
Cadet Activities COVID 19 Operations Enhancement Procedures 
 

I. Purpose:  The purpose of this SOP (Standard Operating Procedure) is to provide 
guidance on how the Cadet Activities Department will enhance its operations in order to 
combat the spread of COVID-19 during operations.   
  

II. References: Citadel H/R Covid 19 Guidence  
 
III. Responsibilities:  In order to provide a safe environment for the Cadet Activities Staff, 

Cadets, and visitors the following enhanced procedures will be in effect. 
 

A. Commandant of Cadets: Is responsible for the health, welfare, and safety of the 
Corps of Cadets. 
 

B. Director, Cadet Activities:  Is responsible for the overall implementation of the 
Cadet Activities Covid 19 enhancement procedures in this SOP. He/She is also 
responsible for ensuring that those individuals with duties and responsibilities 
under this SOP are trained and supervised in these enhancement procedures.  
 

C. Cadet Activities Club Manager:  Is responsible for ensuring that all club 
advisors are briefed on this SOP and that spot checks of club meetings are being 
conducted to ensure compliance. 

 
A. Building and Grounds Manager:  Is responsible for monitoring and maintaining 

the enhanced sanitation standards in MCH and make sure that door/floor 
markings are maintained in a professional manner as needed.  He/she is also 
responsible for coordinating with the Citadel Safety Office to make sure that 
Covid safety signs are in place as required. 

 
D. Volunteer Club Advisors:  Are responsible for the implementation of the safety 

measures and protocols outlined in this SOP. 
 

E. Cadet Activities Officers:  Will assist in the monitoring of these enhancement 
procedures at the club & organization level as directed by the Director of Cadet 
Activities. 

 
IV. Operations Enhancement Procedures: 

 
A. Student Union Facilities:  The Commandant’s Building and Grounds Specialist 

will ensure that the following flexible enhancement procedures are implemented 
and maintained.  Procedures will be adjusted based on the situation.  For example, 
routine operations in places where two-way restricted traffic is the norm might 
require different procedures than special events that have one mass entry and one 
mass exit from a space. 
 



1. Traffic Flow in Mark Clark Hall:  MCH will be marked in order to suggest 
a foot traffic flow pattern that reduces the chances for visitors to MCH to 
run into each other. At a minimum, these will include: 
 
a. Entry and exit doors suggesting specifying one entry point and one 

exit point. 
 

b. Tape on the floor to suggest specify a foot traffic pattern that reduces 
travelers crossing each other at a close distance. 

 
c. Designating and marking one stairwell as an up stairwell and one as a 

down stairwell. 
 

d. Maintaining Posting and removing these markings as needed based 
on current events. 

 
2. Visitor Hand Sanitation:  All hand sanitizers that are/will be required by 

the College must be maintained in working order and refilled as necessary 
on a daily basis. 
 

3. Enhanced Cleaning:  While the janitorial contractor will maintain the 
overall cleanliness of MCH the Commandant’s Building and Grounds 
Specialist will be responsible for the following enhancement procedures. 
 

a. Ensuring that all equipment supplied by the Cadet Activities 
Department is thoroughly cleaned and sanitized before and after 
each use. This includes, but is not limited to chairs, tables, AV 
equipment, door knobs to the rooms, etc. 
 

b. Coordinating with the Director of Cadet Activities and ordering, 
maintaining, and resupplying as needed any additional cleaning, 
sanitation, and PPE equipment required to be used by the CA 
department. This may include, but not limited to additional 
disinfectant spray, disposable masks or gloves etc. 

 
c. Identify and report on any issues with the cleaning contractor that 

need to be addressed. 
 

d. Ensure that the facilities under the control of the Cadet Activities 
Department is maintained in a safe and sanitary state. At a 
minimum, the Building and Grounds Manager will: 

 
1) Disinfect/sanitize the railings in the stairwell leading up to 

Buyer Auditorium several times a day. 
 



2) Periodically disinfect and sanitize equipment such as tables 
and chairs that are in use in places like Buyer Auditorium and 
the Greater Issues Room etc. 

 
3) Periodically disinfect/sanitize doors/knobs that lead into Cadet 

Activities Offices and areas maintained by the Cadet 
Activities Department. 

 
4) Check the upstairs latrine and maintain as needed.  The focus 

here should be on things like faucets, mirrors, trash on the 
floor and other issues that routinely arise between cleanings.  
Door knobs and fixtures of routine use should be sanitized 
regularly. 

 
5)  Maintain a log of enhancement activities completed 

throughout the day and submit to supervisor before leaving. 
 

V. Monitoring and Spot Checks.  In order to ensure the safety of cadets that participate in 
club activities and Citadel employees, the Director of Cadet Activities is responsible for 
monitoring compliance with these procedures.  The following monitoring processes will 
be in effect until further notice. 
 

