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INTRODUCTION
The COVID-19 Toolkit for Businesses & Workplaces was created and updated by
the Springfield-Greene County Health Department as a guide to help your
business or organization create and maintain a COVID-19 defense and response
policy.
The Health Department will identify and contact people who test positive for
COVID-19 via lab testing to discuss the proper steps they need to take.
However, due to the volume of cases and the process of disease reporting
communication can be delayed several days, particularly with the emergence of
newer variants and rising rates of transmissibility.
Because of this, it is often that friends, family, and employers are aware of a
potential exposure before the Health Department. As a result, it is imperative
that employers and their employees help slow the spread of COVID-19 within
their workplaces and the community by understanding Health Department
guidelines and recommendations in the case of workplace exposure.
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COVID Risk Assessment and Mitigation Strategy Survey
A quick survey to access your business's risk for COVID-19
transmission and evaluate current strategies being used to mitigate
transmission.

Quarantine and Isolation Guidance for Employers Survey
An easy-to-use survey that will walk you through the appropriate
response depending on your employee(s) situation.

COVID-19 Fast Facts

Quick facts on COVID-19 & the vaccine, including the benefits of
encouraging staff to choose vaccination.

Preventing the Spread of COVID-19 in the Workplace

A guide to strategies that employers can implement to prevent the
spread of COVID-19 in the workplace.

What to do when an Employee has been Exposed or
Tested Positive
Step-by-step instructions on what to do if/when an employee is
exposed or tests positive for COVID-19.

Testing Information

Information on where and how to schedule tests for employees who
are exposed or are experiencing symptoms of COVID-19.

Scheduling a Vaccine

Information on how an employee can schedule an appointment for
the vaccine or booster with the Health Department or one of our area
partners.
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Scheduling a Presentation With SGCHD

Rights and Responsibilities of Employers

Along with the sample policies, these pages will be an effective way of
communicating the actions you will take as an employer and the
expectations you have of your employees, related to COVID-19.

Sample COVID-19 Prevention Policies

Frequently Asked Questions

Exposure Notification Call and Email Templates

Templates for how to notify, provide information, and avoid
miscommunication when informing an employee or customer of a
possible exposure to COVID-19.

Close Contact Log

This tool will assist employers in recording and contacting individuals
who should begin self-quarantining after a potential exposure to
COVID-19.

Printable Flyers for Display

A note before we begin: This toolkit is meant to act as a guide for
businesses on managing or reducing the spread of COVID-19. For
information about any potential mandates that may impact your
industry or business, please contact an attorney.
Businesses or workplace leaders who have any additional questions
can contact the Health Department Monday-Friday, 8 a.m. to 5 p.m. at
417-874-1211 or coronavirus@springfieldmo.gov
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COVID RISK ASSESSMENT
AND MITIGATION STRATEGY-SURVEY
Take Survey
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QUARANTINE AND ISOLATION GUIDANCE
FOR EMPLOYERS-SURVEY
Take Survey
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COVID-19 FAST FACTS
How is COVID-19 spread? COVID-19 spreads
through respiratory droplets. Respiratory
droplets are released into the air when a
person coughs, sneezes, speaks, and breathes.
These droplets can be breathed in by others
and cause the virus to spread.
How can you prevent the spread of COVID19? Luckily, we have many tools in our tool belt
to prevent the spread of COVID-19! Things like
masking, social distancing, frequent handwashing, and consistent sanitization practices
can all be helpful in reducing the spread, but
the best tool we currently have is vaccination.
What vaccines are available for COVID-19?
Currently, three vaccines are approved for use
in the U.S. Moderna & Pfizer are both 2 dose
vaccines given 3-4 weeks apart. Johnson &
Johnson is a single dose vaccine.
Why should my employees get a COVID-19
vaccine? We know that COVID-19 can cause
serious illness, long-term side-effects, and even
death, especially for those at higher risk. With
the onset of new variants, we have seen that
COVID-19 vaccines are not only helping slow
the spread of COVID-19 but are keeping
individuals from developing serious symptoms
that result in hospitalization or death. The more
people who receive the vaccine, the safer we
will all be. You can do your part by encouraging
your employees to choose vaccination!

