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MEMORANDUM 

 

 

TO: County Executive Leaders 

FROM: 

 

Jeffrey V. Smith, County Executive 

James R. Williams, County Counsel 

 

RE: Responding to COVID-19 Cases, Close Contacts, and Symptomatic Individuals 

in the Workplace 

 

DATE: June 22, 2021 – LAST UPDATED August 12, 2022 

 

 This memorandum replaces the prior version of this memorandum of the same title, 

originally issued on June 22, 2021 and last revised on January 12, 2022.  It provides 

guidance on (1) actions to be taken when County personnel or visitors with COVID-19 

symptoms have been onsite at a County facility; (2) personnel’s obligation to report positive test 

results for COVID-19 or close contact with COVID-19 cases; (3) departments’ required response 

to personnel’s report of positive COVID-19 test results or close contact with COVID-19 cases; 

(4) departments’ obligation to report COVID-19 cases among personnel to the Public Health 

Department; (5) required compliance with the County’s case investigation and contact tracing 

efforts; and (6) reporting of COVID-19 cases to the Office of the County Counsel at 

incident@cco.sccgov.org.  For purposes of this memorandum, “personnel” includes employees, 

contractors who perform services onsite, and volunteers and interns who perform services onsite. 

 

A. County Response to Personnel or Visitors Who Have Been Onsite with COVID-19 

Symptoms  

 

In the event that personnel or visitors are found to have COVID-19 symptoms upon 

arrival at a County facility OR develop COVID-19 symptoms while at a County facility, the 

steps described below shall be taken.  COVID-19 symptoms include the following: 
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 Fever (100.0°F or higher) or chills 

 Cough 

 Loss of taste or smell 

 Sore throat (new or unexplained) 

 Fatigue (new or unexplained) 

 Shortness of breath or difficulty 

breathing  

 Muscle or body aches (new or 

unexplained) 

 Headache (new or unexplained) 

 Nausea, diarrhea, or vomiting (new or 

unexplained) 

  

Regardless of whether they have been fully vaccinated and/or boosted for COVID-19, the 

symptomatic individual must:  

a. Immediately notify their designated departmental point of contact (or supervisor if the 

department does not have a designated point of contact) or, in the case of a visitor, 

their host.  County personnel may request antigen COVID-19 tests from their 

designated departmental point of contact. 

b. Leave immediately or wait outside for transportation home (preferably avoiding 

public transportation). 

c. Continue to wear a compliant face covering as specified in the County’s “COVID-19 

Requirements Relating to Face Coverings for County Personnel and Visitors in 

County Facilities” memorandum.  If available, the person should put on a KN95, 

KF94, or N95 mask. 

d. Wear the compliant face covering on the trip home.  

e. If currently working at other County sites, alert supervisors at those other sites of the 

need to stay home until further notice.  If the symptomatic individual is well enough 

to work from home and approved by their department to do so, they can coordinate 

with their supervisor for appropriate assignment. 

f. After returning home, immediately obtain testing for COVID-19 (antigen or PCR).  If 

the individual obtains a negative antigen test on the day they returned home from work, 

they must take a second antigen test the next day prior to their regularly scheduled work 

time.  If the second antigen test is negative, they must provide proof of the negative test 

to the designated departmental point of contact and return to work.1 

g. If the symptomatic individual receives a positive test (antigen or PCR), they must 

follow the isolation requirements applicable to them in Appendix A or Appendix B.   

 

                                                 
1  To provide proof of a negative test using an at-home antigen test, the individual must send an email with a 

photograph of the test showing the negative result. The photograph must show their name and the date of the test 

written either on the test itself or on a piece of paper that is pictured with the test next to it.  If the individual receives 

a negative result from an observed test, such as a PCR test, that was administered by a health care provider or other 

testing provider, they must send an email with the results of that test.  County Health System facilities may have 

other processes in place for home testing observation and reporting results through Employee Health. County Health 

System staff should continue to follow the processes established by their departments. 
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Any individual experiencing or witnessing severe or life-threatening symptoms should call 9-1-1 

or follow usual procedures to request emergency medical evaluation and treatment.  

