COVID-19 GUIDANCE FOR
EMPLOYERS
Information on steps employers can take upon learning an employee has tested
positive for COVID-19
As a responsible employer, your
organization has likely taken
many steps to prepare for some
of the work-related fall-out from
this pandemic. Still, if and when
the first confirmed case of a
COVID-19 infection in one of your
employees occurs, it is normal to
experience a momentary “panic
freeze” about what to do.
Because you have employee(s)
that test positive for COVID-19,
does not mean the business
needs to shut down. This
information will help you
navigate through the process of
how to keep your staff, clients,
customers, and business safe.
Assess the Risk
The first steps you will want to
take upon learning an employee
has tested positive:
The infected employee should
immediate be required to
leave the workplace, and/or
told not to return to the
workplace until they are no
longer infected and
contagious.
Gather information from the
infected employee:
Try and identify when the
employees began to have
COVID-19 symptoms
Identify if they had
symptoms while they were
at work and for how long
Symptoms of COVID-19
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include fever, cough difficulty
breathing,sore throat, runny nose,
nausea, vomiting, or diarrhea
Gather Information to Provide to
Local Public Health Authority for
Contact Tracing
Employees that are identified as
close contacts will need to
quarantine at home for 14 days.
The local health department will
collaborate with the employer
when there is a positive COVID-19
in the workplace and assist with
determining quarantine and
isolation requirements.
Quarantine refers to the
practice of separating
individuals who have had close
contact with someone with
COVID-19 to determine whether
they develop symptoms or test
positive for the disease.
Isolation is separating people
who are ill from others who are
not ill to keep the disease from
spreading.
Determine the last day the
person with COVID-19 was at
the work place and document
this date
Figure out who had close
contact with the employee that
has COVID-19
Close contact as anyone who
was within 6 feet of the person
with COVID-19 and for 15
minutes or more, masked or not
masked

Document the names,
contact information and the
last date the other
employees had close
contact with the employee
who has COVID-19
Contact the Local Public Health
Authority
The next step is to call and notify
the local public health authority
(Jackson County Public Health
541-774-8209. Be prepared to
provide the following
information:
The name of the employer, a
point of contact person and
contact information
Provide the information that
was gathered on the employee
who is sick with COVID-19
Include their symptoms,
when their symptoms
began, if they worked while
the were sick and the last
day they worked.
Provide a list of close contacts
that includes:
Name of person
Last date the employee was
exposed to the confirmed
case
Contact information
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Talking with Your Employees
about COVID-19 in the Workplace
Communication with the infected
employee is critically important for
many reasons including to offer
support, to fully understand the
link to the workplace and to
protect other employees and your
business.
In most situations, you will want to
tell the infected employee your
plan to communicate with Local
Public Health Authority and other
employees. Sharing with the
employee up front what you are
disclosing, and why, will
demonstrate to the employee at
the outset that you are doing what
you need to in order to protect the
rest of the workforce.
The rule of thumb is that you can
(and likely must) disclose that an
employee has tested positive with
other employees, but you need to
ensure that the disclosure does
not share too much information.
Disclose the minimum amount of
personal information necessary to
enable co-workers (and others
who came in contact with the ill
employee in the workplace,
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such as customers or vendors) to
assess their own personal health
and potential exposure.
Employees Returning to Work
It will be important that
employees who are close contacts
and those who have COVID-19 are
following the Local Public Health
Authority's guidance on when the
employee can return to work.
If the employer requires a written
authorization to return to work,
that authorization will need to
come from the employee's
medical provider. This will be
important if the employee has
developed health complications
from COVID-19.
The Local Public Health Authority
may provide a letter stating when
the employees quarantine or
isolation period has ended.
Testing Locations
The Oregon Health Authority has a
COVID-19 testing locator website,
or you can call 211.
Oregon COVID-19 Testing Locator
https://govstatus.egov.com/or-ohacovid-19-testing

Additional Resources
CDC guidance on Businesses
and Workplaces:
https://www.cdc.gov/coronavir
us/2019ncov/community/organizations/
businesses-employers.html
Governors webpage:
https://govstatus.egov.com/orcovid-19
OHA Webpage:
https://govstatus.egov.com/OROHA-COVID-19
Oregon OSHA:
https://osha.oregon.gov/covid19
/Pages/default.aspx
Jackson County:
https://jacksoncountyor.org/hhs
/COVID-19/CommunityResources

Review your outbreak response
plans and make sure they are up to
date. If you do not have a plan, now
is the time to develop one.