When should my employee get a COVID-19
booster? If an employee originally received the
Pfizer/BioNTech or Moderna vaccine, they
should get a booster shot at least 5 months
after receiving the second dose. Additionally,
the CDC states that people who received the
one-dose Johnson & Johnson vaccine should
get a booster shot at least two months after
their vaccine was administered. It is
recommended that Johnson & Johnson
recipients get boosted with a Prizer/BioNTech
or Moderna dose.
Are the vaccine and booster safe? Yes. The
COVID-19 vaccines have gone through rigorous
testing to ensure safety and efficacy. Millions of
people have received the vaccine since
December 2020. In addition to the rigorous
testing to ensure safety, the Springfield-Greene
County Health Department has put together a
series called Vax Facts to help educate around
the vaccine. For more information around
individual health concerns and the vaccine
please reach out to your healthcare provider.
What changes when my employees get a
booster shot? Employees who are fully
vaccinated and boosted will not be required to
quarantine if they come in close contact with
someone who has tested positive for COVID-19,
and just need to mask around others for ten
days if they are not experiencing symptoms.
This is a huge benefit for employees who work
in industries where there is frequent
interaction with the public.
Where can I find resources for my
employees who do not speak English? For
online information in Spanish, you can utilize
the CDC website. Click here for additional print
resources in a variety of languages, on a variety
of topics.
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PREVENTING THE SPREAD OF COVID-19 IN THE WORKPLACE
The number one way to protect your workforce is encouraging them to get vaccinated!

All Missourians ages 5 and older are now eligible to receive a COVID-19 Vaccine. The vaccines have gone
through rigorous testing to ensure safety and efficacy. Making COVID-19 vaccination part of your
organization's wellness program offers many benefits to you and your employees.
Per CDC guidance, individuals should mask in areas of high transmission, regardless of vaccination
status. To determine whether your business is in an area of high transmission visit the CDC COVID Data
Tracker.
It is recommended that individuals who are not fully vaccinated continue to wear a mask and practice
physical distancing.
How to encourage your employees to choose vaccination
Schedule a presentation with the Health Department or member of the Outreach Team to come and
discuss the benefits of choosing vaccination. For more information on how to schedule a
presentation, visit page 12 of this toolkit!
Encourage leaders in your organizations to be Vaccine Champions and share testimonials about why
they choose to be vaccinated and promote their stories.
Invite your employees to wear stickers once they have been vaccinated and post vaccination selfies
on social media to encourage others.
Educate your workforce about the benefits of vaccine. Share articles with staff from reliable and
trusted sources, such as the CDC, healthcare, and public health organizations.
Offer incentives to receive the vaccine such as PTO, gift cards, or other rewards. In fact, The American
Rescue Plan Act makes tax credits available to employers to cover the cost of providing paid leave to
employers to receive and recover from COVID-19 vaccinations
Getting vaccinated against COVID-19 is the best way to protect your staff and customers from contracting
the virus and its highly transmissible variants. Empower your employees with information on how to
keep their communities safe.
Masking
One way to prevent the spread of COVID-19
in the workplace is to implement masking
policies, particularly among unvaccinated
staff or customers. The CDC recommends
that everyone 2 years or older who is not
fully vaccinated should wear a mask in
indoor public places.
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Additionally, the CDC recommends that
even if someone is fully vaccinated, to
maximize protection and prevent possibly
spreading COVID-19 to others, staff and
customers should wear a mask indoors in
public if they are in an area of substantial or
high transmission.

Masking as an Effective Tool
to Slow the Spread
While multilayer cloth masks can protect
against 50-70% of the droplets and particles
that can spread the Coronavirus, N95
masks can ultimately provide better
protection if you have access to them and
wear them correctly.
However, just know that whatever mask
you choose to wear going out with one, is a
more effective tool against COVID-19 than
going without.

