Employee with Symptoms Workflow 4.28.20

Workflow Guide

Boxes this color are tasks
completed for all staff employees

Boxes this color are tasks
completed by Supervisors

Boxes this color are tasks
completed by COO / HR

Symptoms Confirmed.
(Employee at work — stay isolated
until ready for Testing; Employee at
home — stay home)

Employee begins documenting
symptoms in HR’s Symptom
Tracking Form

Did employee
have contact
with a
confirmed
COVID case?

Notify COO and HR

Risk Assessment Performed to
determine appropriate
Quarantine/Testing next steps

If Supervisor unsure/
uncomfortable confirming
symptoms, call for consult:
1. Mike (901) 490-1207

2. Dr. Nelson (901) 825-7981
3. Jenny BP (901) 628-5639

Employee feels they have
a symptom(s) of COVID-19

At Church
Health or at
home?

At Church Health

Self-Isolate away from all
other staff members/people

Call supervisor

Employee can

Confirm Symptoms
ymp come/continue to work

Symptoms
consistent with
COVID-19?

Symptoms of COVID-19:
* Fever (measured or subjective)
* New, Unexplained Cough
Notify HR of employee * Shortness of Breath
status Chills (or repeated shaking with chills)
*  Muscle pain
* Sore Throat
*  Muscle Pain
* Headache
* New loss of taste or smell
Case defining symptoms have changed
per CDC guidelines.

Employee must seek testing for

Positive
for coviD

Follow up with

Employee Positive
COVID Plan

***Note:
Lingering cough
as only
remaining
symptom is not
concern for
continued
isolation***

COVID

Employee refuses

COVID Testing OR
Negative Inconclusive Test
for coviD Result

Employee remains home
until:

1.No fever for 72 hours
WITHOUT the use of fever
reducing medication

2. Other symptoms have
improved (cough/shortness
of breath)

3. At least 7 days have
passed since symptoms first
appeared

Employee remains home
until fever and Acute
Respiratory lliness free for
24 hours WITHOUT use of
symptom reducing
medicine

Employee notifies
Supervisor when met
symptom free requirements
by providing Supervisor their
Symptom Tracking Form

Employee notifies Supervisor when

met symptom free requirements by

providing Supervisor their Symptom
Tracking Form

Supervisor notifies HR of
employee return to work status

Supervisor notifies HR of
employee return to work status

HR will be tracking and continuously monitoring employee statuses.
Aggregate daily data to be kept in dashboard and reported upon. HR will be monitoring when staff have met
their symptom free requirements and can return to work.