 

The department must: 

a. Ensure the symptomatic individual is wearing a compliant face covering; if not, 

provide one to the symptomatic individual. 

b. If requested, provide antigen tests to the individual before they depart for home. 

c. Attempt to maintain a distance of at least 6 feet from the symptomatic person and 

instruct the individual to leave immediately or wait outside for transportation home.  

Encourage the individual to avoid use of public transportation. 

d. Immediately alert appropriate leadership within the department.  

e. Prohibit the symptomatic individual from coming back onsite until they have received 

a negative test or, if they have tested positive, until they have complied with the 

required isolation protocols. 

 

B. Personnel’s Obligation to Report Positive COVID-19 Test Results and Close 

Contact with COVID-19 Cases 

 

All County personnel must immediately alert their designated departmental contact (or 

supervisor if the department does not have a designated departmental contact) if they test 

positive for COVID-19 and were or are scheduled to be present in the workplace during their 

infectious period.  A COVID-19 case’s infectious period is defined as follows: 

 

(1) For symptomatic COVID-19 cases, from two days before the COVID-19 

case had any symptoms through Day 10 after symptoms first appeared,2 24 

hours have passed with no fever (without the use of fever-reducing 

medications), and other symptoms have improved. 

 

(2) For asymptomatic COVID-19 cases, from two days before the positive 

specimen collection date through Day 10 after the positive specimen 

collection date for their first positive COVID-19 test.3   

 

Personnel are not required to provide documentation of the positive test result. 

However, if an employee later wishes to use Supplemental Paid Sick Leave In Excess of 

Initial 40 Hours (SPSL), documentation of a positive test is required to be submitted with 

                                                 
2  If an individual tests negative between Day 5 and 10, their infectious period ends when they test negative. 

 
3  If an individual tests negative between Day 5 and 10, their infectious period ends when they test negative. 
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the SPSL form, so it important for employees to keep documentation of their positive test 

result.4  

 

In addition to requiring personnel to report if they test positive for COVID-19 and were 

present in the workplace during one of the timeframes described above, personnel who work on-

site shall immediately report to their designated departmental contact (or supervisor if the 

department does not have a designated departmental contact) if they learn that they are a close 

contact of an individual who has tested positive for COVID-19.  This includes being a close 

contact of a COVID-19 positive individual outside the workplace.  Personnel are not required to 

provide documentation that they are a close contact of a COVID-19 case.  A “close contact” is 

someone sharing the same indoor airspace 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) 

during an infected person’s infectious period.  For smaller indoor spaces (i.e., enclosed spaces 

that are 500 square feet or smaller, such as restrooms, breakrooms, and small conference rooms), 

all people within those spaces are considered to be sharing the same indoor airspace regardless of 

where they are located within those spaces.  For larger indoor spaces (i.e., enclosed spaces that 

are larger than 500 square feet, such as large training rooms, lobbies, or warehouses), people are 

considered to be sharing the same indoor airspace if they are within six feet of one another.  

While face coverings reduce the likelihood of COVID-19 transmission, they have no impact on 

the determination of whether someone is a close contact.   

 

Close contacts must follow all of the requirements applicable to them in Appendix A or 

Appendix B.  Departments must send a communication to all new hires alerting them of these 

requirements.  Template communications are available on the County’s COVID-19 Recovery 

SharePoint site. 

 

C. County Response to Personnel Who Report a Positive COVID-19 Test Result or 

Close Contact with a COVID-19 Case 

 

The department must ensure that close contacts and positive cases follow the isolation 

and quarantine requirements applicable to them in Appendix A or Appendix B.   

 

If a department learns that a COVID-19 positive case was present in the workplace 

during their infectious period, as described in Section B above, the department must conduct an 

expedited worksite contact investigation to identify whether any personnel are close contacts of 

the COVID-19 case.  Within one business day of learning of the case, the department must 

                                                 
4  To provide proof of a positive test result for SPSL using an at-home antigen test, the individual should provide a 

photograph of the test showing the positive result. The photograph must show their name and the date of the test 

written either on the test itself or on a piece of paper that is pictured with the test next to it.  If the individual receives 

a positive result from an observed test, such as a PCR test, that was administered by a health care provider or other 

testing provider, they may send an email with the results of that test.   
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provide written notice to all staff who were at the worksite during the relevant period and their 

union representatives.  Template communications to positive cases and close contacts are 

available on the County’s COVID-19 Recovery SharePoint site. 