When to Require Masking
Masking guidance is different for unvaccinated
and vaccinated individuals. For unvaccinated
individuals, the CDC continues to recommend
wearing masks in public settings, at events and
gatherings, and anywhere they will be around
other people. Vaccinated individuals may not
need to mask, unless in areas of high
transmission as identified by the CDC’s data
tracker which is previously linked.

General Recommendation
for Masking Policy
Masking should continue to be encouraged for
unvaccinated staff members of the public
when they are unable to maintain social
distancing of 6 feet until CDC guidance
changes. Additionally, masking should be
encouraged for both vaccinated and
unvaccinated individuals, during times of high
transmission.
Signage encouraging unvaccinated individuals
to mask should be displayed in prominent
locations and frequently throughout the
building. Sample signage can be found in the
Printable Flyers for Display Section.

For Employers Requiring Unvaccinated
Individuals to Mask:
If you are creating a masking policy for unvaccinated
individuals, know what is and what is not protected
information.
Employers are legally allowed to ask about or require
proof of vaccination from employees, according to the
Equal Employment Opportunity Commission, which
enforces federal workplace anti-discrimination laws.
According to the EEOC, employers would not be
violating the Americans with Disabilities Act or the
Genetic Information Nondiscrimination Act if they are
careful about what vaccination-related questions are
asked.
A possible violation might be if your attempt to
determine why a worker didn’t get vaccinated elicited
information about a disability.
To determine if someone is vaccinated or not,
encourage HR to conduct a survey. Ask whether your
employees have been vaccinated with a yes or no
question.
If the answer is yes and they can provide proof of
vaccination, they will not be required to mask. If the
answer is no or that they prefer not to answer, they will
be required to wear a mask.
When masks are required for the public, masks should
be made available by the business, and employees
should be provided the necessary PPE needed to safely
do their jobs.
Employers should additionally consider using
plexiglass or other physical barriers and distance
markers to encourage appropriate spacing between
vaccinated and unvaccinated employees and
customers.

For Employers Adopting a Universal
Masking Policy:
Business owners may adopt a universal
masking policy for all employees and
patrons. This requires all employees and
patrons to always remain masked.
Private business owners should feel
empowered that they do have the right
and authority to adopt a universal masking
policy for their employees and patrons.
If you choose to implement a universal
masking policy, you must display
prominent signage explaining your policy.
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Empower Your Employees
To help protect your employees, yourself, and the public against the spread of COVID-19, we suggest that
employees implement a pre-screening procedure before leaving for a day of work.
If any employee is experiencing any of the following symptoms, they should stay home and contact a
health care provider to arrange for testing:
Fever or chills
Cough
Shortness of breath or difficulty breathing
Fatigue
Muscle or body aches
Headache
New loss of taste or smell
Sore throat
Congestion or runny nose
Nausea or vomiting
Diarrhea
If an employee is not experiencing any symptoms but have come into close contact with someone who
has tested positive, they should contact the Springfield-Greene County Healthcare Department or their
current health care provider to arrange for a COVID-19 test.
Quarantine and Isolation
Quarantine is a strategy used to prevent transmission of COVID-19 by keeping people who have been in
close contact with someone with COVID-19 apart from others.
The CDC recommends that if you come into close contact with someone with COVID-19, you should
quarantine if you are in one of the following groups:
You are ages 18 or older and completed the primary series of recommended vaccine but have not
received a recommended booster shot when eligible.
You received the single-dose Johnson & Johnson vaccine (completing the primary series) over 2
months ago and have not received a recommended booster shot.
You are not vaccinated or have not completed a primary vaccine series.
Isolation is a strategy used to separate people with confirmed or suspected COVID-19 from those
without COVID-19. People who are in isolation should stay home until it’s safe for them to be around
others. At home, anyone sick or infected should separate from others, or wear a well-fitting mask when
they need to be around others.
The CDC states that people who are confirmed to have COVID-19 or are showing symptoms of COVID-19
need to isolate regardless of their vaccination status. This includes:
People who have a positive viral test for COVID-19, regardless of whether they have symptoms or not.
People with symptoms of COVID-19, including people who are awaiting test results or have not been
tested. People with symptoms should isolate even if they do not know if they have been in close
contact with someone with COVID-19.
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The Difference Between Isolation and Quarantine
Isolation is for people who have tested positive for COVID-19. People who are in isolation should
separate themselves from others living with them by staying in a specific “sick room” or area and using a
separate bathroom if possible. They are required to stay home (except to seek medical care) and away
from others until they meet release guidelines.
Quarantine is for people who are not currently sick but were likely exposed to COVID-19 from a COVID19 positive individual. People in quarantine may or may not be infectious. Per CDC recommendations,
the exposed individual needs to quarantine, which includes staying home, staying away from others, and
monitoring for symptoms.
Additional Prevention Strategies
Other strategies and policies that are
recommended by the CDC and the SpringfieldGreene County Health Department to encourage
behaviors that allow for a healthy work
environment include:
Using videoconferencing or teleconferencing
if not all members of staff are unvaccinated,
when possible, for work-related meetings and
gatherings when transmission in the
community is high.
Actively encouraging employees to screen
themselves for symptoms of COVID-19 before
attending work and to stay home if they are
sick. Additionally, ensure that sick leave
policies are flexible, non-punitive, and
consistent with public health guidance.
Avoiding contact with staff members who are not fully vaccinated when physical distancing is not
possible. For example, if the kitchen is not large enough to properly distance, then service staff
should distance themselves from all kitchen staff to avoid any close contact.
Increasing access to fresh outdoor air by opening windows and doors, when weather allows. Do not
open windows and doors if doing so poses a safety or health risk
Cleaning high-touch surfaces regularly, focusing on areas such as doorknobs, tables, handles, light
switches and countertops.
It is strongly recommended that businesses continue to require masking for all individuals who are not
fully vaccinated, especially when physical distancing is difficult or impossible, or if they business is in an
area of high transmission. To see if your business is in an area of high transmission, you can view the
CDC’s data tracker.
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WHAT TO DO WHEN AN EMPLOYEE TESTS POSITIVE
OR IS EXPOSED TO COVID-19

