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Return to Campus for Terminating Remote 
or Non-Essential Employees due to COVID-19 

 

This document replaces the University’s Offboarding Standard Operating Procedure (SOP) until further 
notice. 

If a terminating employee who is not authorized to return to campus needs to do so in order to retrieve 
personal belongings and return University property (such as employee ID, computing equipment, and 
keys), the HR Business Partner or manager must coordinate this with the department’s Return To Campus 
Plan administrator and building manager, if applicable. 

It is not necessary to assign an essential designation to the employee in question or for them to be tested 
prior to their return to campus.  Any retrieval of personal belongings and/or return of University property 
should be done during a one time visit. 

 

Retrieving Personal Belongings 

Departments have two options when arranging for the employee to retrieve their personal belongings: 

1. Another employee who is already authorized to be on campus retrieves the employee’s 
personal belongings and arranges their return; or 

2. Employee comes to campus to retrieve their personal belongings outside business hours or 
during a time when other employees are not present in the spaces that the employee needs to 
access.   

• Ensure employee has completed the Phase Two COVID safety training 

• Schedule the campus visit with the Department Manager/Chair or another person who is 
maintaining the master schedule for the building/office space. All departments who have 
gone through the Return to Campus Process had to designate a person responsible for 
scheduling.  

• Notify all other employees in the department and/or building of the employee’s planned 
presence on campus 

• Escort employee by their manager, HR Business Partner, or other employee who is 
approved to be on campus 
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• Adhere to all regulations established in the COVID-19 Workplace Safety Policy  

• Return to Campus administrator ensures cleaning of space if required 

 

Returning Equipment and Other University Property 

1. From the SOP: The employee will be responsible for informing the supervisor of all Brown-
issued property that has been issued to the employee. The employee and supervisor will 
determine the dates to return property and remove the employee’s personal items from the 
work location. The employee will inform the supervisor of a need to retain access to the 
University’s data or other information and other matters in support of a successful offboarding 
process. 

2. Manager, HR Business Partner, or another employee who is already authorized to be on 
campus meets the terminated employee to collect equipment and other University Property 
outside a university building or in the lobby. 

 

 