 

Any staff who are identified as close contacts of a COVID-19 positive case and who are 

required to test as described in Appendix A or Appendix B must be allowed to obtain COVID-19 

testing during paid time.  In addition, the department must exclude from the workplace anyone 

who is a COVID-19 positive case and close contacts who are required to quarantine as described 

in Appendix A or Appendix B.  If a close contact is not required to quarantine under the 

applicable quarantine rules, then they do not need to be excluded from the workplace prior to 

being tested and receiving test results.     

 

If personnel are working on-site at a County facility at the time they learn of their 

COVID-19 infection or that they are a close contact to a COVID-19 case, the affected individual 

and department shall follow the steps outlined above in Section A of this memorandum.   

 

D. County Obligation to Report Positive Cases of COVID-19 Among Personnel 

 

 In the event the County learns that any of its personnel is a confirmed positive case of 

COVID-19 and was at the workplace during their infectious period, as described above in 

Section B, the department must report the positive case within 24 hours to the Public Health 

Department through the Shared Portal for Outbreak Tracking available at 

www.sccsafeworkplace.org.  The reporting process is a two-step process.  After reporting basic 

information about the exposure, the department reporting designee (“reporter”) will receive login 

information for a secure portal to submit case and contact information. The department’s 

reporting requirements will not be fully met until the reporter submits case and contact 

information for all individuals involved in the workplace exposure. If the reporter has never 

accessed the secure portal before, they will receive an email to set up an account. The reporter 

should check their email’s spam/junk folder if they have not received this email within one 

business day of submitting their first SPOT Intake Form. 

 

The reporting department will be required to provide the following information: 

 

 Information about the worksite and County facility:  

o Name of facility 

o Address of facility 

o Type of location 

o Name of person reporting 

o Position of person reporting (optional) 

o Contact phone number  

o Contact email 

o Start date of exposure 
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o Specific place in location 

o Number of COVID-19 positive cases 

o Optional fields include 

 Alternate point of contact for reporting agency 

 Additional details about the exposure (e.g., number of contacts, 

etc.) 

 

 Information about the Case:  

o COVID-19 positive worker name 

o COVID-19 positive worker date of birth (optional)  

o COVID-19 positive worker phone number 

o COVID-19 positive worker home address 

o COVID-19 positive worker’s job title (role at workplace) 

o Whether the COVID-19 positive worker has received the COVID-19 

vaccine (yes/no) 
o Whether the COVID-19 positive worker has been symptomatic (yes/no) 

o Date of symptom onset (if symptomatic) 

o Date of COVID-19 positive test (this is the date the test specimen was 

collected, not date of the test result) 

o Type of test taken (e.g., antigen, PCR) 

o Last date the COVID-19 positive worker was on-site at a work location 

 

 Information about Close Contacts:  

o Close Contact Names  

o Close Contact Phone Numbers 

o Close Contact Physical Addresses 

o Close Contact Dates of Birth (optional) 

 

Given the extent of the information the County needs to compile and report within a 

24-hour timeframe, departments should identify a primary point of contact(s) in their 

department for their personnel to notify.    

 

The information provided through the form will remain confidential.  And the reporting 

person will be able to update the information provided if they discover additional information 

after the initial report.    

 

E. County Obligation to Comply with All Case Investigation and Contact Tracing 

Measures 

 

County departments must comply with all case investigation and contact tracing 

measures, including providing information requested by the Public Health Department’s case 

DocuSign Envelope ID: 0813EB87-48C9-46CA-8A9C-C1D32E896E1C



Memorandum to County Executive Leaders  

Re: Responding to COVID-19 Cases, Close Contacts, and Symptomatic Individuals in the 

Workplace 

August 12, 2022 

Page 7 of 8 

 

investigation and contact tracing team.  If a department has a need to verify a request from the 

Public Health Department’s case investigation and contact tracing team, the department may 

contact Assistant Health Officer Sarah Rudman or Assistant Health Officer Monika Roy. 

