COVID-19 Employee Case Packet
HOUSEHOLD MEMBER HAS COVID-19

The City has been notified that you:

Live with someone who has been diagnosed with COVID-19

Important Steps You Must Take:
1. In accordance with Contra Costa County health orders, you need to quarantine and you are
strongly encouraged to get tested for COVID-19. Follow the home quarantine instructions. It is
important to note that your quarantine period is based upon the last date of close contact with
the infected person:
• If you can isolate from that person, you must quarantine for 10 days from the last close
contact.
• If you cannot isolate from them, you must quarantine for 10 days from when that person is
no longer required to self-isolate (may require a quarantine of 20+ days)
2. Monitor yourself for symptoms.
3. Immediately notify the City’s COVID-19 Safety Coordinators, Laura Marquez and Catherine
Selkirk, if you develop symptoms of, or test positive for, COVID-19.
a. If within 48 hours of beginning your quarantine, you develop symptoms (or test
positive), quickly work with HR staff to identify everyone that you have had close
contact (within 6’ with for greater than 15 total minutes in a single day). The period to
evaluate is the 48 hours prior to your symptoms beginning (or, if asymptomatic and test
positive, 48 hours prior to the specimen collection).
The City is committed to maintaining a safe workplace for our employees, which includes prohibiting
discrimination, harassment and retaliation of any kind against any employee for disclosing a positive
COVID-19 test or diagnosis or order to quarantine or isolate, for raising any related concerns, or for
raising concerns about workplace safety or employee health. The City’s anti-harassment policy is
available online.

Please find the following resources to assist you:
•

Contra Costa Health Services Testing Information

•

CDC Symptoms Chart
External Resources: caring for a sick family member; preventing spread in households

All resources can be found at:
https://www.ci.richmond.ca.us/3965/Coronavirus-Resources-for-Employees
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•

CDPH Quarantine Instructions

•

Employee Rights under the Families First Coronavirus Response Act.
External Resources: FFCRA policy and FFCRA Leave Request Form.

•

If you and your Department agree that you can telecommute during your isolation or quarantine
period, complete the Emergency Teleworking Agreement or Continuation Request Form (if not
already established).

•

Return to Work Criteria - Keep your supervisor and Department informed as to your status.
Upon return, employee must complete the Certification to Return to Work form.

All resources can be found at:
https://www.ci.richmond.ca.us/3965/Coronavirus-Resources-for-Employees
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COVID-19
TESTING
COVID-19 TESTING
Get a fast, convenient COVID-19
test at no cost to you*
Appointment required
Available 7 days a week
Testing available for everyone,
even if you don’t feel sick
Drive-through & walk-in appointments
throughout the county
* Testing will be at no cost to you and will be billed through
your health insurance or free if you do not have coverage

Call
8 a.m. – 3:30 p.m.
7 days a week
www.cchealth.org/coronavirus
Testing at county sites made possible, in part, by the
generous support of the Chan Zuckerberg Initiative

Symptoms of Coronavirus (COVID-19)
Know the symptoms of COVID-19, which can include the following:

Cough, shortness of breath or difficulty breathing

Muscle or body aches

Fever or chills

Vomiting or diarrhea

New loss of
taste or smell

Symptoms can range from mild to severe illness, and appear 2-14
days after you are exposed to the virus that causes COVID-19.
Seek medical care immediately if someone has
emergency warning signs of COVID-19.
• 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 healthcare provider for any
other symptoms that are severe or concerning to you.

