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Employee tests positive for 
COVID-19 or comes in close 
contact with COViD-19 positive 
person

Employee immediately 
notifies their direct 
supervisor.

Employee self isolates* 
and participates in 
contact tracing.

Anyone who had close 
contact ** with the 
employee will notify 
their supervisor and  
self quarantine*** for 14 
days.

Continue to self isolate 
until a “Letter of 
Discontinuation of 
Isolation” is provided 
by DOH.

Provide Letter 
to the director 
of Human 
Resources.

Facilities 
department 
closes work 
area for 24 
hours then 
deep cleans 
and 
disinfects.

Supervisor immediately 
texts/calls the Superintendent  
and lead nurse.  No emails or 
texts providing any 
confidential health information.

Lead nurse notifies DOH 827-0006 and 
OSHA at 476-8700 within 4 hours of 
employee diagnosis and assists with 
contact tracing.

Supervisor notifies HR.

HR Collects paperwork and places 
employee on  leave until declared 
“recovered” by DOH.  Issues “Return to 
Work” document to superintendent, 
supervisor, and lead nurse.

*Isolation is used to separate anyone sick or infected from others by staying in a specific “sick 
room” or area and using a separate bathroom (if available).

**Close Contact is when a person wearing a surgical or cloth mask has close contact, <6 feet 
and >3 minutes with a person who has tested positive for COVID-19 who is also wearing a 
surgical or cloth mask.

***Quarantine is used to separate people who might have come in contact with a person 
infected with COVID-19 from others. People in quarantine should stay home, seperate 
themselves from others, monitor their health and follow NM DOH guidelines.
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