 

F. County Internal Reporting of COVID-19 Cases 

 

In addition to the required reporting to the Public Health Department for the specified 

COVID-19 positive cases, departments must continue reporting all COVID-19 positive 

personnel cases they become aware of to the Office of the County Counsel at 

incident@cco.sccgov.org.5  Reporting to incident@cco.sccgov.org is required on the same day 

the department learns of the COVID-19 positive case.  This is an attorney-client privileged 

communication.  Departments are to provide the following information in the body of the email:6 

 

 Department in which the COVID-19 positive personnel works. 

 Name of COVID-19 positive personnel. 

 Position title of the COVID-19 positive personnel. 

 Street address of location where personnel is typically based to work (e.g., 70 W. 

Hedding Street). 

 Date of positive test (this is the date specimen or sample was collected for testing 

(not the date of the test result)). 

 Last date the personnel worked on-site 

 If the personnel has worked on-site in the 14 days prior to the test collection date, 

list EVERY facility address (street address, city, zip) where they worked during 

those 14 days. 

 Date the department received notification from the personnel.   

 If reporting to the Public Health Department was required for this case (i.e., the 

personnel was present in the workplace during their infectious period, as 

described above in Section B), confirm that the Department has reported to the 

Public Health Department through the Worksite Case and Contact Reporting 

Portal. 

 Departmental contact name for any questions. 

 Departmental contact email/phone. 

                                                 
5  See County Notification of Major or Sensitive Incidents Policy 

(https://connect.sccgov.org/sites/policies/policypages/Pages/Incident-Notification.aspx).  

 
6  For notifications regarding COVID-19 positive cases, the Incident Notification Form is not required. 
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CONCLUSION 

 

Your timely attention to these reporting requirements is essential to the County’s efforts 

to control the spread of COVID-19 and to comply with legal reporting and notification 

requirements.  If a department has any questions or concerns about the reporting requirements, it 

may contact the County’s Chief Operating Officer.  If a department has any questions about the 

isolation and quarantine requirements in healthcare facilities, they may contact Lead Deputy 

County Counsel Theresa Fuentes; questions about isolation and quarantine requirements in all 

other facilities, they may contact Assistant County Counsel Tony LoPresti and Deputy County 

Counsel Willie Nguyen. 

 

 

Appendix A: Employee Isolation and Quarantine Guidelines (non-Healthcare and non-

Congregate Care) 

 

Appendix B: Healthcare and Congregate Care Isolation & Quarantine Guidelines 
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Employee Isolation & Quarantine Guidelines  
(non-Healthcare and non-Congregate Care) 

County of Santa Clara 
 
Use the chart below to determine the isolation and quarantine rules for any personnel who have tested positive for 
COVID-19 or was a close contact to a confirmed COVID-19 case. For positive cases, Day 0 is the date of an individual’s 
positive COVID-19 test or the date that the individual’s symptoms started, whichever is earlier. For close contacts, Day 0 
is the last date that an individual was exposed to a person with COVID-19. Day 1 is the first day after Day 0, and so forth. 
 
If you test positive with an antigen test, do not test again with a PCR test; you should assume you have COVID and you 
should isolate according to the guidelines below.  
 
In all scenarios where an employee is a close contact to a COVID positive case or was recently a positive case and is 
returning to work prior to day 10 as specified below, they must be extraordinarily careful to adhere to wearing a well-
fitted mask when returning to work. Employees should be particularly careful not to eat inside around others, as that 
requires taking off their masks. An N95, KN95 or KF94 is urged. Double masking with a surgical mask covered by a well-
fitting cloth mask is acceptable. A cloth mask alone is not acceptable. 

 
Status Direction Situation Timing Timecard 

Employee is COVID 
positive 
  

Isolation Not well enough to 
work 

Stay home for 5 days.  
 
If on day 5 or later, no 
symptoms or symptoms 
mild and resolving (and no 
fever for at least 24 hours 
without use of fever-
reducing medication), then 
test (Antigen preferred). 
 
If negative test, return to 
work on day 6.  In addition 
to complying with the 
County’s indoor face 
coverings requirement, 
wear well-fitting mask (as 
specified in the red text 
above) when at the 
workplace (outdoors or 
indoors) through day 10. 
 
If cannot test before day 
10 or the test is positive, 
continue isolation through 
day 10 and until symptoms 

Employee leave 
banks (sick, 
vacation, etc.) 

Isolation Well enough to 
work and job 
duties can be 
performed from 
home 
 

Telework 

Isolation 
 

Well enough to 
work but unable to 
perform job duties 
from home 
 

Employee leave 
banks (sick, 
vacation, etc.) 



