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Subject: IMPORTANT: Procedures and Guidelines to Follow if Employee Suspects COVID-19 Exposure 
 
All Teams: 
 
This information blast is directed at all Exec, Directors, Managers, and Supervisors.  However, we want 
everyone in the agency to be aware of the procedures so you can be informed, and help out. 
 
Please review carefully for the information below for specific issues involving employees related to 
COVID-19.  Consult with HR for a full assessment of the facts and advice that is more specific to your 
situation. 
 
Procedures and Guidelines to Follow if Employee Suspects COVID-19 Exposure 
 
Q: My employee believes they have COVID-19 due to multiple symptoms (fever, cough, shortness of 
breath, etc).  They have been tested and are awaiting results.  What do I do? 
A: Contact HR immediately.  Per CDC guideline, the employee must self-isolate at home for 14 days 
whether they have symptoms or not.  The ill employee must exhibit no symptoms for 24 hours to come 
back to work.  Identify employees who may have had worked/had contact with the ill employee in the 
last 5 days and discreetly notify them of possible exposure.  These employees should monitor for 
symptoms and be allowed to self-quarantine if requested. 
 
Q: My employee told me that their immediate family has been confirmed with COVID-19. What 
should I do? 
A: Notify HR immediately.  Per CDC guideline, the employee must self-isolate at home for 14 days 
whether they have symptoms or not.  It is recommended they contact a healthcare provider for 
medical advice.  Employee must exhibit no symptoms for 24 hours to come back to work.  Identify 
employees who have worked or had contact with the ill employee in the last 5 days and discreetly 
notify of possible exposure.  These employees should monitor for symptoms and be allowed to self-
quarantine if requested. 
 
Q: My employee notified me that a family member living with them is symptomatic and has been 
tested but still waiting on results.  What do I do? 
A: Notify HR immediately.  Per CDC guideline, it is recommended that the employee self-isolate and 
continue to monitor for symptoms.  Identify employees that have worked with this employee in the 
last 5 days and discreetly notify there is a low risk of possible exposure due to employee with a 
symptomatic family member and to self-monitor for symptoms. 
 
Q: My employee notified me that they had contact with a client in the last few days who has found 
out they tested positive.  What do I do? 
A: Notify HR.  Identify if any other clinicians/employees may have treated the same client and notify 
them of low risk of exposure and they should monitor for symptoms.  Quarantine is not necessary 
unless employee is symptomatic. 
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Risk Level Assessment:  Review the table below for different levels of risk, contact HR for your specific 
situation 
 

 
 
Please stay safe, 
 
Scott 
 
 
Scott McGuirk, CEO / CIO 
South Coast Community Services®   
Providing behavioral health services to kids, adults and their families since 1984. 
 

 


