
 View the leave section of the HR website for info on telecommuting and leave options. 

Supervisor Checklist: Symptoms/Confirmed or Exposure  |  Testing Info   |    Return Criteria  |   Certification Form 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Employee has COVID-19 
symptoms  

Report results to 
covidreporting@ 
ci.richmond.ca.us 

Isolate, get medical advice 
and get tested.  
Report Results. 

positive 

Employee submits certification to 
return. 

Employee tests 
positive  

 

HR to conduct contact tracing, 
exposure notifications, disinfecting 

Employee continues to isolate until 
return criteria are met. 

HR will notify 
exposed employees 

 

 
Report to 

covidreporting@ 
ci.richmond.ca.us 

Employee has been in 
close contact* with 

confirmed COVID-19 

Report to 
covidreporting@ 
ci.richmond.ca.us 

If employee is not fully vaccinated, 
inform employee to self-quarantine, 
get medical advice, and get tested. 

Report results. 

Employee continues to quarantine 
until return criteria are met. 

Employee submits certification to 
return form. 

  
   

negative 

Isolate 

SYMPTOMS & POSITIVE CASES CONTACT & EXPOSURES 

 

*Close Contact: Someone who was within 6 feet of an 
infected person for a cumulative total of 15 minutes or more 
over a 24-hour period* starting from 2 days before illness 
onset (or, for asymptomatic patients, 2 days prior to test 
specimen collection) until the time the patient is isolated.  

https://www.ci.richmond.ca.us/3965/43798/Coronavirus-Resources-for-Employees
https://www.ci.richmond.ca.us/DocumentCenter/View/56387/Supervisor_symptomatic-confirmed
https://www.ci.richmond.ca.us/DocumentCenter/View/56388/Supervisor_Contact-and-Household
https://www.coronavirus.cchealth.org/get-tested
https://www.ci.richmond.ca.us/DocumentCenter/View/55312/Return-to-Work-Criteria-73120
https://www.ci.richmond.ca.us/DocumentCenter/View/55731/Certification-for-Returning-to-Work-COVID-fillable--