cdc.gov/coronavirus
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Instructions for Home Quarantine & Health Monitoring
Even though you may not feel sick, you must remain quarantined 1 at home since you’ve had
close contact with someone with known COVID-19 (also known as novel coronavirus).
Quarantine is a way to prevent the spread of the virus to more people. You will need to stay
home and monitor yourself for any signs of illness.
During your quarantine period, please follow the instructions below:
1. Stay in your home.
2. Do not go to work or school.
3. Do not go to the grocery store or run other essential errands (e.g. going to the
pharmacy) unless it is absolutely necessary. Please plan to use family members or
friends for your essential errands.
4. Do not have visitors for the duration of the quarantine period.
5. Wash your hands frequently with soap and water, especially after coughing, sneezing,
blowing your nose, going to the bathroom, or having direct contact with moist materials
such as tissue, pampers, and used masks. Hand sanitizer with greater than 60% ethanol
or 70% isopropanol as active ingredients can also be used instead of soap and water if
the hands are not visibly dirty.
6. Cover your mouth and nose with tissue when you sneeze or cough. Put tissues in the
garbage and wash your hands immediately with soap and water or use hand sanitizer.
7. Do not share toothbrushes, drinks, or eating utensils.
Monitor your health:
• Monitor yourself for symptoms. The most common symptoms of COVID-19 are fever,
cough, and shortness of breath.
•

If you start to feel sick, please contact your healthcare provider and let them know you
have had contact with someone who has tested positive for COVID-19. If you have mild
symptoms, your healthcare provider will most likely advise you to take care of yourself
at home as you would with any other mild cold or flu.

1

As people begin to get the COVID vaccine, the data will continue to be reviewed to learn how much protection it gives and for how long a
person is protected from infection after vaccination. Until further guidance is announced individuals who are considered close contacts and
have received a vaccine will still need to quarantine.
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When does quarantine end?
Even if you get a negative test result during your quarantine period, you still will need to
complete the full quarantine period as follows:
•

Your quarantine will end after at least 10 days from last exposure to the known COVID19 positive individual, and you must continue to monitor yourself for COVID-19
symptoms for the full 14-day period after your last exposure, as noted above under
Monitor Your Health. You should also continue to use preventive measures such as the
use of a mask/face covering and social distancing from others. If you work with a
vulnerable population, you may be instructed to remain off of work for the full 14-day
quarantine period.

•

You will need to be quarantined for at least 10 days after your household member no
longer needs to be isolated, and you must continue to monitor yourself for COVID-19
symptoms for the full 14-day period after your last exposure, as noted above under
Monitor Your Health. You should also continue to use preventive measures such as the
use of a mask/face covering and social distancing from others. If you work with a
vulnerable population, you may be instructed to remain off of work for the full 14-day
quarantine period.

If you have any concerns or questions, please call the Public Health COVID Response line
during normal business hours (Monday-Friday 8:00AM-5:00PM) at 925-313-6740 or email
us at CoCohelp@cchealth.org. You can also find more information online at
cchealth.org/coronavirus.
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EMPLOYEE RIGHTS

PAID SICK LEAVE AND EXPANDED FAMILY AND MEDICAL LEAVE
UNDER THE FAMILIES FIRST CORONAVIRUS RESPONSE ACT

The Families First Coronavirus Response Act (FFCRA or Act) requires certain employers to provide their
employees with paid sick leave and expanded family and medical leave for specified reasons related to COVID-19.
These provisions will apply from April 1, 2020 through December 31, 2020.
►

PAID LEAVE ENTITLEMENTS

Generally, employers covered under the Act must provide employees:
Up to two weeks (80 hours, or a part-time employee’s two-week equivalent) of paid sick leave based on the higher of
their regular rate of pay, or the applicable state or Federal minimum wage, paid at:
• 100% for qualifying reasons #1-3 below, up to $511 daily and $5,110 total;
• 2/3 for qualifying reasons #4 and 6 below, up to $200 daily and $2,000 total; and
• Up to 12 weeks of paid sick leave and expanded family and medical leave paid at 2/3 for qualifying reason #5
below for up to $200 daily and $12,000 total.
A part-time employee is eligible for leave for the number of hours that the employee is normally scheduled to work
over that period.
►

ELIGIBLE EMPLOYEES

In general, employees of private sector employers with fewer than 500 employees, and certain public sector
employers, are eligible for up to two weeks of fully or partially paid sick leave for COVID-19 related reasons (see below).
Employees who have been employed for at least 30 days prior to their leave request may be eligible for up to an
additional 10 weeks of partially paid expanded family and medical leave for reason #5 below.
►

