Checklist for Employee Diagnosis of or Exposure to
COVID-19
The following checklist is used to guide the District’s response when notified an employee has been exposed to, diagnosed
with COVID-19, or falls ill during the day and has COVID-19 related symptoms.
Department/Campus Supervisor will do the following:
 Immediately contact the designated Leadership/Assistant Superintendent if an employee reports a diagnosis of or exposure to COVID-19, or
falls ill during the day and has COVID-19 related symptoms.
 If the employee is on site, immediately separate and direct the employee to the designated isolation area or send the employee home.
 Upon notification and/or prior to sending employee home, ensure updated personal and emergency contact information is obtained from the
employee.
 Immediately identify and close off areas typically used by the employee.
 Notify HR/Employee Benefits at jfventur@episd.org and Health Services at acbejara@episd.org and provide name of the identified employee.
 Instruct employee to immediately contact HR/Employee Benefits by email at jfventur@episd.org if exposed to or diagnosed with COVID-19.
 Determine the date and time the employee was in physical proximity (six feet or less) of any employees, students, or the community.
 Identify dates and names of individuals (e.g., employees, students, parents, community members) the employee may have had contact with or
been within six feet or less during the last 14 days.
 Provide names of the identified employee(s) to Employee Benefits at jfventur@episd.org and Health Services at acbejara@episd.org.
 Provide written notification (template) to employees who were identified as having exposure risk.
 Work with designated Leadership/Assistant Superintendent to determine course of action (i.e. close off area, close building, close entire
school).
 Work with Community Engagement and designated Assistant Superintendent to provide a letter (in English and Spanish) to the community
to inform of confirmed case on campus. (See Attachment A)
 After the initial isolation of potential affected area for 24 hours, work with Custodial Operations staff to sanitize the possible exposed areas
within the next 72 hours.
 After cleaning protocols have been followed and unless otherwise instructed by Leadership/Assistant Superintendent, reopen the affected
area(s) and resume normal operations.
Leadership/Assistant Superintendent will do the following upon notification of COVID-19 related case:
 Ensure that all steps assigned to the department/campus supervisor have been done.
 Work with the campus administrator and employee to determine the last date the employee was physically present in any other district
facility besides assigned campus.
 Contact each administrator that may have had the employee in their work area within the past 72 hours to determine exposure risk and
create a clean-up/disinfectant plan (e.g., principal, athletics, fine arts, technology, custodial, maintenance, food service, transportation).
 Notify Community Engagement of employee report of a diagnosis of or exposure to COVID-19 and any affected areas.
 Work with Department/Campus Administrator to determine course of action (i.e. close off area, close building, close entire school)
 Before school/facility is shut down in its entirety, obtain authorization from Superintendent.
 Monitor the situation closely and keep the superintendent updated.
Health Services will do the following upon notification of COVID-19 related case:
 Contact City Health Department personnel, if applicable.
 Assist with symptom inquiries.
 Assess quarantine requirements.
 File TEA weekly reports on new COVID-19 cases among students, teachers and staff.
Employee Benefits will do the following upon notification of COVID-19 related case:
 Provide employee and affected personnel information on available leave benefits including emergency paid sick leave (EPSL), expanded
family and medical leave (EFML), and state/local personal and sick leave.
 Address any requirement to provide fitness for duty before returning to work.
Community Engagement will do the following upon notification of COVID-19 related case:
 Will inform the superintendent and other relevant district leaders, including the board, of the situation.
 Respond to inquiries from the media and provide news releases as necessary.
 Assist the district/campus administrator in the preparation of the community notification letter.
 Maintain the employee’s confidentiality whenever possible and remind others of the need to keep personal and medical information
confidential.

Return-to-Work Guidance
Any individuals who themselves either (a) are lab-confirmed to have COVID-19; or (b) experience the symptoms of COVID-19 must
stay at home throughout the infection period, and cannot return to work until the Department/Campus Administrator screens the
individual to determine any of the below conditions for site re-entry have been met:

•

In the case of an individual who was diagnosed with COVID-19, the individual may return when all three of the
following criteria are met:
i.
at least one day (24 hours) have passed since recovery (resolution of fever without the use of fever- reducing
medications);
ii.
the individual has improvement in symptoms (e.g., cough, shortness of breath); and
iii.
at least ten days have passed since symptoms first appeared.

•

In the case of an individual who has symptoms that could be COVID-19 and who is 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 work until the individual has completed the same three-step criteria listed above; or

•

If the individual has symptoms that could be COVID-19 and wants to return to work before completing the 14-day stayat-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) obtain an acute infection test at an approved testing location
(https://tdem.texas.gov/covid-19/) that comes back negative for COVID-19.

An individual living with someone who experiences any of the symptoms of COVID-19, whether they have a positive COVID-19
test or not, may not return to work until the above conditions have been met. If they do not experience any COVID-19
symptoms during that period, they can return. If they experience symptoms, they must self-isolate until the conditions outlined
above have been met.
All inquiries regarding an employee return-to-work request should be submitted to Employee Benefits at jfventur@episd.org.

