Coronavirus (COVID-19) Emergency Action Plan
Procedure for flu like symptoms:
· Employees who exhibit the following symptoms should be sent home and will require a doctor's note to return to work:
-  Coughing, sneezing
-  Fever
-  Shortness of breath, difficulty breathing
-  Chills, body aches, sore throat, headache, diarrhea, nausea, vomiting, or runny nose

· Employee who call off from work due to the following symptoms will require a doctor's note to return to work:
- Coughing, sneezing
- Fever
- Shortness of breath, difficulty breathing
- Chills, body aches, sore throat, headache, diarrhea, nausea, vomiting, or runny nose
 
· Any employee who has recently traveled from China or other affected areas or has been in close contact with someone who has recently traveled from China or other affected areas should not report to work for 14 days and will require a doctor's note to return to work.  Teleworking may be an option based on the position.  
Procedure when notified that an employee has been diagnosed with Coronavirus:
Field Staff 
· Attempt to isolate employee if they are working 
· Contact Risk Management/Human Resources
· Maintain confidentiality of employee as best as possible
· Communicate to employees on the preparedness and action plan
· Follow Direction of Risk Management and Government Health Officials from this point on
Risk Management/Human Resources 
· Contact Center for Disease Control
· Notify Executive Team
· Work with operations to minimize exposure
· Notify anyone that has a potential for exposure 
· Communicate with staff

Our policy is to treat any medical information as a confidential  medical record. In furtherance of this policy, any disclosure of medical information will on be in limited circumstances.
Contacted Human Resources or Risk Management with any questions.
