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Guidance for Employees and Supervisors Regarding  

Compliance with COVID-19 Face Covering Requirement 

 

Introduction 

 

This document provides general guidance to University of Illinois at Urbana-Champaign units and 

employees when an employee observes someone else not complying with the University’s 

requirement to wear a face covering while on University property (this requirement is explained 

here:  https://covid19.illinois.edu/return-to-campus-what-you-need-to-know/). 

 

NOTE: while the emphasis in this document is on face coverings, it also applies to other examples 

of individuals not following any of the university requirements regarding COVID-19-related safety 

practices as noted in the Public Health Response Policy in the Campus Administrative Manual. 

 

These guidelines will be updated from time to time.  For additional questions, contact your unit 

human resources office or Illinois Human Resources Labor and Employee Relations. 

 

The issue:  What do we do if someone is not wearing, or refuses to wear, a face covering in an 

area where it is required?     

 

• Maintain your own social distancing (keep at least six feet away from the other person).  

 

• If you feel comfortable doing so, you may inform/remind the individual that face coverings 

are required in all university buildings.  You might point out any signage indicating that 

face coverings are required, if there is any nearby.  You might also explain that both the 

State of Illinois and our university mandate face coverings must be worn, and it’s 

everyone’s job to help enforce the rules.  Citing a rule or policy makes it less personal.   

 

• If your unit has extra face coverings available, offer a face covering to the individual. 

 

• You should notify your supervisor or a colleague who has responsibilities for building 

operations (e.g., a Facilities Manager, or a Director or Department Head) and let that person 

determine the appropriate next steps.   

 

Generic sample/draft script for speaking to an employee/student not wearing a face 

covering: 

 

• University of Illinois policy requires wearing a face covering, that covers your nose and 

mouth, when in this building.   

• Would you like my help in locating a face covering that you can wear? 

• If you do not adhere to the face-covering policy, we will ask you to immediately leave the 

building.  

 

 

https://covid19.illinois.edu/return-to-campus-what-you-need-to-know/
https://cam.illinois.edu/policies/fo-80r/
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Other General Guidance 

 

• The university is emphasizing education and training as the initial response to a person not 

wearing a face covering, in order to gain our community’s compliance.   

• Employees are not expected to act as individual enforcers of the face covering policy; this 

is consistent with our community approach to taking care of one another. 

• If the person is a university employee, either you or your supervisor should notify that 

employee’s supervisor about the incident, if known.  Be prepared to provide specific 

information, such as the date, time, and location of the incident and a summary of any 

conversation that occurred (if any).  It is not appropriate to take a photo of the employee 

who is not in compliance.   

• Similarly, the University is not asking UIPD to enforce the face-covering policy; however, 

if you ever find yourself in a situation where you are concerned about your physical safety 

or the safety of others, you should call 911.   

• Generally, “shaming” or confrontation does not work; it is best to lead by example.  Focus 

on what you can control and do everything you can to protect yourself.  It is acceptable to 

say things like “please stand back” or “please stand away from me.”   

• You can communicate that you will not meet with individuals who are not complying with 

the University’s health protective policies; for example, you can say “My department’s 

policy is that we only meet with people when we are all wearing face coverings.”   

• Do not make an assumption about why the person is not wearing a face covering.   

• Consider keeping areas locked or otherwise inaccessible so that individuals cannot travel 

freely throughout the building where possible; post additional signage at multiple locations 

(e.g., “face coverings required beyond this point”) 

• Do not allow the situation to escalate such that physical harm becomes a possibility.   

• In summary, it is best to focus on your own well-being and what you feel comfortable with, 

and work with your unit to implement best safety practices regarding your workspace.   

 

Specific Scenarios 

 

First, some reminders about our face covering requirements: 

 

• Face coverings must be worn in university facilities unless alone in a private space. Face 

coverings are also required for outside campus spaces where sufficient social distancing is not 

possible. 

  

• When wearing a face covering, you are not only wearing the face covering to protect yourself, 

but to minimize the spread of virus containing particles to others. Even if you feel healthy, you 

may be asymptomatic and spreading virus. 

 

• Face masks or face coverings are not a substitute for proper social distancing. You should still 

practice distancing of 6 feet or more. 

 

https://covid19.illinois.edu/face-coverings/


3 
humanresources.illinois.edu 
 

• Managers and supervisors should reiterate and insure employee are aware of the face covering 

requirement.  If a manager becomes aware that an employee is consistently not wearing a face 

covering, they must take steps to address the issue.  

 

• Prohibited actions when observing someone not wearing a face covering: 

• Shaming or confronting the person not wearing a face covering.  

• Assuming why the person is not wearing a face covering.  

• Taking pictures of the person not wearing a face covering. 

Scenario #1:  Employee  observes coworker not wearing a face covering. 

 

Required Action(s) 

• Maintain social distancing of at least 6 feet 

• Notify supervisor or a colleague who has responsibility for building operations. 

Permissible Action(s) 

• If comfortable, remind/inform the coworker of the University’s requirement to wear a face 

covering. 

• If the unit has extra face coverings available, offer one to the coworker. 

• Refuse to meet with the coworker if they are not wearing a face covering. 

 

 

Scenario #2:  Employee/Manager observes a person they do not know not wearing a face 

covering. 

 

Required Action(s) 

• Maintain social distancing of at least 6 feet.  

• Notify your supervisor or a colleague who has responsibility for building operations. 

Permissible Action(s) 

• If comfortable, remind/inform the person of the University’s requirement to wear a face 

covering.  

• If the unit has extra face coverings available, offer one to the individual. 

• Refuse to meet with the person if they are not wearing a face covering. 

 

 

Scenario #3:  Employee observes a manager not wearing a face covering. 

 

Required Action(s) 

• Maintain social distancing of at least 6 feet.  

• Notify/consult with own supervisor to determine next steps 

Permissible Action(s) 

• Refuse to meet with the person if they are not wearing a face covering. 
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Scenario #4:  Manager observes an employee they supervise not wearing a face covering, 

or receives a report of one of their employees not wearing a face covering. 

 

Required Action(s) 

• Maintain social distancing of at least 6 feet.  

• Remind/inform the person of the University’s requirement to wear a face covering.  

• If the person refuses to put on a face covering, remind them that continued refusal will 

result in discipline. (Send the employee home if necessary) 

• Consult with unit or campus HR to determine appropriate next steps 

• If the person states they cannot wear a face covering due to medical reasons, refer the 

person to OAE to begin the accommodation process.  

• If the unit has extra face coverings available, offer one to the individual. 

Permissible Action(s) 

• Refuse to meet with the person if they are not wearing a face covering. 

Prohibited Action(s) 

• Shaming or confronting the person not wearing a face covering.  

• Assuming why the person is not wearing a face covering.  

• Taking pictures of the person not wearing a face covering. 

 

Scenario #5:  Manager observes an employee they do not supervise not wearing a face 

covering.  

 

Required Action(s) 

• Maintain social distancing of at least 6 feet.  

• Remind/inform the person of the University’s requirement to wear a face covering.  

• If the unit has extra face coverings available, offer one to the individual. 

• Inform the person’s supervisor that you observed the person not wearing a face covering, 

and whether they complied after you reminded them of the requirement. (If the person 

complies, a short e-mail is sufficient. If the person does not comply, you should contact the 

person’s supervisor immediately.) 

Permissible Action(s) 

• Refuse to meet with the person if they are not wearing a face covering. 

 

 

 

 

 

 

 

 

 