Attachment A

SAMPLE LETTER TO COMMUNITY[ PLEASE CONTACT CHIEF COMMUNICATIONS OFFICER PRIOR TO RELEASE OF THE LETTER]
NOTIFICATION OF CONFIRMED COVID-19 CASE ON CAMPUS
[DATE]
Dear Parent/Guardian,
In keeping with [DISTRICT]’s practices to respond to COVID-19, we are notifying all student families that a [STUDENT/STAFF
MEMBER/VISITOR] who was lab-confirmed to have COVID-19 was present on the campus of [CAMPUS NAME] on [LAST DATE OF
ATTENDANCE]. Due to privacy requirements, we will not be releasing the name of the individual or details that may identify him or her.
We are working closely with the local health department on this matter. After careful review, we have determined that the COVID-positive
person did not come into contact with students, staff, or areas accessed by students or staff. Operations at [CAMPUS] will continue as
usual, and we will keep you apprised of further updates.
OR
The local health department has begun a case investigation and will contact any individuals determined to be in close contact with the
infected individual. All students and staff that came into close contact will be directly notified no later than [Date / Time]. Those that were
in close contact will remain off campus for up to 14 days to ensure they do not have the virus, so that there will not be any further spread.
We will keep you apprised of further updates.
OR
To give the local health department time to conduct this investigation and notify those who have potentially been infected, as well as clean
affected areas, [CAMPUS] will be closed until [DATE]. Students and staff will return to campus on [DATE]. We will keep you apprised of
further updates.
While we do not have reason to believe that those who were not in close contact with the infected individual have reason to be concerned,
we ask that you, as always, to watch for symptoms of COVID-19.
Any of the following symptoms indicate a possible COVID-19 infection:
o
o
o
o
o

Temperature of 100.4 degrees Fahrenheit or higher when taken by mouth;
Sore throat;
New uncontrolled cough that causes difficulty breathing (or, for students with a chronic allergic/asthmatic cough, a change
in their cough from baseline);
Diarrhea, vomiting, or abdominal pain; or
New onset of severe headache, especially with a fever.

If your any member of the [CAMPUS] community does begin experiencing any of these symptoms in a way that his not typical, we
encourage you to contact your physician. We encourage anyone in the [CAMPUS] community who is lab-confirmed to have COVID19 to please notify our school by contacting XXXX.
If you have any questions or concerns, please reach out to XXX@XXXX or visit our website at XXX.xxx.
Sincerely,

CARTA DE EJEMPLO A LA COMUNIDAD
[COMUNÍQUESE CON EL PRINCIPAL OFICIAL DE COMUNICACIONES ANTES DE LA PUBLICACIÓN DE LA CARTA]

NOTIFICACIÓN DEL CASO CONFIRMADO COVID-19 EN CAMPUS
[FECHA]
Estimado Padre/Tutor,
De acuerdo con las prácticas de [DISTRITO] para responder a COVID-19, estamos notificando a todas las familias de estudiantes que un
[ESTUDIANTE / PERSONAL / VISITANTE] que fue confirmado por laboratorio para tener COVID-19 estuvo presente en el campus de
[CAMPUS NOMBRE] el [ÚLTIMA FECHA DE ASISTENCIA]. Debido a los requisitos de privacidad, no divulgaremos el nombre de la persona ni
los detalles que puedan identificarlo.
Estamos trabajando en estrecha colaboración con con el departamento de salud local en este asunto. Después de una cuidadosa revisión,
hemos determinado que la persona COVID-positiva no entró en contacto con los estudiantes, el personal o las áreas a las que los
estudiantes o el personal accedieron. Las operaciones en [CAMPUS] continuarán como de costumbre, y lo mantendremos informado de
nuevas actualizaciones.
O
El departamento de salud local ha comenzado una investigación de caso y se comunicará con cualquier persona que se determine que está
en contacto cercano con la persona infectada. Todos los estudiantes y el personal que tuvieron contacto cercano serán notificados
directamente a más tardar el [Fecha / Hora]. Aquellos que estuvieron en contacto cercano permanecerán fuera del campus por hasta 14
días para asegurarse de que no tengan el virus, para que no haya más propagación. Lo mantendremos informado de nuevas actualizaciones.
O
Para darle tiempo al departamento de salud local para llevar a cabo esta investigación y notificar a quienes están potencialmente
infectados, además de limpiar las áreas afectadas, [CAMPUS] estará cerrado hasta el [FECHA]. Los estudiantes y el personal regresarán al
campus el [FECHA]. Lo mantendremos informado de nuevas actualizaciones.
Si bien no tenemos motivos para creer que quienes no estuvieron en contacto cercano con el individuo infectado tienen motivos para
preocuparse, le pedimos que, como siempre, esté atento a los síntomas de COVID-19.
Cualquiera de los siguientes síntomas indica una posible infección por COVID-19:
 Temperatura de 100.4 grados Fahrenheit o más cuando se toma por vía oral;
 dolor de garganta;
 Nueva tos no controlada que causa dificultad para respirar (o, para estudiantes con tos alérgica / asmática crónica, un
cambio en su tos desde el inicio);
 diarrea, vómitos o dolor abdominal; o
 Nuevo inicio de dolor de cabeza severo, especialmente con fiebre.
Si algún miembro de la comunidad [CAMPUS] comienza a experimentar alguno de estos síntomas de una manera que no es típica, le
recomendamos que se comunique con su médico. Alentamos a cualquier persona de la comunidad [CAMPUS] que tenga un laboratorio
confirmado a tener COVID-19 que notifique a nuestra escuela comunicándose con XXXX.
Si tiene alguna pregunta o inquietud, comuníquese con XXX @ XXXX o visite nuestro sitio web en XXX.xxx.
Sinceramente,

