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Employee Guidance for 
Working on Campus 

 
 
OVERVIEW: The following represents general guidance for employees working on Penn State campuses and 
will be updated as additional information becomes available. The health and safety of our employees is 
extremely important to the University and these are current strategies to reduce the likelihood of spreading 
COVID-19. Utilizing OSHA guidelines, most Penn State employees are classified at a “Lower Exposure Risk” 
level. This category includes jobs that do not require contact with people known to be, or suspected of 
being, infected with COVID-19, nor those that require frequent close contact with (i.e., within six feet of) the 
general public. 

 
PREVENTIVE MEASURES: COVID-19 is a severe respiratory illness caused by a coronavirus. It is characterized 
by cough, shortness of breath or difficulty breathing, and/or at least two of the following symptoms:  fever, 
chills, repeated shaking with chills, muscle pain, headache, sore throat, new loss of taste or smell. This is a 
new disease and we are still learning how it spreads but it is believed to be through close contact with an 
infected person (through respiratory droplets produced when an infected person coughs or sneezes). It may 
also be possible that a person can get COVID-19 by touching a surface or object that has the virus on it and 
then touching their own mouth, nose, or possibly their eyes, but this is not thought to be the main way the 
virus spreads. Knowing the facts and how to protect yourself is critical to help avoid infection. 

Maintain Social Distancing: 
• Avoid close contact (maintain distancing of at least six feet) with other individuals, 

handshaking, or gatherings of ten people or more. 
• Establish a limit of one individual per vehicle. Special arrangements should be put into place if this 

cannot be accomplished. 
• Avoid sharing tools, phones, desks, and other objects in the workplace. 

o If this is unavoidable, work with your Supervisor to develop a hard surface cleaning procedure 
prior to use. 

• Departments that would like to clean their work areas should develop a procedure using the 
University’s hard surface cleaning guidance. 

• Supervisors should evaluate alternative work arrangements for individuals that need to share 
workspaces where possible (i.e., rotate individuals coming on campus, stagger start/stop times). 

Maintain Good Personal Hygiene: 
• Wash your hands often for at least 20 seconds with warm water and soap. 
• Avoid touching your face and eyes with your hands. 
• Cover coughs and sneezes with a tissue or use the inside of your elbow. 
• Stay home when you are sick and notify your supervisor. 
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GENERAL WORKPLACE HEALTH & SAFETY MEASURES: 
• Universal Masking:  In accordance with the Secretary of Health order, all employees reporting to 

campus are required to wear masks, ideally cloth, while on site.  Masks are required to be worn at 
all times while on campus independent of whether social distancing can be maintained (e.g., must 
be worn outdoors, in hallways, in shared work areas, etc.).  Masks do not need to be worn when 
eating or drinking, when isolated in a private office or vehicle, or when use adversely effects an 
employee’s safety or health (refer to Exceptions for Wearing Cloth Masks below).  The University 
will make cloth masks available through Penn State General Stores (Item # 7129197) as 
available in the eBuy catalog.  As additional supplies are being obtained, in the interim limited 
amounts of surgical masks (Item # 1816641 or 2036421) can be used until cloth masks are 
available. Proper use and care guidance is available via the following link: Cloth Mask Guidance. 

• Shared Work Areas: Maintain social distancing, wash your hands often, wear cloth mask, and 
establish cleaning procedures for common touch points with your supervisor. 

• Common Areas: In accordance with the Secretary of Health order, additional efforts are required to 
reduce the number of employees in common areas at any given time and to maintain a social 
distance of six feet. Supervisors should consider staggering break times and limiting employees in 
common areas (e.g., locker rooms, kitchen areas, break rooms) at the same time.  Additional steps 
may be required to enhance the ability to maintain social distancing (e.g., removing tables/chairs, 
designating one-way traffic, etc.). 

• Tasks Where Social Distancing Cannot be Maintained: Certain tasks which have been determined 
to be critical may not allow for adequate social distancing. When there are no alternative means of 
completing such work employees must wear cloth masks, cover any coughs or sneezes, and avoid 
touching their faces. Hands are to be immediately washed and any shared tools must be cleaned 
when the task is complete. 

• Working Alone: Due to the scarce number of individuals on campus during this unique situation, 
establish a periodic check-in protocol (recommended minimum every 2 hours) with your supervisor or 
designee. 

