
Under Quarantine? CALL YOUR SUPERVISOR and DO NOT REPORT TO WORK 

Supervisor contacts site/department COVID-19 Response Team (CRT) lead coordinator. The CRT lead 

coordinator follows the CRT Guidance document to determine next steps. Quarantined staff will refer to 

the following workflow. 

Staff member is in quarantine. 

If at any time during quarantine a staff member 

develops symptoms or is diagnosed with COVID-19, 

the isolation process must be followed. 

Can the staff member perform their job remotely? 

Melissa Johnson in Benefits contacts staff member to 

determine if staff member’s absences qualify for 

coverage under the FFCRA. 

Staff member must report their absences in the 

appropriate system, either SmartFind or Kronos. 

Is a substitute/class coverage required? 

Substitutes under Phase 1 & Phase 2: 

Quarantined staff who are able should continue to 

teach students remotely. 

Substitutes under Phase 3 & Phase 4: 

 In-building substitutes and designated staff can 

provide coverage for teachers. 

A full class, cohort, or school is in quarantine. 

If an entire class, cohort or school is quarantined all 

instruction will move to remote learning and no 

substitute will be required. If the teacher later 

becomes sick, then the substitute process under 

Phase 1 will be followed. 

QUARANTINE AND ISOLATION INFORMATION 

Isolation is for those who have symptoms of COVID-

19, who are sick, or who have been diagnosed with 

COVID-19. 

Quarantine is for those who have potentially been 

exposed to COVID-19, and who do not have 

symptoms. This is a 10-day period. 
Exposure is defined as a household member or other 

close contact of the staff member who has been 

diagnosed with COVID-19 or is experiencing COVID-

19 symptoms. 

For COVID-19, a close contact is defined as any 

individual who: 

• Was within 6 feet of someone diagnosed with 
COVID-19 for 15 minutes or more over a 24-hour 

period.

• Provided care for someone who is sick with 
COVID-19.

• Had direct physical contact with someone who is 
sick with COVID-19.

• Shared eating or drinking utensils with someone 
who is sick with COVID-19.

• Got respiratory droplets from someone who is 
sick with COVID-19 on them (through sneezing, 
coughing, shouting, etc.).

• Was in the same class/cohort as a person 
diagnosed with COVID-19.
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