
Employee Flowchart Protocol for COVID-19 Reporting and Return to Work

The following of the Building Access Guidelines are in place for controlling the spread of COVID-19 and required to gain 
access to campus. Visit prairiestate.edu/covid19 to learn more about the College’s mitigation efforts.

3. Employee has 
dependent** who is 

required by school or 
school district policy to 

follow COVID-19 protocol

A fully vaccinated 
employee may 

use administrative 
leave.** Questions 

regarding leave 
should be directed to 

Human Resources.

4. Travel to and from the 
United States

See CDC 
Recommendation

Charmaine Sevier, HR Director 
csevier@prairiestate.edu

IMPORTANT NOTES:
This protocol was developed in keeping with guidance from the Centers for Disease Control and Prevention and the Illinois Department of Public Health. 
Protocols are subject to change and may vary.

*For COVID-19, a close contact is defined as someone who was less than six (6) feet away from an infected person (labaratory-confirmed or a clinicical 
diagnosis) for a cumulative total of 15 minutes or more over a 24-hour period. For example, three individual 5-minute exposures for a total of 15 minutes.

**A fully vaccinated employee who tests positive or whose dependent (elementary (grades K-8) or secondary (grades 9-12) school age child of the employee) 
are out of school due to COVID-19 will be permitted to use administrative leave days as per Public Act 102-0697. This act requires schools to pay any 
fully vaccinated person’s leave for quarantine for a positive test or if a dependent is out from school due to the school’s COVID protocol. A vaccinated 
employee using administrative leave days must provide a positive test result to HR dated during the leave period or documentation from the school for the 
dependent(s). 

Susie Perez, HR Generalist
sperez@prairiestate.edu
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The HR Director 
or HR Generalist 

maintains contact with 
all COVID-19 positive 
and self-quarantined 

employees until they are 
able to return to campus.

If employee determines they meet the CDC 
Close Contact* definition (refer to Important 

Notes section), mandatory 5-day self-quarantine 
dates are established. If employee determines 
they do not meet the CDC Close Contact* 
definition, no self-quarantine is warranted; 

continue set work schedule.

HR instructs the employee 
to test on day 5 and 

provide results to the HR 
Director or HR Generalist. 
Employee must also submit  
the Employee COVID-19 

Self-Reporting form.

2. Employee had 
close contact* 

with someone who 
tested positive 

or is suspected of 
having COVID-19

1. Employee 
tested 

positive for 
COVID-19

May return 
after at least 
7 days have 
passed since 

date of positive 
COVID-19 test.

Employee is responsible for 
notifying the HR Director 

or HR Generalist and 
immediate supervisor 

via email, phone, or the 
Employee COVID-19 
Self-Reporting form.

HR instructs the employee 
to email their COVID-19 
test results and to self-

quarantine for 7 days since 
symptom onset or date 
of test. The employee is 

responsible for informing 
close contacts*. 

The HR Director 
or HR Generalist 
contacts Facilities 

to deep clean 
areas of contact 

on campus.

A fully vaccinated employee who 
tests positive will be permitted 
to use administrative leave** 

days. Unvaccinated employees 
who test positive for COVID-19 

must use their leave for the 
required quarantine days.

The HR Director 
or HR Generalist 

maintains contact with 
all COVID-19 positive 
and self-quarantined 

employees until they are 
able to return to campus.

A fully vaccinated employee who 
had close contact and is required 
to quarantine will be permitted 
to use administrative leave** 

days. Unvaccinated employees 
required to quarantine must use 

personal leave.