 
 

resolving (and no fever for 
at least 24 hours without 
use of fever-reducing 
medication), whichever is 
later.   No further test is 
required after day 10. 

 

 

Status Direction Situation Timing Timecard 
Employee becomes 
symptomatic and does 
not know if they have 
COVID 

Isolate and test 
immediately 
(antigen 
preferred)  

Not well enough to 
work 

Go home and test 
immediately. If the antigen 
test is negative, take 
another antigen test the 
next day before going to 
work, and go to work if 
second test is also negative 
and if no symptoms or 
symptoms mild and 
resolving (and no fever for 
at least 24 hours without 
use of fever-reducing 
medication).  

Employee leave 
banks (sick, 
vacation, etc.) 

Well enough to 
work and job 
duties can be 
performed from 
home 
 

Telework 

Well enough to 
work but unable to 
perform job duties 
from home 
 

Employee leave 
banks (sick, 
vacation, etc.) 

Employee, regardless of 
vaccination status, learns 
that they are a close 
contact to a COVID 
positive case at work or 
elsewhere  

Continue to 
report to work as 
usual 

 Test between 3 to 5 days 
(either antigen or PCR).1 
 
In addition to complying 
with the County’s indoor 
face coverings 
requirement, wear well-
fitting mask (as specified in 
the red text above) when 
at the workplace (outdoors 
or indoors) through day 
10. 
 
If symptoms develop, go 
home and test.  
  

 

 

 
1 Persons infected within the prior 90 days do not need to be tested unless symptoms develop. 



 

Appendix B to Responding to COVID-19 Cases Memorandum (as of 8/12/2022) 

Healthcare and Congregate Care Isolation & Quarantine Guidelines 
County of Santa Clara 

(Applicable to County healthcare facilities, including those not expressly covered  
by All Facilities Letter 21-08.8 and to congregate care facilities, including jails,  

correctional facilities, shelters, and other congregate care settings)  
 

If your facility is covered by these isolation and quarantine guidelines, use the chart below to determine the isolation and 
quarantine rules for any personnel who have tested positive for COVID-19 or was a close contact to a confirmed COVID-
19 case. For positive cases, Day 0 is the date of an individual’s positive COVID-19 test or the date that the individual’s 
symptoms started, whichever is earlier. For close contacts, Day 0 is the last date that an individual was exposed to a 
person with COVID-19. Day 1 is the first day after Day 0, and so forth. 
 
If you test positive with an antigen test, do not test again with a PCR test; you should assume you have COVID and you 
should isolate according to the guidelines below.  
 
In all scenarios where an employee is a close contact to a COVID positive case or “tests out” and shortens their period of 
isolation or quarantine, they must be extraordinarily careful to adhere to wearing a well-fitted mask when returning early 
to work. Employees should be particularly careful not to eat inside around others, as that requires taking off their masks. 
An N95, KN95 or KF94 is urged. Double masking with a surgical mask covered by a well-fitting cloth mask is acceptable. A 
cloth mask alone is not acceptable. In healthcare facilities, follow the facility’s face coverings guidelines.  
 
NOTE:  If your facility is a healthcare facility covered by the California Department of Public Health’s All Facilities Letter 
No. 21-08.8 or a jail or correctional facility, and it is experiencing a declared critical staffing shortage, it may qualify for a 
modification of these isolation and quarantine rules. Executive leadership with questions about a possible modification 
should contact Lead Deputy County Counsel Theresa Fuentes for healthcare facilities and Deputy County Counsel Aaron 
Bloom for jails or correctional facilities. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

 

 
Status Direction Situation Timing Timecard 

Employee is 
COVID positive 
and is up-to-date 
on vaccinations1 

Isolation 
 

Not well enough 
to work 

Stay home for 5 days.  
 
If on day 5 or later, no symptoms or 
symptoms mild and resolving (and no 
fever for at least 24 hours without use 
of fever-reducing medication), then 
test (Antigen preferred). 
 
If negative test, return to work on day 
6. In addition to complying with the 
County’s indoor face coverings 
requirement, wear well-fitting mask (as 
specified in the red text above) when at 
the workplace (outdoors or indoors) 
through day 10. 
 
