
 

COVID-19 Diagnosis/Symptoms Protocols for Employees and Supervisors 
(August 4, 2020) 

 

If an employee has tested positive or been diagnosed with COVID-19, exhibits any Coronavirus Symptoms (other 
than symptoms related to a pre-existing medical diagnosis unrelated to COVID-19), or is awaiting COVID-19 test 
results, the following steps should be taken by the employee and their supervisor: 
 

Employee Steps 
 

If you have COVID-19 symptoms, but do NOT have a positive test or diagnosis: 
• If at work, go home immediately and avoid coming into close contact with anyone*. 
• Contact your supervisor as soon as possible to notify them. If you are able to work remotely you will be 

allowed to do so.  
• Contact your health care provider for diagnosis, treatment and/or testing, as necessary. 
• If you are awaiting test results, notify your supervisor and remain at home until approved to return to 

work. 
• Stay home (except to seek medical care). 
• Follow CDC guidance – “What to Do If I’m Sick”. 
• Follow the “Self-Quarantine/Isolation” protocols. 
• If, at any time following the reporting of symptoms you undergo a test for COVID-19 and you test 

positive, notify your supervisor of this development.  
• Do not return to campus until approval is received. See “Completion of Self-Quarantine/ Isolation”. 

 

If you receive a positive test result or are diagnosed with COVID-19 (regardless whether you have 
symptoms), you should: 

• If at work, go home immediately and avoid coming into close contact with anyone*. 
• Contact your supervisor as soon as possible to notify them. 
• Consult your health care provider. 
• Stay home (except to seek medical care). 
• Follow the “Self-Quarantine/Isolation” protocols. 
• Do not return to campus until approval is received. See “Completion of Self-Quarantine/Isolation”. 
• If contacted, cooperate with contact tracers (facilitated through Public Health Officials) to provide 

information regarding others with whom you have had close contact. 
 
*The Families First Coronavirus Response Act (FFCRA) provides up to two weeks of Emergency Paid Sick Leave (EPSL) to all active 
employees. EPSL is paid at 100% if the employee is unable to work, including unable to telework, because the employee: is subject to 
Federal, State, or local quarantine or isolation order related to COVID-19; has been advised by a health care provider to self-quarantine 
for COVID-19 related reasons; or is experiencing COVID-19 symptoms and is seeking a medical diagnosis.    
 

Supervisor Steps 
 

If the employee has COVID-19 symptoms and/or is awaiting test results, but does not have a positive test or 
a diagnosis: 
 

• If the employee is at work when you are notified, make sure the employee is separated from others and 
immediately sent home. If remote work is available and the employee requests to work remotely, the 
employee should be allowed to continue to work. 

 

• If the employee is at home, advise them to stay at home and follow the “Self-Quarantine/Isolation” 
protocols. Inform employee that they will need to be approved before they can return to campus based 
upon “Completion of Self-Quarantine/Isolation” guidance. 
 

• Notify the appropriate Division Head (or designee) and provide information regarding when the 
employee was last on campus. It is expected that this notification will occur on the same day. 



 

 

• If the employee later notifies you that they have undergone a test for COVID-19 and received a positive 
result, advise them to remain at home and follow the “Self-Quarantine/Isolation” guidelines. Notify the 
appropriate Division Head (or designee) of the confirmed positive test and follow the below guidelines 
for positive diagnosis.  

 
If the employee has tested positive or been diagnosed with COVID-19, the supervisor should: 
 

• If the employee is at work when you are notified, make sure the employee is separated from others and 
immediately sent home. If remote work is available and the employee requests to work remotely, the 
employee should be allowed to continue to work. 

 

• If the employee is at home, advise the employee to stay home and follow the employee protocols above 
for their situation; also, find out when the employee was last at work. 

 

• Notify the appropriate Division Head (or designee) and provide information regarding when the 
employee was last on campus. It is expected that this notification will occur on the same day as 
confirmation of the positive test result. 
 

• The Division Head (or delegate) should notify Human Resources as soon as practicable to report all 
situations where an employee has tested positive or been diagnosed with COVID-19. Human Resources 
will follow up with the employee to coordinate appropriate leave guidance for the self-
quarantine/isolation period. 
 

• Notify Facilities Management to clean/disinfect the employee’s work area [Note: CDC guidance advises 
that cleaning/disinfecting should not begin for 24 hours from employee’s presence; if the infected 
individual has not been present for 7 days or more, additional cleaning and disinfection is not necessary 
besides increased routine cleaning and disinfecting of all high-touch surfaces already in place.] 
 

• Close off areas used by the infected employee, including common areas. 
 

