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Situation

 SITUATION #1  SITUATION #1A SITUATION #2 SITUATION #2A SITUATION #3 SITUATION #4

 Employee has 
symptoms and tests 

positive, or tests 
positive with no 

symptoms

 Employee is 
suspected to have 

COVID-19

Employee reports 
SOMEONE AT HOME HAS 

SYMPTOMS 

Employee reports SOMEONE 
AT HOME HAS TESTED 

POSITIVE

Employee has 
prolonged exposure to 

someone who has tested 
positive or has 

symptoms

Employee reports 
someone in their home 

or workplace was 
exposed to someone 
who tested positive or 

has symptoms

Actions

 Employee reports to supervisor. If reported 
while at work, employee leaves to go home or 
to get medical care.

Employee reports to supervisor. Employee reports to 
work as usual.

Employee reports to 
supervisor.  Employee 

reports to work as usual.

If someone at home or 
the workplace is not 
symptomatic, but just 
“exposed,” continue 
working (no need to self-
isolate).For staff who meet the close contact threshold with a 

COVID-19 positive individual, if these staff continue to 
work on campus, rapid testing must be performed 
periodically for 10 days post exposure.

For staff who meet the close 
contact threshold with a 
COVID-19 positive 
individual, if these staff 
continue to work on campus, 
rapid testing must be 
performed periodically for 10 
days post exposure.

Supervisor will provide COVID Leave form to 
eligible employee and have employee email 
and/or turn in completed form to Robin Moore.

If symptoms develop in 
the employee or 

someone in their home, 
see appropriate 

Situation #1-3 guidance.
Supervisor will provide COVID Leave form to eligible employee 
and have employee email and/or turn in completed form to Robin 
Moore.

    
Communication

Immediate supervisor will follow up with 
employee and keep District Admin and HR 
informed on test results or other changes and 
when the employee can return to work.

Immediate supervisor will follow up with employee and 
keep District Admin and HR informed on test results or 
other changes.

Immediate supervisor will 
follow up with emp. and 
keep District Admin/HR 
informed of any 
changes.

None necessary unless 
situation changes.

Instruction

Employee should 
contact their primary 
care physician.  Self-
isolate at home for 10 
days from symptom 
onset. Employee can 
return to work after the 
10 days of isolation 
from symptom onset, 
no fever without fever-
reducing medication, 
AND symptoms have 
improved.

In addition to the 
instructions to the left 
of this box, in Situation 
#1A, the employee 
can  return to work 
with an alternative 
diagnosis or a 
negative test result.

Situation 1A: Employee 
will monitor for symptoms 
for 14 days and will 
continue to report to 
work. 

Situation 2A: Employee 
reports to work. Employee 
may contact their primary 

care physician for 
guidance.

Employee will monitor 
themselves daily for 
symptoms and take 
appropriate precautions 
through day 14 of 
exposure.

None necessary unless 
situation changes.

If symptoms develop in 
the employee, see 
Situation #1 

If symptoms develop in the 
employee, see Situation #1.

If symptoms develop in 
the employee, see 
Situation #1.If someone at home tests 

positive for COVID-19, 
see Situation #2A.