• Personal Protective Equipment (PPE): For employees in the “Lower Exposure Risk” level, 
additional PPE is not recommended except for what would ordinarily be used as protection 
against routine hazards. 

• Temperature Screening:  At this time employee temperature screening requirements will only 
apply in work units with a probable or confirmed COVID-19 case in accordance with the 
requirements specified in the COVID 19 Supervisors Instructions. 

• Notify your supervisor, work unit Safety Officer, or contact EHS directly 
(https://ehs.psu.edu/contact-us) if you have any questions or concerns. 

 
DEPARTMENTAL CLEANING: If your department would like to clean a work area during the workday, 
(which is encouraged), you should first establish a schedule and determine who will conduct the cleaning. 
Doing so will help conserve your cleaning supplies. It is recommended to clean frequently touched surfaces 
at least daily. Only EPA registered disinfectants such as Betco Quat Stat 5 are effective against the 
coronavirus. Contact your facility representative or work unit Safety Officer for necessary supplies and for 
specific departmental cleaning procedures. 

https://purchasing.psu.edu/ebuy
https://ehs.psu.edu/sites/ehs/files/covid19-clothmasks.pdf
https://ehs.psu.edu/sites/ehs/files/covid19-supervisorinstructions.pdf
https://ehs.psu.edu/contact-us
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• Always clean surfaces prior to the use of disinfectants in order to reduce general dirt and debris, 
which can reduce the effectiveness of disinfectants. Use regular cleaning products or detergent like 
dish soap and water. Follow the instructions on the specific product label and be aware of the 
requirements of the area being cleaned (i.e., electronic cleaning without the use of liquids). 

• Employees are reminded to ensure procedures for safe and effective use of all products are 
followed (e.g., disinfectants may require a certain amount of contact time). Safety instructions are 
listed on product labels and include the proper PPE when handling the material. 
o  Additional guidance is available via the following links:  Penn State - Guidelines for Cleaning 

Computer Products, Cleaning Guidelines for Laboratories and Research Facilities, and CDC – 
Cleaning and Disinfecting Your Facility 

 
EXCEPTIONS FOR WEARING CLOTH MASKS: The use of cloth masks should not create an unsafe condition for 
the employee when operating equipment, executing a task, or restricting their ability to breathe while 
working.  Employees should notify their supervisor and/or Safety Officer if wearing a mask presents a health 
and safety concern when conducting a work activity or impedes their vision. 
  
Cloth masks do not need to be worn when conducting the following activities: 

• Eating or drinking 
• Isolated in a private office or vehicle 
• Employees working outdoors alone or operating equipment (e.g., farm equipment, utility vehicles, lawn 

mower and other landscaping equipment); unless you are within 10 foot proximity to another individual 
(stationary or congested area). High touch surfaces on shared equipment must be cleaned and 
disinfected before use by another operator. 

• Activities where heat stress represents a health and safety concern to the wearer of the cloth mask and 
social distancing cannot be maintained, then a face shield can be worn as an alternative face covering. 

  
Note employees must have a cloth mask in their possession at all times and then immediately worn prior to 
entering buildings or otherwise in close proximity to other individuals. 
 
 
REFERENCES: 
CDC – How Coronavirus Spreads 
CDC – Guidance for Institutes of Higher Education 
OSHA – Guidance on Preparing Workplaces for COVID-19 
CDC – Cloth Face Covers 
 

https://ehs.psu.edu/sites/ehs/files/cleaningguidance-computers.pdf
https://ehs.psu.edu/sites/ehs/files/cleaningguidance-computers.pdf
https://ehs.psu.edu/sites/ehs/files/cleaningguidance-computers.pdf
https://ehs.psu.edu/sites/ehs/files/cleaningguidance-laboratory.pdf
https://www.cdc.gov/coronavirus/2019-ncov/prepare/disinfecting-building-facility.html
https://www.cdc.gov/coronavirus/2019-ncov/prepare/disinfecting-building-facility.html
https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/how-covid-spreads.html
https://www.cdc.gov/coronavirus/2019-ncov/community/colleges-universities/index.html
https://www.osha.gov/Publications/OSHA3990.pdf
https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/diy-cloth-face-coverings.html
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OVERVIEW: The following instructions have been prepared in coordination with University Health 
Services, Occupational Medicine and Human Resource Absence Management.  These instructions are for 
supervisors responding to reported cases (suspected or confirmed) of COVID-19 in your work unit. A 
supervisor will likely be contacted directly by their employees as well as by Occupational Medicine when 
COVID-19 cases are reported. COVID-19 is a new virus and information about the virus and guidance to 
protect our Penn State community is constantly evolving.  Please check back regularly for the most 
current guidance. New updates will be highlighted in yellow to help clarify changes. 