1. Before receiving notification of a positive diagnosis of an employee for COVID-19, it is recommended
that businesses have a contingency plan for operations to continue in anticipation of multiple
staff members being unable to attend work. Sample contingency plans could include cross-training
of employees, assessment of potential business impact across departments, recovery strategies, etc.
2. If an employee has received a positive diagnosis for COVID-19, that employee must remain at home to
begin isolation. Individuals must isolate for at least five days after testing positive. Isolation can
only end once symptoms have resolved, which may take longer than the five-day minimum. Once
isolation has ended, a mask should be worn around others for at least five days.
3. Employers should then create a list of everyone who had a close contact with the COVID-19 positive
individual beginning 48 hours prior to the start of the COVID-19 positive employee’s symptoms.
This includes both staff and customers.
4. Notify all close contacts that they have been exposed to COVID-19. Those who are unvaccinated
need to begin self-quarantining and should quarantine for at least five days. Unvaccinated individuals
and those who have not received the booster shot, should quarantine for up to five days and if
possible, get a COVID-19 test on the fifth day after exposure. Those who have received the booster
shot do not need to quarantine after exposure but should mask for 10 days. Please see page 11 for
information on how to schedule.

Who is considered a close contact?
A close contact is defined as someone who comes within six feet of a COVID-19 positive individual for at
least 15 cumulative minutes. Close contacts could be family members, friends and coworkers who you
interact with throughout the day. A close contact also includes someone who has physically encountered
someone, regardless of the amount of time.
Close contacts do not include infectious people who may walk past you at a place like the grocery store
or gas station.
Symptoms of COVID-19 could include:
Fever or chills
Cough
Shortness of breath or difficulty breathing
Fatigue
Muscle or body aches
Headache
New loss of taste or smell
Sore throat
Congestion or runny nose
Nausea or vomiting
Diarrhea
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TESTING INFORMATION

Scan to check out
our COVID-19
Testing page!