QUALIFYING REASONS FOR LEAVE RELATED TO COVID-19

An employee is entitled to take leave related to COVID-19 if the employee is unable to work, including unable to
telework, because the employee:
1. is subject to a Federal, State, or local quarantine or
isolation order related to COVID-19;
2. has been advised by a health care provider to
self-quarantine related to COVID-19;
3. is experiencing COVID-19 symptoms and is seeking
a medical diagnosis;

5. is caring for his or her child whose school or
place of care is closed (or child care provider is
unavailable) due to COVID-19 related reasons; or
6. is experiencing any other substantially-similar
condition specified by the U.S. Department of
Health and Human Services.

4. is caring for an individual subject to an order described
in (1) or self-quarantine as described in (2);
►

ENFORCEMENT

The U.S. Department of Labor’s Wage and Hour Division (WHD) has the authority to investigate and enforce compliance
with the FFCRA. Employers may not discharge, discipline, or otherwise discriminate against any employee who
lawfully takes paid sick leave or expanded family and medical leave under the FFCRA, files a complaint, or institutes a
proceeding under or related to this Act. Employers in violation of the provisions of the FFCRA will be subject to penalties
and enforcement by WHD.
WAGE AND HOUR DIVISION
UNITED STATES DEPARTMENT OF LABOR

For additional information
or to file a complaint:

1-866-487-9243
TTY: 1-877-889-5627
dol.gov/agencies/whd
WH1422 REV 03/20

COVID-19 Return to Work Guidance
Employees

Symptomatic Positive
Employees with symptoms who are
laboratory confirmed to have COVID-19

Symptomatic Negative

Minimum Criteria for Return to Work
(As of December 10, 2020)
At least 24 hours have passed since recovery, defined as resolution
of fever without the use of fever-reducing
medications and improvement in respiratory symptoms (e.g., cough,
shortness of breath); and, at least 10 days have passed since
symptoms first appeared (20 days for cases requiring
hospitalization)
[same criteria as laboratory confirmed cases]

Employees who had symptoms of COVID-19
but test result returned negative
Symptomatic Untested
Employees who had symptoms of COVID-19
but were not tested

Testing is highly recommended. However, use the same criteria for
return to work as laboratory confirmed cases.

Asymptomatic Positive

A minimum of 10 days have passed since the date of their first
positive COVID-19 test. If they develop symptoms, then the criteria
Employees who never had symptoms and are
for laboratory confirmed cases with symptoms apply.
laboratory confirmed to have COVID-19
Asymptomatic Negative
(Close Contact)
Employees who never had symptoms but
were tested due to close contact with a
laboratory-confirmed case patient and were
negative
Asymptomatic Untested
(Close Contact)
Employees who had close contact to a
laboratory-confirmed case patient at work,
home, or in the community and do not have
symptoms.
OR

Employees should quarantine at home for 14 days after the last
known close contact with the case patient. Symptoms can develop
even after testing negative within 10 days after exposure. The LHD
may consider allowing earlier return to work only for an employee in
a critical infrastructure industry in which the essential operations of
the workplace would be compromised by quarantine of the
employee and no alternate staff can perform the same role.*
Employees should be quarantined at home for 10 days after the last
known close contact with the case patient. Testing is highly
recommended; if testing has not occurred, the LHD may consider
allowing an employee who had close contact to a confirmed case to
continue to work only in a critical infrastructure industry in which
the essential operations of the workplace would be compromised by
quarantine of the employee and no alternate staff can perform the
same role.*

Employees who develop symptoms of COVID-19 while in quarantine
Employees who refuse or are unable to be
should contact their healthcare provider. Even if they are not tested,
tested after close contact with a laboratory- the same criteria for return to work should be used as laboratoryconfirmed case, despite recommendation for confirmed cases.
testing from LHD or healthcare provider, and
do not have symptoms.

References: CDC | CDPH | CCHS: Quarantine Order