If cannot test before day 10 or the test 
is positive, continue isolation through 
day 10 and until symptoms resolving 
(and no fever for at least 24 hours 
without use of fever-reducing 
medication), whichever is later.  No 
further test is required after day 10. 

Employee leave 
banks (sick, 
vacation, etc.) 

Isolation Well enough to 
work and job 
duties can be 
performed from 
home 

Telework 

Isolation Well enough to 
work but unable 
to perform job 
duties from home 

Employee leave 
banks (sick, 
vacation, etc.) 

Employee is 
COVID positive 
and is 
unvaccinated or 
not up-to-date on 
vaccinations (i.e. 
is eligible for a 
booster but has 
not received a 
booster dose) 
 

Isolation 
 

Not well enough 
to work 

Stay home for 7 days. If on day 7 or 
later, no symptoms or symptoms mild 
and resolving (and no fever for at least 
24 hours without use of fever-reducing 
medication), then test (antigen 
preferred). 
 
If negative test, return to work on day 
8. In addition to complying with the 
County’s indoor face coverings 
requirement, wear well-fitting mask (as 
specified in the red text above) when at 
the workplace (outdoors or indoors) 
through day 10. 
 
If cannot test before day 10 or the test 
is positive, continue isolation through 
day 10 and until symptoms mild or 
resolving (and no fever for at least 24 
hours without use of fever-reducing 

Employee leave 
banks (sick, 
vacation, etc.) 

Isolation Well enough to 
work and job 
duties can be 
performed from 
home 

Telework 

Isolation 
 

Well enough to 
work but unable 
to perform job 
duties from home 

Employee leave 
banks (sick, 
vacation, etc.) 

 
1  Up-to-date means fully vaccinated and up-to-date on boosters for which they are eligible. 



 Page | 3 
 

medication), whichever is later.  No 
further test is required after day 10. 

Employee 
becomes 
symptomatic and 
does not know if 
they have COVID 

Isolate and test 
immediately 
(antigen 
preferred)  

Not well enough 
to work 

Go home and test immediately (antigen 
preferred). If antigen test is negative, 
take another antigen test before going 
to work the next day, and go to work if 
second test is also negative and if no 
symptoms or symptoms mild and 
resolving (and no fever for at least 24 
hours without use of fever-reducing 
medication).  

Employee leave 
banks (sick, 
vacation, etc.) 

Well enough to 
work and job 
duties can be 
performed from 
home 

Telework 

Well enough to 
work but unable 
to perform job 
duties from home 

Employee leave 
banks (sick, 
vacation, etc.) 

 

 

Status Direction Situation Timing Timecard 
Employee who is up-to-date 
on vaccinations learns that 
they are a close contact to a 
COVID positive case at work 
or elsewhere  
 

Continue to 
report to 
work as 
usual 

 Test immediately (either antigen or 
PCR). If receive negative test, test 
again between day 5 and 7.  
 
If symptoms develop at any time, 
test and stay home.  
 
In addition to complying with the 
County’s indoor face coverings 
requirement, wear well-fitting 
mask (as specified in the red text 
above) when at the workplace 
(outdoors or indoors) through day 
10. 
 

 

Employee who is 
unvaccinated or not up-to-
date on vaccinations learns 
that they were a close 
contact to a COVID positive 
case at work or elsewhere  
 

Quarantine Able to 
perform job 
duties at home 

Test immediately (either antigen or 
PCR). If negative, stay home for 7 
days, and test again on day 6 or 7. 
 
If test on day 6 or 7 is negative, 
return to work on day 8.  In 
addition to complying with the 
County’s indoor face coverings 
requirement, wear well-fitting 
mask (as specified in the red text 
above) when at the workplace 
(outdoors or indoors) through day 
10. 
 
If unable to test before day 10, 
continue quarantine through day 

Telework 

Quarantine Unable to 
perform job 
duties at home 

If employee 
received a Notice 
from the County 
that they were a 
close contact to a 
COVID positive 
case at work, use 
Paid 
Administrative 
Leave (not 



 
 

10 and return to work on day 11.  
No additional test is required after 
day 10. 
 

available for Extra 
Help employees). 
Otherwise use 
Employee Leave 
banks (sick, 
vacation, etc.) 
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