Diagnostic Tests
There are two types of viral diagnostic tests are used to determine if a person is currently infected with
COVID-19:

PCR/NAAT Tests
The Centers for Disease Control and
Prevention (CDC) deems PCR/NAAT tests the
gold standard (most accurate) COVID-19 test.
These tests copy, or amplify, genetic material
in the sample so it is easier to identify SARSCov-2 if it is present.

Antigen Tests
Ideal for self-testing, and many are available at
pharmacies and other retailers. Results display
within minutes, which is helpful for attempts to
reduce transmission in congregate settings,
group gatherings, travel, etc. However, antigen
test results have the potential to be less
accurate and sensitive than PCR tests. COVID19 antigens may not be at high enough levels
to be detected by an antigen test prior to the
onset of symptoms or near the end of COVID19 infection. If you believe you could have
COVID-19 and receive a negative antigen test
result, it is recommended that you repeat
antigen testing at least 24 hours later or
confirm the result with a PCR test, especially if
you develop symptoms.

While at-home tests are a great tool, testing results
should be confirmed via lab. Employers should not
rely on at home tests to confirm a negative result.
Anyone who needs a COVID-19 PCR/NAAT test can
schedule a free appointment with the Health
Department or find a test at many area pharmacies.
To schedule a test with the Springfield-Greene
County Health Department or to view other local
opportunities visit our website here:
www.covidtesting417.com.
If an employee receives a positive test result, they should isolate and at home and identify any close
contacts within the workplace. With additional questions or concerns regarding testing, please contact us
at (417) 874-1211 or coronavirus@springfieldmo.gov for more information.
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SCHEDULE A VACCINE

Click to schedule

Vaccine417.com is an important resource employers can use to reference all vaccine
opportunities.
The Springfield-Greene County Health Department is offering free COVID-19 vaccines and boosters at
our Health Department Vaccine Clinic located at 1425 E. Battlefield Rd (the old Toys R’ Us location).
Interested individuals can schedule a vaccine appointment on our website at vaccine417.com, which is
an important resource employers can also use to reference vaccine opportunities in the area.
Not finding an appointment with the Health Department?
You can visit our website to view a map of other available opportunities with our area partners here:
https://www.springfieldmo.gov/5452/Find-a-Vaccine
Questions or issues with registration and scheduling?
Contact our COVID-19 call center for assistance. 417-874-1211 or coronavirus@springfieldmo.gov
Hours: Monday through Friday, 8:00 AM-5:00 PM
Additional Local COVID-19 Vaccination Opportunities
There are many different vaccination opportunities across the Springfield-Greene County area. Listed
below are some vaccine providers in Springfield:

Location

Vaccine Type Offered

Contact Information

CVS

Moderna

Varies on location

Walgreens

Pfizer and Moderna

Varies on location

Walmart

Pfizer and Moderna

Varies on location

Jordan Valley Medical Center
440 E. Tampa

Pfizer and J&J

417-831-0150

CoxHealth

Pfizer

Call provider

Mercy

Pfizer

417-820-2540

For more locations, please visit our vaccine opportunity map or call 417-874-1211.
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RIGHTS AND RESPONSIBILITIES AS AN EMPLOYER
As an employer, you have the right to:

Establish policies and procedures related to COVID-19 to protect the health and safety of your
employees and customers, as well as prevent interruptions to regular operations.
Require vaccinations and/or require unvaccinated employees to mask and/or physically distance
from other employees.
Require employees who have been in close contact with someone who tested positive, are showing
symptoms, or have tested positive for COVID-19 to stay home.
Require documentation from the Springfield-Greene County Health Department showing that an
employee has been released from quarantine or isolation.
Implement consequences for employees who engage in activities that violate local ordinances related
to COVID-19.
As an employer, you have the responsibility to:
Maintain a safe and healthy workplace for your employees.
Provide information concerning the potential exposure of employees to COVID-19 without revealing
any private health information.
Not discriminate against employees who exercise their right to health and safety.
Not terminate employees because they have been exposed to or diagnosed with COVID-19.
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SAMPLE COVID-19 PREVENTION POLICIES