• With approval of the appropriate Division Head, it may be appropriate to advise co-workers of a 
potential exposure (but do not identify the employee by name) and that contact tracers (facilitated 
through Public Health Officials) will work with the individual who tested positive to identify close 
contacts and notify them if they need to self-quarantine. Further advise that they do not need to take 
any specific action unless notified, but they should continue to monitor their health for the presence of 
any “Coronavirus Symptoms” and follow the “Prevention” and “Workplace Prevention” practices. 
 

• In unique situations when it is clear that certain co-workers have been potentially exposed as a result of 
close contact for a prolonged period of time with the affected employee, the supervisor (with approval 
of the appropriate Division Head) may send those co-workers home to follow the “Self-
Quarantine/Isolation” protocols. 
 

• Inform any employees who have been sent home that they will need to be approved before they can 
return to campus as detailed in “Completion of Self-Quarantine/Isolation”. The appropriate division 
head and Human Resources must be notified prior to approving an employee to return from COVID-19 
Self-Quarantine/Isolation. 
 

• If you or any of your employees have questions, you may direct them to Trisha Ray at 
trisharay@email.wcu.edu or 828 227-2522. 
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Self-Quarantine/Isolation Protocols 

Self-quarantine is a practice used to keep someone who might have been exposed to COVID-19 away from 
others. It helps prevent spread of disease that can occur before a person knows they are sick or if they are 
infected with the virus without feeling symptoms. 

Isolation is used to separate people infected with the virus (those who are sick with COVID-19 and those with 
no symptoms) from people who are not infected. 

When to Self-Quarantine 
• You are exhibiting one or more Coronavirus Symptoms 
• Someone in your household is lab confirmed or suspected/presumed to have COVID-19 
• You have been in “close contact” with someone who has been lab confirmed or suspected/presumed 

to have COVID-19  
• You have returned from international travel 

When to Self-Isolate 
• You are lab confirmed to have COVID-19 
• You are suspected/presumed to have COVID-19 due to presence of Coronavirus Symptoms 
• You are suspected/presumed to have COVID-19 due to “close contact” with someone who has been 

lab confirmed to have COVID-19 

Self-Quarantine/Isolation Protocols 
• Stay home and separate yourself from others in your home. 
• Do not come to work; do not participate in any campus activities; and do not come to campus. 
• If you have been diagnosed with COVID-19, are waiting for test results, or have Coronavirus 

Symptoms, CDC guidance for isolation recommends staying in a specific “sick room” or area and away 
from other people or animals, including pets. Use a separate bathroom, if available. 

• Monitor any symptoms you might be experiencing and if they develop or worsen then call your 
healthcare provider BEFORE seeking in-person care. 

• Call 911 if you have a medical emergency. Notify the operator that you have, or think you might have, 
COVID-19. If possible, put on a cloth face covering before medical help arrives. 

• Postpone all non-essential medical appointments until you are out of self-quarantine/isolation. 
• Stay away from public areas including grocery stores, malls, theaters and large public gathering spaces. 
• Avoid public transportation, ride-sharing, or taxis. 
• Postpone any travel. If you travel and become ill, you may not be able to return home. 
• Employees should communicate with their supervisor often and, depending upon the circumstances, 

an employee may continue to work remotely if approved to do so. 

Returning to Campus 

See “Completion of Self-Quarantine/Isolation” for when the self-quarantine/isolation will end and what is 
required before the employee is allowed to return to work on campus. 

 

 

  



 

Completion of Self-Quarantine/Isolation 

If you have been self-quarantined or self-isolated, you must be approved to return to campus before resuming 
your normal work schedule. 

Your request to return will be evaluated based upon which of these circumstances describes your situation: 

1. If you are under self-isolation because you have lab confirmed or suspected COVID-19 AND you have 
exhibited Coronavirus Symptoms: 

 At least 24 hours have passed since last fever without the use of fever-reducing 
medications and improvement in symptoms; and, 

 At least 10 days have passed since symptoms first appeared 
2. If you are under self-isolation because you have lab confirmed COVID-19 AND you have not 

exhibited Coronavirus Symptoms: 
 10 days have passed since the date of your first positive COVID-19 diagnostic test 

(assuming you have not subsequently developed symptoms since such positive test) 
3. If you are under self-quarantine/isolation because of potential exposure AND you have 

exhibited Coronavirus Symptoms: 
 At least 24 hours have passed since last fever without the use of fever-reducing 

medications and improvement in symptoms; and, 
 At least 10 days have passed since symptoms first appeared 

4. If you are under self-quarantine because of potential exposure to someone with lab-confirmed or 
diagnosed COVID-19 AND you have not exhibited Coronavirus Symptoms: 

 At least 14 days have passed since the beginning of self-quarantine (the date you had 
close contact), no symptoms have appeared, and you have had no further close 
contact with that individual or anyone else with COVID-19. 