This includes instructions for: 

• Individuals experiencing flu-like symptoms (“Suspected COVID-19 Individual”) 
• COVID-19 Case Assessment for Impact on University Operations 
• Individuals in Close Contact with COVID-19 Case (“Close Contacts”) 
• Identifying and Restricting Access to Work Areas in Close Contact with COVID-19 Case 
• Individuals in Shared Work Area/Equipment but not deemed a close contact (“Shared Contacts”) 
• Individuals and General Public in a Building with COVID-19 Case  
• Health Monitoring and Temperature Screening 

These instructions also include specific circumstances when employees must contact Penn State 
Occupational Medicine at psuoccmed@psu.edu or 814.863.8492 including: 

• Immediately upon employee having any COVID symptoms OR should their healthcare provider 
suspect COVID  

• Employees having close contact with COVID-19 individual at work or at home 
• Employees having suspected exposure to COVID 19 and not sure from where 
• If employees receive test results for COVID-19, whether positive or negative.  If positive, then 

additional guidance will be provided by Occupational Medicine.  Flow charts are available from 
Human Resources to help with the return to work process. 

1. Guidance to Individuals Experiencing Flu-like Symptoms (“Suspected COVID-19 Individual”) 

The following is guidance specific to individuals who experience flu-like symptoms and who are 
suspected for COVID-19.  In the event an individual contacts their supervisor, this is the direction that 
should be provided to the individual: 

a. COVID-19 Symptoms: The CDC has updated COVID-19 symptoms to include the following. 
Symptoms may appear 2-14 days after exposure: 

• Cough • Shortness of breath or difficulty breathing 
Or at least two of these symptoms: 

• Fever - subjective fever (feeling feverish) or temperature of 100oF or higher,  
• Chills • Headache 
• Sore throat • Repeated shaking with chills 
• Muscle pain • New loss of taste or smell 

b. Self-Isolate: Individuals who develop these symptoms at work, should leave immediately. 
Individuals who develop these symptoms while away from work should stay home.   

c. COVID Phone Screen: Individual should contact their personal healthcare provider for a phone 
screen assessment for COVID-19 or use Penn State Health OnDemand. 

mailto:psuoccmed@psu.edu
https://hr.psu.edu/sites/hr/files/COVIDFlowCharts.pdf
https://hmc.pennstatehealth.org/ondemand-overview
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d. Contact Occupational Medicine (814.863.8492): Instruct the individual to immediately contact 
Occupational Medicine if they are having any COVID symptoms OR if their healthcare provider 
suspects COVID-19.  To help combat the spread of COVID-19 on campus, the individual should 
provide the following information.  Supervisors should be familiar with this information as well 
and provide this information to their employees. 

i. Note “Suspected COVID-19” as reason for absence 
ii. Confirm work location and supervisor information 

iii. Provide date last worked on-campus 
iv. Provide date when first experienced flu-like symptoms 

e. Future Test Results: Instruct the individual to report results of any COVID-19 test to 
Occupational Medicine. This will help clarify if co-workers should self-quarantine and if work 
area closures are required to remain in effect or can be suspended. 

f. Guidance: Helpful instruction sheets which may be sent to ill individuals.  
i. One Sheet Instructions: Steps to Help Prevent the Spread of COVID-19 if You Are Sick 
ii. One Sheet Instructions: 10 Ways to Manage Respiratory Symptoms at Home 

2. COVID-19 Case Assessment for Impact on University Operations 

As a general reference to Supervisors:   
• The incubation period for COVID-19 is believed to be 2-14 days.  
• COVID-19 virus will die naturally within 4-7 days on surfaces. Out of an abundance of caution the 

University is using 7 days for the threshold of facility closure. The COVID-19 virus will be dead on 
surfaces after 7 days from the last date the suspected COVID-19 individual was in the work area.  

• Contact tracing now must include a time period of 48-hours prior to showing symptoms. 

