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West Valley-Mission Community College District  

COVID-19 Guidelines  

 

GUIDANCE FOR SUPERVISORS AND MANAGERS 

EMPLOYEES REPORTING COVID SYMPTOMS, EXPOSURE, OR DIAGNOSIS   

 

 
APPENDIX:  F 

DATE: UPDATED August 27, 2021  

The West Valley-Mission Community College District (WVMCCD) requires all employees, while at 

District owned, operated, or controlled facilities, to comply with current Santa Clara County Public 

Health Orders and Social Distancing Protocols. 

All employees must self-check for COVID-19 symptoms via the “WVC Go”, or “Go MC”, phone or 
internet applications prior to entering campus.  Employees must also monitor for the onset of 
symptoms while on campus and within 48 hours of having been on campus.  Supervisors and 
managers shall regularly and frequently check-in with employees to ensure they are completing the 
self-check process and reporting any positive answers.     
 

Employees that develop symptoms of COVID-19, that have been exposed to COVID-19, or that 

have been positively diagnosed with COVID-19, must immediately report this to their supervisor or 

manager. 

 

The following outlines the symptoms that employees should be monitoring for, the criteria for 

exposures and positive diagnoses, and the exemptions for fully vaccinated employees. 

  

 

SYMPTOMS: An employee may have symptoms of COVID-19 if they have any one of the following 

symptoms that are new or not explained by another reason:  

• Fever or chills 

• Cough 

• Fatigue 

• Muscle or body 
aches 

• Nausea, vomiting 
or diarrhea 

• New loss of taste or smell 

• Shortness of breath or difficulty 
breathing 

• Headache 

• Sore throat 

• Congestion or runny nose 
 

 

EXPOSURE: An employee may be considered exposed to COVID-19 if, at the time of exposure, 

they were not fully vaccinated as defined below, and they:  

 

1. live in a household with someone that has been diagnosed with COVID-19 

2. have had close contact with a person diagnosed with COVID-19:  

(close contact exposure is defined as being within six feet of an infected person for a 

cumulative total of fifteen minutes or more over a 24 hour period)  

a. within 48 hours of the onset of the infected persons symptoms, and until the infected 

person meets the criteria for discontinuing home isolation   
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b. or, if the infected person has not had any symptoms, within 48 hours of the infected 

persons positive test sample collection, and until the infected person meets the 

criteria for discontinuing home isolation  

 

POSITIVE DIAGNOSIS: An employee has been diagnosed with COVID-19 when they have 

received a positive test result, or they have been diagnosed by an appropriate medical practitioner.   

 

FULLY VACCINATED EMPLOYEES: Employees are considered fully vaccinated by the Santa 

Clara County Health Department beginning fourteen days after the final vaccine dose was 

administered. 

 

Fully vaccinated employees must still screen for COVID-19 symptoms at the start of each shift as 

vaccinated persons may still contract COVID-19.  Vaccinated employees that develop COVID-19 

symptoms, or that test positive for COVID-19, must stay home and isolate themselves from others.   

 

However, fully vaccinated employees are not required to quarantine after an exposure to someone 

confirmed or suspected to have COVID-19 as long as the exposure is not ongoing.  An exposure is 

considered ongoing when the employee is unable to avoid either prolonged and ongoing interaction 

with someone in their household that is suspected or confirmed to have COVID-19, or the employee 

must continually share household spaces with someone suspected or confirmed to have COVID-19.  

Fully vaccinated employees that are experiencing an ongoing exposure to COVID-19 must stay 

home and make arrangements with their supervisor to work from home until cleared to return to 

onsite work.   

 

DISTRICT GUIDELINES 

 

The following guidelines provide supervisors and managers with the appropriate steps to take when 

an employee reports having possible symptoms of COVID-19, an exposure to someone that has 

been diagnosed with COVID-19, or a positive diagnosis of COVID-19. 

1. Begin by recognizing that the employee may be worried or scared, and they may be unsure 

about what they should do next.  Be empathetic and understanding.  Let the employee know 

you are there to help them.   

 

2. Identify which of the following three situations the employee is reporting, and then confirm 

that what is being reported matches the necessary criteria as outlined above: 

• symptoms of COVID-19, OR  

• exposure to COVID-19 while not fully vaccinated, or an ongoing exposure if fully 

vaccinated, OR 

• positive diagnosis of COVID-19.   

 

2. If any of these three reporting situations is confirmed, direct the employee to stay home or go 

home immediately, and to avoid contact with others.  

 

3. Next, proceed to the appropriate section on page 3 for the specific situation being reported, 

either symptoms, or exposure, or positive diagnosis, and follow the steps indicated in that 

section.   
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SYMPTOMS OF COVID-19 

 

If an employee has developed symptoms of COVID-19, regardless of vaccination status, but the 

employee has not been diagnosed with COVID-19: 

  

Instruct the employee to begin the Health Department’s Home Isolation Protocol, to seek medical care 

and testing, and to notify you of their test result: 

 

• If the employee subsequently tests positive for COVID-19, or they do not receive testing, they must 

stay home until: 

• 10 days have passed from the date symptoms first appeared, AND 

• they have gone at least 24 hours without a fever, AND 

• their other symptoms have improved.   

 

Next, advance to step 4 on the following page. 