Employers have the right to require vaccination and/or masking for unvaccinated employees. Below is
sample policy. It is an example only and does not constitute legal advice.
[Our company] is committed to providing a safe and healthy workplace for all our employees and
[customers, clients, guests, patrons, etc.] as we return to normal operation. To ensure we continue to
offer a safe and healthy workplace, we have updated and will continue to abide by our current COVID-19
Prevention Policies. All employees are responsible for implementing these policies. The goal is to
continue to mitigate the potential transmission of COVID-19 in our workplace and community, and that
requires full cooperation from our employees. These policies follow updated guidance developed by the
Centers for Disease Control and Prevention (CDC) and the Springfield-Greene County Health
Department.
1. [Our company] requires all unvaccinated employees to always remain masked. Current guidance
from the CDC remains that unvaccinated individual should always wear a mask. Employees will be
surveyed to determine if they have received the COVID-19 vaccine. Employees who are vaccinated
and can provide proof of vaccination will be allowed to remove their mask. Unvaccinated employees
or those who do not participate in the survey must always remain masked.
2. [Our company] employees are encouraged to get the COVID-19 vaccine. Local vaccine opportunities
are made available to you at vaccine417.com or by calling 417- 874-1211.
3. Employees should continue to familiarize themselves with the common symptoms of COVID-19 and
monitor for those. If any symptoms should develop, employees should stay home, notify their
supervisor, and contact their health care provider to seek testing. If they do not have a physician, they
can call (417) 874-1211 for testing options.
4. All employees are encouraged to self-screen for COVID symptoms before entering the building.
Anyone with a temperature greater than 100.4° F should immediately leave the building, inform their
supervisor of their fever, begin quarantining at home, and contact their health care provider to seek
testing.
If an employee is sick or exposed:
1. [Our company] has created a process for informing employees if they have been exposed to a
person with COVID-19 in the workplace that requires them to quarantine for up to 10 days since the
last exposure. [Insert process you will use to inform employees]. The Springfield-Greene County
Health Department will be in contact with you as well.
2. If an employee is made aware of an exposure to COVID-19 outside of the workplace (either by the
positive individual or the Health Department), they must inform their supervisor and if unvaccinated,
immediately begin quarantining at home.
3. [Our company] has implemented leave policies for those unable to work from home that promotes
workers staying at home when they are sick, when household members are sick, or when required by
a health care provider or the Health Department to isolate or quarantine themselves or a member of
their household. [Insert the company’s leave policy]
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COVID-19 FAQS FOR BUSINESSES

These are questions we frequently receive from businesses and organizations through our COVID-19 call
center and the contract tracing process. Much of this information will assist you in preventing the spread
of COVID-19 in your workplace, and help you understand what steps to take if you have an employee
who tests positive for COVID-19 or is exposed to someone who has.
When is quarantine required? Quarantine is required when someone has been in close contact with
another person who has COVID-19—excluding people who are fully vaccinated and have received their
booster shot. Anyone exposed to COVID-19 who has not received their booster shot will need to
quarantine for at least 5 full days. Even if the individual does not develop symptoms, they should be
tested for COVID-19 on day 5 of their quarantine.
How do you calculate your quarantine/date of exposure? The date of your exposure is considered
day 0. Day 1 is the first full day after your last contact with a person who has had COVID-19.
Once an employee receives a negative COVID-19 test; can they return to work? Individuals exposed to
COVID-19 should wait 5-7 days after their exposure to get tested, regardless of their vaccination status. If
the quarantined employee tests negative, they may return to work but should continue to monitor for
symptoms and mask until day 10.
How am I supposed to run my business if my staff must quarantine? The current CDC guidance has
shortened the quarantine time from 10 to 5 days, effectively cutting that time in half which should
provide some relief to businesses experiencing a COVID-19 exposure. We know, however, that these
measures can still be challenging, but as a community we must do what we can to reduce the spread of
COVID-19. There are many preventative actions you can take to avoid significant disruptions to your
operations. These recommendations are location in the "Preventing Spread in the Workplace" section of
the toolkit.
How can I avoid mass quarantines which may result in me having to shut down my business?
Practicing appropriate physical distancing among staff who is not vaccinated lowers the chance of
disruptions to your operations following a COVID-19 exposure. Once those who had close contact with
the COVID-19 positive individuals have been identified and sent home, properly sanitize their
workspaces. Employees that did not have close contact should still monitor for symptoms, and if you do
not have screening procedures in place, consider implementing them.
When can employees come back to work? Exposed individuals who have not received their booster
can be tested for COVID-19 on day 5. If they test negative, they can be released from quarantine, but
should wear a mask for an additional 5 days. If they do not get tested, they need to quarantine for at
least 5 days and continue to wear a mask for an additional 5 days after that.

