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Notice 

This procedure was established to support District staff based on the current health situation, as it is understood today. 
Changes to the public health situation may necessitate changes to these procedures, which may include additional 
restrictions.  

 

Prevent 

1. Educate staff about the current health crisis and preventative measures.  

2. Post signage in common areas and restrooms.  

3. Ensure staff has all proper personal protective equipment available to them a. Masks b. Gloves c. Face shields (as 
needed) d. Protective eye wear (by request) e. Sneeze guards (as instructionally appropriate)  

4. Ensure staff have all proper supplies available  

a. Hand sanitizer  

b. Tissues  

c. Hand soap  

d. Disinfecting wipes  

5. Staff must self-screen for COVID -19 symptoms before coming to work each day.  

a. Cough  

b. Shortness of breath or difficulty breathing  

c. Chills  

d. Repeated shaking with chills  

e. Muscle pain  

f. Headache  

g. Sore throat  

h. Loss of taste or smell  

i. Diarrhea  
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j. Fever of greater than 100.0  

k. Close contact with lab confirmed COVID-19 case  

6. If you are sick, stay home, and contact your supervisor.  

Confirmed, Suspected, or Exposed to COVID-19  

Any employees who are personally either: (a) lab-confirmed to have COVID-19; or (b) experience the symptoms of 
COVID-19 (listed below) must stay at home and cannot return to campus unless the campus nurse or a direct supervisor 
screens the individual to determine any of the below conditions for campus reentry have been met:  

1. In the case of an individual who was diagnosed with COVID-19, the individual may return to school when all three of 
the following criteria are met:  

a. at least 24 hours have passed since resolution of fever without the use of fever-reducing medications, and  

b. the individual has improvement in symptoms (e.g., cough, shortness of breath), and  

c. at least ten days have passed since symptoms first appeared. 

2. In the case of an individual who has new or worsening COVID-19 symptoms and who has not evaluated by a medical 
professional or tested for COVID-19, such individual is assumed to have COVID-19, and the individual may not return to 
the campus until the individual has completed the same three-step set of criteria listed above.  

3. If the employee has new or worsening symptoms that could be COVID-19 and wants to return to school before 
completing the above stay at home period, the individual must either:  

a. obtain a medical professional’s note clearing the individual for return based on an alternative diagnosis or  

b. confirmation at least 24 hours after exposure that they are free of COVID via acute infection tests at an 
approved COVID-19 testing location found at https://tdem.texas.gov/covid-19/.  

Employees who have had close contact with someone who is lab-confirmed to have COVID-19, as narrowly defined in 
this document by the appropriate public health agency, should stay at home through the 14-day incubation period, and 
should not be allowed on campus.  

The employee’s supervisor or designee will screen the employee, via verbal or written questionnaire, after the 
incubation period has concluded, and if the individual did not experience COVID-19 symptoms during that period, the 
individual can be allowed back on campus. If the individual experienced symptoms, he/she must stay at home until the 
conditions outlined above have been met.  

Identifying Possible COVID-19 Cases  

The department or campus will immediately isolate and send home any employee showing symptoms 

of COVID-19 while at work. The department will clean the areas used by that employee as soon as feasible following CDC 
guidance.  

Respond 

Required Actions if Individuals with Lab-Confirmed Cases Have been at a district facility:  

1. If an individual has been lab-confirmed to have COVID-19, the individual must notify his/her supervisor so they can 
notify the district task force, other outside agency in accordance with applicable federal, state and local laws and 

https://tdem.texas.gov/covid-19/
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regulations, including confidentiality requirements of the Americans with Disabilities Act (ADA) and Family Educational 
Rights and Privacy Act (FERPA).  

2. District will close off areas that are heavily used by the individual with the lab-confirmed case until the non-porous 
surfaces in those areas can be disinfected, unless more than 48 hours has already passed since that person was on 
campus. 

3. Consistent with school notification requirements for other communicable diseases, and consistent with legal 
confidentiality requirements, schools must notify all teachers, staff, and families of all students in a school if a lab-
confirmed COVID-19 case is identified among students, teachers or staff who participate in any on-campus activities.  

Mitigate 

Staff guidelines to mitigate the likelihood of COVID-19 spread:  

1. Each campus will have hand-sanitizing stations at each main entrance.  

2. Each office will have hand sanitizer near the entrance.  

3. Staff will be encouraged to wash their hands/use sanitizer frequently.  

4. Staff will be advised to cover coughs and sneezes with a tissue, and if not available, covered in their elbows. Used 
tissues will be thrown in the trash and hands will be washed immediately after using the tissue. Hand sanitizer can be 
used in place of washing your hands but is not the recommended method.  

5. All locations frequented by individuals will have more frequent and heightened cleaning procedures that align with 
the CDC guidance on cleaning community buildings.  