Supervisors need to answer the following questions to assess the impacts of the COVID-19 case: 

i. Has the suspected COVID-19 individual been in contact with students, faculty or staff since 
becoming ill as well as within the 48-hours prior to showing symptoms?   

ii. Has the suspected COVID-19 individual been on campus or at any University work location since 
becoming ill with suspected COVID-19 as well as within the 48-hours prior to showing symptoms?  

If “NO” to both assessment questions, then no further action required and no reporting is required. 

If “YES” to either question or “NEED ASSISTANCE” with this determination, continue with the 
assessment and report the case via the online form tool instructions below. 
 
ONLINE COVID-19 CASE REPORTING TOOL: The Penn State Emergency Operations Center has been 
established to help track suspected COVID-19 cases and coordinate response efforts.  Supervisors are 
expected to assess the impact of each COVID-19 case in their unit and use the following online reporting 
tool to communicate COVID-19 cases to the Penn State Emergency Operations Center.  The online tool 
will provide opportunities for Supervisors to identify if assistance is needed to complete the assessment. 

1. Go to the online COVID-19 Case Reporting Tool. 
2. Login to the Microsoft Office 365 form using your Penn State credentials. 
3. Provide details specific to the COVID-19 case to the best of your ability. 
4. Submit the completed reporting tool to the Penn State Emergency Operations Center. 
5. Cases will be reviewed between 7:00 AM and 5:00 PM. Contact the EOC at 814-441-4795 during 

this time for assistance.  If immediate assistance is required off-hours, contact the police 
dispatch center at 814-863-1111 and ask to speak with Brian Bittner or Pam Soule.  

https://www.cdc.gov/coronavirus/2019-ncov/downloads/sick-with-2019-nCoV-fact-sheet.pdf
https://www.cdc.gov/coronavirus/2019-ncov/downloads/10Things.pdf
https://forms.office.com/Pages/ResponsePage.aspx?id=RY30fNs9iUOpwcEVUm61LlYl95tc97FJl9bkqEDt-sJUODBDWUU3WUxJVTBIWkE4R0VJNjZLMzdNRS4u
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3. Instructions for Workers in Close Contact with COVID-19 Case (“Close Contacts”) 

Supervisors will need to assess if other individuals in the area came into “close contact” with the 
suspected COVID-19 individual using the following guidelines.   

a. COVID-19 Exposure Potential: The virus is thought to spread mainly from person-to-person in 
close contact with each other. Individuals in close contact with a suspected COVID-19 individual 
have increased potential to contract COVID-19. 

b. Close Contact Definition: PADOH and CDC define of “close contact” as  
i. being within 6 feet of a suspected COVID-19 individual for a minimum period of 10 

minutes; close contact can occur while sharing office space, working on equipment 
together, or from multiple people in a vehicle; or 

ii. having direct contact with infectious COVID-19 secretions (e.g., being coughed on). 
iii. The timeframe for having contact with an individual includes the 48 hours before the 

individual became symptomatic. 

c. Use the COVID-19 Close Contact Checklist in this document to help identify close contacts. 

d. Close Contact Tracing: The supervisor must identify individuals who were in close contact with 
suspected COVID-19 individual without revealing the individual’s identity.  Penn State 
Occupational Medicine can assist with this upon request.  Transmit the list of “close contacts” to 
Penn State Occupational Medicine via email to psuoccmed@psu.edu or fax to 814-865-5337. 

e. Contact Notification: Penn State Occupational Medicine will notify the “close contacts” with the 
following instructions: 

i. Close contacts are required to stay home from work, self-quarantine for 14 days and 
self-monitor as described below: 

ii. Self-quarantine in general means the separation of a person or group of people 
reasonably believed to have been exposed to a communicable disease but not yet 
symptomatic, from others who have not been so exposed, to prevent the possible 
spread of the communicable disease. 

iii. Self-monitoring means people should monitor themselves for fever by taking their 
temperatures twice a day and remain alert for cough or difficulty breathing. If they feel 
feverish or develop measured fever, cough, or difficulty breathing during the self-
monitoring period, they should self-isolate, limit contact with others, and seek advice by 
telephone from a healthcare provider or their local health department to determine 
whether medical evaluation is needed. 

f. “Critical Infrastructure Workers” - CDC advises that critical infrastructure workers may be 
permitted to continue work following potential exposure to COVID-19, provided they remain 
asymptomatic and additional precautions are implemented to protect them and the community. 
Examples of critical infrastructure work units include but not limited to law enforcement, 
emergency response, healthcare and utilities.   

i. These Penn State work units must be confirmed with the Penn State COVID-19 Campus 
Health Preparedness and Response Task Force as well as Human Resources prior to 
workers being designated into this category. 

ii. These work units must implement the Health Monitoring and Temperature Screen 
requirements of this Document for workers continuing to report on-campus following 
potential close contact with a suspected COVID-19 individual. 