15

Our employee who was sick came into close contact with customers/clients, what do we do? Close
contacts do not include infectious people who may walk past you at a place like the grocery store or gas
station. In settings like this, there is no action necessary. If a customer or client has had close contact to
an employee who has tested positive for COVID-19, you may wish to notify them. We recommend that
you only relay the CDC recommendations to avoid unintentional misinformation. We have attached an
example phone call script and an email template to assist in making these contacts. We recommend that
you notify those that you can verify had close contact. You may also choose to provide them with the
supplemental materials in this packet that they can review while they wait for a call from us. If you don’t
have names or contact information for those individuals, have the employee disclose this information to
the Health Department.
Is it okay to tell my staff or customers who tested positive? Due to privacy laws, you are prohibited
from sharing the private medical information of your employees without their prior authorization. Even if
you are asked by an employee or customer directly about an individual, you should neither confirm nor
deny whether that individual is positive for COVID-19.
Can I require proof that the employee is positive or has been exposed? Yes, businesses can require
proof of a positive COVID-19 test. Individuals will receive notification from the Health Department that
their test was positive. However, it could take several days for this information to be made available to
your employee. Please note: the individual, not their employer, must request this documentation.
Should I require my positive employee to show proof of a negative test before returning to work?
Per CDC guidance, employers should not require a sick employee to provide a negative COVID-19 test
result or healthcare provider’s note to return to work. Employees with COVID-19 who have stayed home
can stop home isolation and return to work when they have completed their 5-day isolation period and
have been fever free for 24 hours without the use of fever-reducing medication and symptoms are
improving. Employees must, however, continue to take precautions such as wearing a mask until day 10.
If I must isolate or quarantine and working from home is not an option for me, how will I pay my
bills? Paid sick leave through the Family First Coronavirus Response Act expired on 12/31/2020.
Individuals will need to utilize company paid time off (PTO) or paid sick leave if they must isolate or
quarantine. If your company does not offer a comprehensive paid time off/sick leave plan you can visit
the Greene County Emergency Rental Assistance website here:
https://www.greenecountymo.gov/era/
What masks are most
effective at reducing the
spread of COVID-19? For
easy reference, here is a
handy guide to determine
what mask will be most
effective at reducing the
spread of COVID-19 in
your workplace:
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TEMPLATES FOR COVID-19 NOTIFICATION