6. Employees will practice social distancing to the extent possible.  

7. Employees will wear face coverings with the exception of:  

a. being alone in a closed classroom or office  

b. alone in a closed office or classroom with members of the same household  

c. being outside while on school property while maintaining 6ft social distance  

8. Instructional staff will be allowed to bring only their own personal children to their classrooms or offices if they follow 
these guidelines:  

a. You must accompany your children when they are not in your office or classroom.  

b. Your children must wear face coverings except when alone, in a closed classroom or office.  

c. Your children must not be in your classroom more than 1 hour prior to school start or 1 hour after school ending 
to allow time for the custodians to sanitize your classroom or office.  

d. Your children will not be allowed to attend any staff group meetings. 

e. If more than one person occupies your room or office, you may not bring your children to that space unless 
otherwise allowed by campus administration or your supervisor. 

 f. Any violation of these procedures may result in the revoking this privilege immediately.  

Close Contact  
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This document refers to “close contact” with an individual who is lab-confirmed to have COVID-19. Close contact is 
defined by an appropriate public health agency. For clarity, close contact is defined as:  

1. being directly exposed to infectious secretions (e.g., being coughed on while not wearing a face covering, sharing 
food or drink, kissing); or  

2. being within 6 feet for a cumulative duration of 15 minutes, with or without wearing a face covering or face 
shield. If either occurred at any time in the last 14 days at the same time the infected individual was infectious. 
Individuals are presumed infectious at least two days prior to symptom onset or, in the case of asymptomatic 
individuals who are lab-confirmed with COVID-19, two days prior to the confirming lab test.  

Access to Leave  

S-TISD has the obligation to maintain a safe environment and has the right to exclude an employee from work because 
of exposure (whether it occurred on-duty or off-duty), being symptomatic, or testing positive. Leave benefits under the 
Families First Coronavirus Response Act (FFCRA) apply for the limited time between the dates of April 1, 2020, to 
December 31, 2020. The amount of paid leave an employee may receive will vary depending on the reason leave is 
taken. Detailed information is available in the Employee Rights notice that can be found here: Employee Rights – 
Department of Labor.  

Paid Leave Entitlement 

Up to two weeks (80 hours, or a part-time employee’s two-week equivalent) of paid sick leave based on the higher 
of their regular rate of pay, or the applicable state or Federal minimum wage, paid at:  

• 100% for qualifying reasons #1-3 below, up to $511 daily and $5,110 total;  

• 2/3 for qualifying reasons #4 and 6 below, up to $200 daily and $2,000 total; and  

• Up to 12 weeks of paid sick leave and expanded family and medical leave paid at 2/3 for qualifying reason #5 
below for up to $200 daily and $12,000 total. 

 A part-time employee is eligible for leave for the number of hours that the employee is normally scheduled to work 
over that period.  

Qualifying Reasons for Leave Related to COVID-19  

An employee is entitled to take leave related to COVID-19 if the employee is unable to work, including unable to 
telework, because the employee: 

1. is subject to a Federal, State, or local quarantine or isolation order related to COVID-19;  

2. has been advised by a health care provider to self-quarantine related to COVID-19;  

3. is experiencing COVID-19 symptoms and seeking a medical diagnosis;  

4. is caring for an individual subject to an order described in (1) or self-quarantine as described in (2);  

5. is caring for his or her child whose school or place of care is closed (or child care provider is unavailable) due to 
COVID-19 related reasons; or 

6. is experiencing and other substantially-similar condition specified by the U. S. Department of Health and Human 
Services.  

How to Request EPSL/EFML 
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An employee requesting emergency paid sick leave and/or expanded family and medical leave must complete the 
appropriate form and return it to Human Resources as soon as the need for leave is identified. Documentation 
supporting the need for leave should be included when the request is submitted or as soon as available. Please request 
the EPSL/EFML form from HR.  

*Enforcement 

The U.S. Department of Labor’s Wage and Hour Division (WHD) has the authority to investigate and enforce compliance 
with the FFCRA.  

*See FAMILES FIRST CORONAVIRUS RESPOSE ACT (Department of Labor website.) 

Screening of Visitors to Campus 

Use the TASB form, Skidmore- Tynan Visitor Screener for COVID-19 form. (Attached) 

 

FAQ 

Should I come to work if...? 
 

I am lab confirmed to have COVID-19.  
Do not come to work. Notify Supervisor as soon as feasible. 
  

I have been in “regular close contact” with someone who has been lab confirmed to have COVID-19. 
 Do not come to work. Notify Supervisor as soon as feasible. 
  

I have new or worsening symptoms of COVID-19.  
Do not come to work. Notify Supervisor as soon as feasible. 
 

I have been near someone, including a student in my class, who has COVID-19 but I was not in “regular close contact.” 
Return to work, wear a mask, practice social distancing, and self-monitor your symptoms. 
 

I have been in regular close contact with someone who has symptoms of COVID-19.  
Return to work, wear a mask, practice social distancing, and self-monitor your symptoms. 
 

I have been in regular close contact with someone who was in regular close contact with someone else who has 
COVID-19.  

Return to work, wear a mask, practice social distancing, and self-monitor your symptoms.  
Contact Supervisor if you have concerns about any of the following: 

• being high risk and are over the age of 60, 

• pregnancy, • a serious medical condition,  

• living in a household with someone who has COVID-19,  

• caring for someone with COVID-19, and/or  

• having any other significant concerns that make you feel unsafe at work 


