Employee and Supervisor Flowchart
Exposed to COVID-19 is defined as having prolonged close contact with a person who has the virus. Close contact
includes living in the same household, caring for a sick person with the virus, being within 6 feet of a sick person with
the virus for at least 15 cumulative minutes with or without the use of a face covering.
FEELING SICK?

Employee
Process for
COVID-19

If an employee tests positive for COVID-19,
the employee should not report to work and
notify their doctor and supervisor. Contact HR
Benefits office after and consulting with your
doctor.
If an employee develops symptoms of
COVID-19 while at work, they should
immediately leave and contact their primary
care physician. Doctor will advise about
testing and quarantine. Employees should
not return to work until released by their
doctor or self-quarantined for 14 days.
Contact HR Benefits after consult with
doctor.
Employees with a person living in their
home diagnosed with COVID-19 should
contact their supervisor and HR Benefits.
HR will provide guidance on return to work.

Keep supervisor and HR informed of health
status and testing results.

Human Resources will provide guidance on
employee’s return to work.

Stay Home
(Call your
supervisor &
doctor)

Supervisor
Process for
COVID-19

If employee reports exposure to someone with
COVID-19, has tested positive, has someone in their
household who tests positive, refer the employee to
their doctor and contact Rhiannon Settles
Coordinator of Health Services. Mrs. Settles will
determine dates and names of individuals the
employee may have had contact with at work and
will notify McLennan County Public Health District
and HR Benefits office.

HR Benefits office will provide employee the
available leave options and return to work
information.

Keep HR Benefits office informed of health
status and testing results.
All work areas where an employee who tested
positive will be cleaned 24 hours after last
exposure.
Human Resources will provide guidance on when
employee can return to work and provide
appropriate leave information. (24 hours fever
free without the use of fever reducing
medications, improved symptoms and at least 10
days from when symptoms began)