  

mailto:psuoccmed@psu.edu
https://www.cdc.gov/coronavirus/2019-ncov/community/critical-workers/implementing-safety-practices.html
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4. Identify and Restrict Access to Work Areas and Equipment in Close Contact with COVID-19 Case:  

Supervisors should work with their Facility Coordinators to identify and restrict access to areas using the 
following guidelines:   

a. Identify work areas where the suspected COVID-19 individual meets these criteria: 
i. Location visited between date individual reported COVID-19 symptoms and 48 hours 

before the individual became symptomatic; AND 
ii. Individual had prolonged access or visit for a minimum period of 10 minutes (cumulative 

time) including office space, shops, meeting rooms, break areas, vehicles, etc.  

b. Use the COVID-19 Shared Contact Checklist in this Document to help identify work areas with 
prolonged access by the suspected COVID-19 individual. 

c. Restrict access to areas and equipment that were in close contact with COVID-19 case by 
posting the “COVID-19 Case Reported – Access Prohibited” sign. 

d. Wait 7-days or Disinfect?: The general rule is to restrict access to the area for 7 days from the 
last time the suspected COVID-19 individual was present in the area.  If there are essential 
operations that require access before 7 days, note this information in the PSU COVID-19 
Reporting Form and the area will be assessed for disinfection. 

5. Instructions for Individuals using Shared Work Areas/Equipment with COVID-19 Case but not 
deemed Close Contact (“Shared Contact”) 

Supervisors will need to assess if other individuals may have worked in the same locations identified in 
Step 4 above and may have come in contact with shared surfaces, vehicles or equipment using the 
following guidelines:   

a. COVID-19 Exposure Potential: It may be possible that a person can get COVID-19 by touching a 
surface or object that has the virus on it and then touching their own mouth, nose, or possibly 
their eyes, but this is not thought to be the main way the virus spreads. 

b. Use the COVID-19 Shared Contact Checklist in this document to help identify shared contacts. 

c. Shared Contact Tracing: The supervisor must identify individuals that may have had access to 
the same shared work areas (e.g., cubicle, office, lab/work bench, break area, conference room) 
or equipment (e.g., computers, lab/shop equipment) identified in Step 4 above but not deemed 
a “Close Contact.” These individuals will be deemed “shared contacts”.  Assessments must 
evaluate the period of 48 hours before symptom onset by the suspected COVID-19 individual. 
Transmit the list of “shared contacts” to Penn State Occupational Medicine via email to 
psuoccmed@psu.edu or fax to 814-865-5337. 

d. Contact Notification: Penn State Occupational Medicine will notify the “shared contacts” with 
the following instructions:   

i. Work units must implement the Health Monitoring and Temperature Screen 
requirements of this Document for individuals continuing to work on-campus following 
potential “shared contact” with a suspected COVID-19 individual. 

ii.  “Shared Contacts” can continue to report to work, monitor their health including 
temperature checks and complete temperature screening prior to reporting to work on-
campus. 

iii. Maintain physical and social distancing while at work. 
iv. Wash hands for 20 seconds on a regular basis and avoid touching face, eyes, nose or 

mouth with unwashed hands.  

https://ehs.psu.edu/sites/ehs/files/covidprohibitedaccesssignage.pdf
mailto:psuoccmed@psu.edu
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6. Guidance for Individuals and General Public in a Building with Reported COVID-19 Case 

This guidance pertains to co-workers and the general public that may frequent a building where a 
COVID-19 case was reported but did not come into close contact or share work areas/equipment. 

a. COVID-19 Exposure Potential: There is no more elevated risk to the general public than visiting 
other public spaces in the community (e.g., grocery stores, gas stations). 

b. No additional requirements than general community-based guidance: 
i. Do not enter areas closed in response to a COVID-19 case. 

ii. Maintain physical and social distancing. 
iii. Wash hands for 20 seconds on a regular basis and avoid touching face, eyes, nose or 

mouth with unwashed hands. 