 

EXPOSURE TO COVID-19,  

 

A. Employee is not fully vaccinated  

 

Instruct the employee to begin the Health Department’s Home Quarantine Protocol. Exposed persons 

must quarantine at home for 14 days, even if they do not develop symptoms and even if their test result 

is negative, as it can take up to 14 days to become infected with COVID-19. 

 

Inform the employee of the following: 

• If the employee tests negative for COVID-19 and their first test was conducted within the first 

seven days after exposure, the employee should be tested again toward the end of the 14 day 

quarantine period.   

• If the employee tests positive for COVID-19 during their quarantine period, they must switch to 

the Health Department’s Home Isolation Protocol and they must stay home until: 

o 10 days have passed from the date symptoms first appeared, AND 

o they have gone at least 3 days without a fever, AND 

o their other symptoms have improved.   

 

Next, advance to step 4 on the following page. 

 

B. Employee is fully vaccinated but experiencing an ongoing exposure 

 

Fully vaccinated employees that are experiencing an ongoing exposure to COVID-19, as defined 

above, must stay home and make arrangements with their supervisor to work from home until cleared 
to return to onsite work.  Fully vaccinated employees that develop symptoms of COVID-19 must isolate 

and follow the steps identified in the “Symptoms of COVID-19” section above until test results are 
available. 

Next, advance to step 4 on the following page. 

 

POSITIVE DIAGNOSIS OF COVID-19 

 

Instruct the employee to begin the Health Department’s Home Isolation Protocol and stay home from 

work until: 

o 10 days have passed from the date symptoms first appeared, AND 

o they have gone at least 24 hours without a fever, AND 

o their other symptoms have improved.  

  

Next, advance to step 4 on the following page. 
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4. Depending on which situation is being reported, ask the employee all questions that apply 

and note their answers: 

• What date their symptoms started?  

• What date their exposure occurred?  

• What date their positive test sample was collected? 

  

5. Ask the employee if they have been on campus: 

o since the onset of symptoms, or within 48 hours prior to the onset of symptoms OR 

o since the positive test sample was collected, or within 48 hours prior to the collection 

of the positive test sample.    

This will help determine if they may have been on campus during the period in which they 

may have been contagious.  Note their answers. 

 

6. Instruct the employee that they must not return to campus until cleared to do so by District 

Health Services.   

 

7. Direct the employee to immediately complete the District’s COVID-19 Reporting Form which 

is available on both college websites and the District website, and to watch for additional 

follow-up calls or e-mails from District Health Services.  Submission of this online form 

notifies District Health Services of the case, which allows the District to begin any contact 

tracing that may be necessary, and to meet other state and county reporting requirements. 

 

8. If they have not done so already, recommend that the employee seek medical care and/or 

testing as soon as possible. If needed, information on COVID-19 testing, leave information, 

and other important information can be found on the Human Resources webpage.  A link to 

that Covid-19 information section of their webpage can be found in the resource list below.  

Once all questions have been answered, the call can be ended. 

 

9. As the supervisor, you must also immediately report the case to District Health Services by 

e-mailing COVID-19Reporting@wvm.edu.  Please include the following information: 

 

• Your first and last name, your phone number, and your job title 

• The employee’s first and last name, phone number, and job title 

• The date and time the employee contacted you 

• What the employee is reporting, either symptoms of COVID-19, exposure to someone 

that has been diagnosed with COVID-19, or a diagnosis of COVID-19. 

• The date symptoms began, or the date the positive test sample was collected 

• The date the employee was last on campus 

 

10. Once all steps have been completed, no further action is needed at this time.  

 

 

 

 

 



5 
 

 

Additional Resources 

 
District Human Resources Covid-19 Information Webpage 
https://www.wvm.edu/services/hr/Pages/default.aspx#Tab3 
 
District Covid-19 General Information Website 
https://wvm.edu/covid-19/Pages/default.aspx 
 
West Valley College Covid-19 Information Website 
https://www.westvalley.edu/covid-19/ 
 
Mission College Covid-19 Information Website 
https://www.missioncollege.edu/gen_info/Coronavirus/ 
 
COVID-19 Testing Information  

https://covid19.sccgov.org/covid-19-testing 
 
Home Isolation and Quarantine Guidelines:  

https://covid19.sccgov.org/sites/g/files/exjcpb766/files/documents/Home-Isolation-
Quarantine-Guidelines.pdf 
 
S.C.C. Return to Work or School Guidance 

https://covid19.sccgov.org/sites/g/files/exjcpb766/files/Documents/COVID-19-Work-School-
Letter-06-04-2021.pdf 

S.C.C. What to do When Someone in the Workplace Tests Positive for COVID19: 
https://www.sccgov.org/sites/covid19/Documents/What-To-Do-When-Someone-at-the-Workplace-
Tests-Positive-for-COVID-19.pdf 
 
Requirements for All Businesses: 

https://covid19.sccgov.org/business-guidance#business_ops_requirements 
 
S.C.C. Guidance for Safe Operation – Case Reporting Requirements: 
https://www.sccgov.org/sites/covid19/Pages/business-guidance.aspx#business_safety_guidance 
 
Public Health Guidance for Community Related Exposure: 

https://www.cdc.gov/coronavirus/2019-ncov/php/public-health-recommendations.html 
 
CDC Glossary of Terms – Close Contact: 
https://www.cdc.gov/coronavirus/2019-ncov/php/contact-tracing/contact-tracing-
plan/appendix.html#contact 
 