If an employee or customer has had close contact with an individual who has tested positive for COVID19
you should notify them. We recommend that you only relay the CDC recommendations to avoid
unintentional misinformation. In order to assist you in making these notifications, we've included sample
email templates and call scripts to use in these scenarios.
Notification of Close Contact: Close Contact is spending 15 cumulative minutes or more within 6 feet of
an infectious person, regardless of if they are wearing a mask. Close contact is also any physical contact
for any length of time.
Email Template: Hi [Name], I am emailing you today to notify you that we recently had an employee test
positive for COVID-19. Due to privacy concerns I am unable to provide any information about the
employee, but we do believe that you/your child may have had close contact with this employee and
were exposed to COVID-19 during their infectious period. According to the CDC, individuals who have not
received the COVID-19 booster shot, who have had close contact with an individual who has tested
positive with COVID-19 need to quarantine at home for 5 days and avoid contact with others. If you test
negative on day 5 and are not experiencing symptoms you will be released from quarantine. In the
meantime, if you have questions or would like more information you can visit:
https://health.springfieldmo.gov/Coronavirus or call (417) 874-1211. We are sorry for this inconvenience
and hope you stay well. Sincerely, [Your Business or Name]
Phone Call Script: “Hi [Name], I am calling to let you know that we recently had an employee test
positive for COVID-19. We believe you/your child may have been exposed during the infectious period.
Due to privacy concerns I am unable to give out the identity of the employee. According to the CDC,
individuals who have not received the COVID-19 booster shot, who have had close contact with an
individual who has tested positive with COVID-19 need to quarantine at home for 5 days. On the 5th day
you may schedule a COVID-19 test to determine your positive or negative status. If you receive a negative
test you may end your quarantine, unless you are experiencing symptoms, and mask for an additional 5
day. With any questions or concerns please feel free to reach the health department’s COVID-19 call
center at (417)874-1211 if you have additional questions.”
Notification of Exposure: You may also wish to notify individuals who may have been near the
individual that has tested positive for COVID-19 but did not have a close contact with them.
Email Template: Hi [Name], We are emailing you to inform you that one of our staff has tested positive
for COVID-19. We do not believe that you had close contact with this individual, but you should monitor
for symptoms. Based on guidance from the Center for Disease Control and Prevention (CDC), there is no
need to self-quarantine or isolate unless symptoms develop. If someone is sick or thinks they may be
sick, they need to stay home and call their health care provider. We all need to practice physical
distancing, proper hand hygiene and wear a face covering whenever possible. Symptoms of COVID-19
include fever or chills, cough, shortness of breath or difficulty breathing, fatigue, muscle or body aches,
headache, new loss of taste or smell, sore throat, congestion or runny nose, nausea or vomiting,
diarrhea. If symptoms do develop, seek medical attention. For more information about COVID-19, visit
The Springfield-Greene County Health Department website at health.springfieldmo.gov/coronavirus.
Sincerely, [Your Business or Name]
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Phone Call Script: “Hi [Name], I am calling to let you know that we recently had an employee test
positive for COVID-19. We do not believe that you had close contact with this individual, but you should
monitor for symptoms. Based on guidance from the Center for Disease Control and Prevention (CDC),
there is no need to self-quarantine or isolate unless symptoms develop. If someone is sick or thinks they
may be sick, they need to stay home and call their health care provider. You may also reach the health
department’s COVID-19 call center at (417)874- 1211 if you have additional questions
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CLOSE CONTACT LOG

48 hours prior to symptoms or if asymptomatic, 48 hours prior to swabbing. Close Contact – within 6 feet for 15 minutes or more

Full name of contact
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Date of contact

Contact phone number

Nature of contact

URL INDEX

COVID Risk Assessment and Mitigation Strategy-Survey: Page 2
https://www.surveymonkey.com/r/YT9FYBC

Quarantine and Isolation Guidance for Employers-Survey: Page 3
fa

COVID-19 Fast Facts: Page 4

https://www.springfieldmo.gov/5510/Vax-Facts
https://www.cdc.gov/spanish/
https://www.cdc.gov/coronavirus/2019-ncov/communication/print-resources.html?Sort=Date%3A%3Adesc

Preventing the Spread of COVID-19 in the Workplace: Page 5-8

https://covid.cdc.gov/covid-data-tracker/#county-view?list_select_state=all_states&list_select_county=all_counties&data-type=Risk

Testing Information: Page 10

https://health.springfieldmo.gov/5129/COVID-19-Testing
covidtesting417.com

Scheduling a Vaccine: Page 11

vaccine417.com
https://www.google.com/maps/place/Health+Department+Vaccination+Clinic/@37.1595558,-93.2718761,18.25z/data=!4m9!1m2!2m1!1shealth+de
partment+vaccine+clinic!3m5!1s0x87cf65cf42287a51:0xe1c857899606178!8m2!3d37.1599819!4d93.2713295!15sCiBoZWFsdGggZGVwYXJ0bWVudCB2YWNjaW5lIGNsaW5pY5IBF2xvY2FsX2dvdmVybm1lbnRfb2ZmaWNl
https://www.springfieldmo.gov/5452/Find-a-Vaccine

Frequently Asked Questions: Page 14
https://www.greenecountymo.gov/era/