B. Club Manager:  Is responsible for making sure that all clubs follow these 
enhanced procedures on a daily basis.  He/she will conduct spot checks on club 
meetings throughout the year and make corrections as needed.  He/she will also 
report findings to the Director of Cadet Activities.  The Club manager will also: 
 

1. Develop a system for clubs to report/record meeting times/locations. 
 

2. Conduct spot checks of these meetings. 
 

3. Employ the use of the Activities Officers as needed to make spot 
checks/reports.  

 
C. Activities Officers:  Will be responsible for conducting spot checks on club 

meetings/activities IAW with a schedule/plan that is developed by the Club 
Manager. 

 
VI. Mark Clark Hall Meeting Space and Activity Guidelines. 

 
A. Meeting Venues:  

 
1. Masks are required for all for guests visiting Mark Clark Hall. 

 
Meeting attendance is limited to 50% of normal capacity.  

 
Tables are placed at least six feet apart per social distancing guidelines. 



2. Planning figure for attendance/occupancy of a particular space will be 
30% of maximum occupancy and seating will be arranged to maintain an 
approximate six (6) foot distance. Max capacities for rooms under the 
control of Cadet Activities are: 

 
Theater setup 

Buyer 110 

GI Room  30 

Room 228  24 

Knob Lounge  20 

 
 

Round tables, 4 per table 
 

 
 
 
 
 
 
 
 

 
3. Table seating is limited to a maximum of four seats per table. 

 
4. Masks may be removed while attending some events at lower capacity, but 

masks are required when six foot distancing is not an option and when two 
or more guests use the same table and during activities and presentations. 

 
5. Row seating is set to accommodate six foot spans. 

 
B. Meeting Alternatives: 

1. Due to the limitations on venue capacity and setup options, it is 
recommended that larger groups consider smaller group sizes, multiple 
meetings for full coverage, and having group leaders share meeting 
minutes to other group members to accomplish their purposes. When this 
is not possible, groups should explore larger capacity venue availability to 
accommodate larger attendance requirements. Capacities and options may 
be discussed with the facility manager. 
 

Buyer 100 

GI Room  24 

Room 228  12 

Knob Lounge  12 



2. Event hosts should make guest speakers aware of Citadel policies and 
procedures and should monitor guest adherence to those practices while on 
campus. 

 
3. All catering activities are handled by Sodexo. Contactless delivery is 

preferred for delivery services. 
 

4. Zoom or virtual meetings are encouraged. 
 

5. Outdoor meetings allowing for safe social distancing are encouraged. 
 

C. Other Safety Measures: 
. 

1. Food Deliveries:  Clubs and organizations may have food delivered in a 
manner that promotes the health and safety of all members.  The following 
food delivery must be followed. 
 

a) No pot luck dinners 
 

b) Do not share utensils or flatware. 
 

c) Only order from food establishments that have Covid 19 safety 
measures in place. 

 
d) Food distribution must be done in a manner that promotes the 

fewest people from touching the food or food containers. 
 
VII. Cadet Clubs and Organizations  

 
A. Although it is not mandated, we “highly recommend” that club advisors have a 

negative Covid-19 screening within 14 days before the first meeting. 
 

B. Advisors and members are prohibited from participating in meetings and/or 
events when they are experiencing symptoms of Covid 19 infection.  Advisors 
must monitor members as they arrive and deny entry to anyone who is displaying 
Covid 19 symptoms. 

     
C. Club advisors are required to take the Covid training course via PageUp on The 

Citadel’s Training website. Volunteer advisors can contact HR staff for training 
session access. Submitted club charter must include the date of this course 
completion along with the dates for Darkness 2 Light, Title IX, and Campus 
Security training, Returning to Campus Safety Video. 
 

D. Cadet club meeting times, locations, and expected attendance must be 
communicated to the Club Coordinator in advance for review, record-keeping, 
and to allow for spot-checking of policy compliance by Cadet Activities staff.  



E. All club advisors must sign and return the Cadet Activities COVID 19 
Enhancement Procedure attestation form in Annex A of this SOP during the 
charter/re-charter process. 

 
VIII. Reporting 

 
A. Any Advisor/Member that is displaying symptoms of, or, who have tested 

positive for Covid 19 must be reported to the Director of Cadet Activities 
immediately.  The Director of Cadet Activities will report this information 
according to College Protocol. 

 
IX. Violations 

 
A. Any violations of these procedures can result in the club being de-chartered and 

the advisor will be reported to the Citadel Safety Office and/or Citadel Human 
Resources as needed. 

 
 
 
 

Arthur L. Rich Jr. 
SFC, USA (Retired) 
Director of Cadet Activities. 

 
Published 27 July 2020 
Update 1:  31 July 2020 
 
Official 
Bryan Dukes 
Club Manager 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



ANNEX A:  Club Advisor Attestation Form 
 
 
 
I, ______________________________________ the club advisor for ____________________ 
_________________acknowledges that I have taken the Citadel HR COVID 19 training and I 
have also reviewed this SOP.  I will make sure that all meetings and locations are reported to the 
Club Manager and that I will take active steps during meetings to ensure proper social 
distancing, mask wearing, and cleaning & sanitation practices are adhered to in order to 
minimize the risk of the COVID 19 pandemic. 
 
 
Signed: _____________________________ Date: ____________ Title: ___________________  