7. Health Monitoring and Temperature Screening 

In accordance with the PADOH, the following temperature screening protocol must be implemented for 
work units with a probable or confirmed COVID-19 case with “shared contacts” or “critical infrastructure 
workers” reporting to work on-campus.   

a. COVID-19 Symptoms: The CDC has updated COVID-19 symptoms to include the following. 
Symptoms may appear 2-14 days after exposure: 

• Cough • Shortness of breath or difficulty breathing 
Or at least two of these symptoms: 

• Fever - subjective fever (feeling feverish) or temperature of 100oF or higher,  
• Chills • Headache 
• Sore throat • Repeated shaking with chills 
• Muscle pain • New loss of taste or smell 

b. Designate Point-of-Contact: Designate a supervisor or other Unit management, safety officer or 
human resource delegate to manage the temperature screening process for the work unit. 

c. Temperature Checks by Individuals: Individuals are expected to assess their personal health 
including a temperature check a minimum of 1-hour prior to reporting to work on-campus.   

i. Acceptable communications will be determined by the work unit and may include email 
or phone calls.  In-person checks at the entrance of the workplace must not take place 
without prior approval by Penn State COVID-19 Campus Health Task Force.  It is 
recommended that individuals set reminders 1-hour prior to the work shift. 

ii. Individuals are expected to answer the following screening question: “Did you pass the 
temperature screening (temperature <100F and no other COVID-19 symptoms)?”   

iii. Individuals should only provide a “Yes” or “No” response to passing the temperature 
screening.  Specific health information beyond the “YES”/”NO” must not be collected.  

iv. Reporting of temperature checks is not required on scheduled days off or days 
otherwise not reporting to work on-campus. 

d. Temperature Screen by Designee:  Use the COVID-19 Temperature Screening Log as an 
example tool to track temperature screening prior to these impacted individuals enter the 
facility or work on-campus. 

i.  “Yes” – individual passed the temperature screening with temperature <100F and does 
not have other COVID-19 related symptoms. 

ii. “No” – individual has a temperature of 100F or higher or other COVID-19 related 
symptoms.  These individuals must not enter the work area and stay home. 

iii. “N/A” – individual did not report to work on-campus and as such temperature screening 
on this day is not applicable. 
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8. References 

CDC Guidance: How COVID-19 Spreads 

CDC Implementing Safety Practices for Critical Infrastructure Workers Who May Have Had Exposure to a 
Person with Suspected or Confirmed COVID-19 

CDC Interim Guidance for Businesses and Employers to Plan and Respond to Coronavirus Disease 2019  

NIH News Release – New Coronavirus stable for hours on surfaces (March 17, 2020) 

PADOH – 2020-PAHAN-493-4-6-ALT ALERT: Notification of COVID-19 Test Results to Patients 

PADOH - Order of the Secretary of the Pennsylvania Department of Health Directing Public Health Safety 
Measures for Businesses Permitted to Maintain In-person Operations 

  

https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/how-covid-spreads.html
https://www.cdc.gov/coronavirus/2019-ncov/community/critical-workers/implementing-safety-practices.html
https://www.cdc.gov/coronavirus/2019-ncov/community/critical-workers/implementing-safety-practices.html
https://www.cdc.gov/coronavirus/2019-ncov/community/guidance-business-response.html
https://www.nih.gov/news-events/news-releases/new-coronavirus-stable-hours-surfaces
https://www.governor.pa.gov/wp-content/uploads/2020/04/20200415-SOH-worker-safety-order.pdf
https://www.governor.pa.gov/wp-content/uploads/2020/04/20200415-SOH-worker-safety-order.pdf
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COVID-19 Close Contact Checklist 

The following checklist and instructions is developed in coordination with the instructions outlined in Instructions 
for Workers in Close Contact with COVID-19 Case (“Close Contacts”) of this document. This checklist is modeled 
after the PA DOH close contact checklist but modified for a workplace environment. 

1. Name and PSU ID for suspected COVID-19 individual: __________________________________________ 

2. Date suspected COVID-19 individual started to feel sick and went into isolation: _____________________  

3. Two days before the day individual started to feel sick:    _____________________  

4. Think back to what the individual did between the date of #2 and date of #1.  

5. Think back to who the individual was in close contact (within 6 feet for a period of 10 minutes or more) 
with during that time between date #2 and #1.  

6. Identify any “Close Contacts” in table below.  Do not notify the “close contacts” at this time.  Penn State 
Occupational Medicine will notify the impacted individuals. 

