the opportunity to take care of our health. Work
plans will be coordinated within your business units and submitted to the Office of Human
Resources by close of business on Tuesday, March 24.

Be Accountable

Though many of us may not be in the office consistently in the coming weeks, it is important that we
continue our work from home if permitted. This is not vacation. We are still responsible for
conducting the work of the university. Let’s work together to balance work and self-care. In the days
ahead, our Office of Information Technology will provide guidance for those working remotely about
how to remain in contact with our customers and each other.

Be Proactive (Financial Assistance)

If your business area has no customers to serve or is closed due to the coronavirus, you may use
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your vacation days during your time out of the office. When that leave is exhausted, the Alabama 
Department of Labor has announced that workers who are not able to work due to the coronavirus 
may be eligible to file for unemployment benefits in Alabama. Workers can file for benefits online or 
by calling (866) 234-5382. Unemployment claims can be filed starting Monday, March 23 at
www.labor.alabama.gov.

Be Vigilant

Continue to wash your hands and take sanitary measures to keep yourself safe. If you do exhibit 
symptoms of COVID-19, follow the instructions of the CDC and call your local health center. Do not 
go to the center without calling and follow the instructions outlined by the Alabama Department of 
Public Health (http://www.alabamapublichealth.gov).

As usual, you may use your sick days for illness — if your illness extends beyond five (5) business 
days, please contact Human Resources at benefits@tuskegee.edu for additional guidance.

Be Encouraged

We care about you. Break away from the constant barrage of coronavirus media and be mindful of 
your mental health. This pandemic was not expected and it is natural to worry about your family and 
loved ones. Working from home and self-sequestering can also be isolating. Call friends and family 
for encouragement and, if you require more support, please know that the university’s Employee 
Assistance Program (EAP) is available to you by calling (800) 311-4327; TDD – (800) 697-0353 or 
visiting www.guidanceresources.com (company web ID: GEN311)

If you have any general questions not addressed in this email, please contact the Office of Human 
Resources at HR@tuskegee.edu or (334) 727-8510.
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