 However: 
• If you live with someone with COVID-19 and have not been able to avoid continuous 

close contact with them, at least 14 days have passed since the person with COVID-19 
has completed self-isolation (see #1 or #2 above) 

• If you live with someone with COVID-19 and have avoided continued contact with that 
household member, but you have had close contact with another household member 
who has COVID-19, at least 14 days have passed since the last close contact with this 
additional household member 

5. If you are under self-quarantine/isolation because you have exhibited one or more Coronavirus 
Symptoms (regardless of whether you have been diagnosed with COVID-19): 

 At least 24 hours have passed since last fever without the use of fever-reducing 
medications and improvement in symptoms; and, 

 At least 10 days have passed since symptoms first appeared 

Formal approval from the appropriate Division Head (or designee) is required before any WCU community 
member may return to campus after self-quarantine or self-isolation. Noncompliance with the above 
requirements may result in disciplinary action. 

 

  



 

What To Do If I’m Sick 

If you have a fever, cough or any of the other Coronavirus Symptoms, you might have COVID-19. Do not 
physically report to class or work; do not physically participate in any campus activities or come to 
campus. (This does not apply if the presence of symptoms is due to a pre-existing medical condition or a medical 
diagnosis unrelated to COVID-19.) 

Stay home except to get medical care 

• Most people with COVID-19 have mild illness and can recover at home without medical care. Do not 
leave your home, except to get medical care. Do not visit public areas. 

• Take care of yourself. Get rest and stay hydrated. Take over-the-counter medicines, such as 
acetaminophen, to help you feel better. 

• Stay in touch with your doctor. Call before you get medical care. Be sure to get care if you have trouble 
breathing, or have any other emergency warning signs, or if you think it is an emergency. 

• Avoid public transportation, ride-sharing, or taxis.  

Separate yourself from other people 

• As much as possible, stay in a specific room and away from other people and pets in your home. If 
possible, you should use a separate bathroom. If you need to be around other people or animals in or 
outside of the home, wear a cloth face covering. 

Monitor your symptoms 

• Symptoms of COVID-19 include fever, cough, and shortness of breath but other symptoms may be 
present as well. Trouble breathing is a more serious symptom that means you should get medical 
attention. 

• Follow care instructions from your healthcare provider. 

When to Seek Emergency Medical Attention 

• Look for emergency warning signs* for COVID-19. If someone is showing any of these signs, seek 
emergency medical care immediately 

 Trouble breathing 
 Persistent pain or pressure in the chest 
 New confusion 
 Inability to wake or stay awake 
 Bluish lips or face 

*This list is not all possible symptoms. Please call your medical provider for any other symptoms that are severe or concerning to 
you. 

• Call 911 or call ahead to your local emergency facility: Notify the operator that you are seeking care for 
someone who has or may have COVID-19. 
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Call ahead before visiting your doctor 

• Call ahead. Many medical visits for routine care are being postponed or done by phone or 
telemedicine. 

• If you have a medical appointment that cannot be postponed, call your doctor’s office, and tell them 
you have or may have COVID-19. This will help the office protect themselves and other patients. 

Wear a cloth covering over your nose and mouth 

• You should wear a cloth face covering, over your nose and mouth if you must be around other people 
or animals, including pets (even at home) 

• You don’t need to wear the cloth face covering if you are alone. If you can’t put on a cloth face 
covering (because of trouble breathing, for example), cover your coughs and sneezes in some other 
way. Try to stay at least 6 feet away from other people. This will help protect the people around you. 

Cover your coughs and sneezes 

• Cover your mouth and nose with a tissue when you cough or sneeze. 
• Throw away used tissues in a lined trash can. 
• Immediately wash your hands with soap and water for at least 20 seconds. If soap and water are not 

available, clean your hands with an alcohol-based hand sanitizer that contains at least 60% alcohol. 
• Clean your hands often 
• Wash your hands often with soap and water for at least 20 seconds. This is especially important after 

blowing your nose, coughing, or sneezing; going to the bathroom; and before eating or preparing food. 
• Use hand sanitizer if soap and water are not available. Use an alcohol-based hand sanitizer with at 

least 60% alcohol, covering all surfaces of your hands and rubbing them together until they feel dry. 
• Soap and water are the best option, especially if hands are visibly dirty. 
• Avoid touching your eyes, nose, and mouth with unwashed hands. 

Avoid sharing personal household items 

• Do not share dishes, drinking glasses, cups, eating utensils, towels, or bedding with other people in 
your home. 

• Wash these items thoroughly after using them with soap and water or put in the dishwasher. 

Clean all “high-touch” surfaces everyday 

• Clean and disinfect high-touch surfaces in your “sick room” and bathroom; wear disposable gloves. Let 
someone else clean and disinfect surfaces in common areas, but you should clean your bedroom and 
bathroom, if possible. 

• High-touch surfaces include phones, remote controls, counters, tabletops, doorknobs, bathroom 
fixtures, toilets, keyboards, tablets, and bedside tables. 
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