7. Is this group identified as a “Critical Infrastructure” work unit?     YES     NO    (select one) 

a. If YES, prepare to implement the “Health Monitoring and Temperature Screening” protocol for 
these individuals. 

b. If YES, designate a Temperature Screening Point of Contact for the work unit:  

i. Name:________________________________________  

ii. Phone:________________________________________  

iii. Email:_________________________________________ 

8. Transmit this completed checklist to Penn State Occupational Medicine via email to psuoccmed@psu.edu 
or fax to 814-865-5337 to have these individuals notified. 

9. Complete the online COVID-19 Case Reporting Tool for Supervisors to report the details of your case. 

Date of 
Contact 

Close Contact Names  
(within 6 feet for 10 minutes or more) 

Close Contact Phone Number 
 

   

   

   

   

   

   

   

   

   

   

   

   

mailto:psuoccmed@psu.edu
https://forms.office.com/Pages/ResponsePage.aspx?id=RY30fNs9iUOpwcEVUm61LlYl95tc97FJl9bkqEDt-sJUODBDWUU3WUxJVTBIWkE4R0VJNjZLMzdNRS4u
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COVID-19 Shared Contact Checklist by Work Location  

The following checklist and instructions is developed in coordination with the instructions outlined in Instructions 
for Individuals using Shared Work Areas/Equipment with COVID-19 Case (“Shared Contact”) of this document. 

1. Name and PSU ID for suspected COVID-19 individual: __________________________________________ 

2. Date suspected COVID-19 individual started to feel sick and went into isolation: _____________________  

3. Two days before the day individual started to feel sick:    _____________________  

4. Think back to what the individual did between the date of #2 and date of #1.  

5. Think back to locations where the ill individual worked / occupied for periods of 10 minutes or more 
between date #2 and #1 above.  

6. Identify these as potentially “shared contact locations” in the table below and restrict access as outlined.   

7. Identify co-workers that may have had “Shared Contact” with work surfaces in these locations in table 
below. Do not notify the “shared contacts” at this time.  Penn State Occupational Medicine will notify the 
impacted individuals. 

8. Prepare to implement the “Health Monitoring and Temperature Screening” protocol for these individuals. 

9. Designate a Temperature Screening Point of Contact for the work unit:  

a. Name:________________________________________  

b. Phone:________________________________________  

c. Email:_________________________________________ 

10. Transmit this completed checklist to Penn State Occupational Medicine via email to psuoccmed@psu.edu 
or fax to 814-865-5337 to have these individuals notified and initiate the temperature screening protocol. 

11. Complete the online COVID-19 Case Reporting Tool for Supervisors to report the details of your case. 

Date of 
Contact 

Shared Contact Locations 
(occupied for >10 minutes) 

Shared Contact Name 
(co-workers in shared work area) 

Shared Contact Phone Number 
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COVID-19 Temperature Screening Log (example)  

The following log is provided as an example for units to use to screen temperatures prior to impacted individuals entering the facility. 

1. Designate a supervisor or other Unit management, safety officer or human resource delegate to manage the temperature screening process. 
2. Identify individuals deemed “shared contacts” or “critical infrastructure workers” that are reporting to work on-campus. 
3. Identify their last date of contact with the suspected COVID-19 individual. 
4. Implement temperature screening process for these identified individuals for the next 14 calendar days following their last contact.  

a. Individuals are expected to assess their personal health including a temperature check a minimum of 1-hour prior to reporting to work on-
campus.  No reporting is required on scheduled days off or days otherwise not reporting to work on-campus. 

b. Individuals are expected to answer the following screening question: “Did you pass the temperature screening (temperature <100F and no 
other COVID-19 symptoms)?” 

c. Temperature Screen Designee will enter on of the following in the log: 
i. “Yes” – individual passed the temperature screening with temperature <100F and does not have other COVID-19 related symptoms. 
ii. “No” – individual has a temperature >= 100F or other COVID-19 related symptoms.  These individuals must not enter the work area and 

be instructed to stay home. 
iii. “N/A” – individual did not report to work on-campus and as such temperature screening on this day is not applicable. 

 
Name 

Date of 
Contact 

Day 
1 

Day 
2 

Day 
3 

Day 
4 

Day 
5 

Day 
6 

Day 
7 

Day 
8 

Day 
9 

Day 
10 

Day 
11 

Day 
12 

Day 
13 

Day 
14 
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