Guidance for COVID-19 Employee Management
Below are some quick tips & specific scenarios that may occur during the COVID-19 Pandemic.
This document does not cover every possible scenario that can arise. This is an ever-evolving
pandemic with new guidance on a regular basis. The information in this document is
accurate as of August 9, 2021. If there is a specific situation that you need to discuss, please
contact the following people in Human Resources Lisa Henke (lhenke@co.walworth.wi.us or
262.741.7947), Kate Bishop (kbishop@co.walworth.wi.us or 262.741.7965), or Josh Pollock
(jpollock@co.walworth.wi.us or 262.741.7964).

Quick Tips & General Information:


Administrative Procedure 2-302 (updated 8/6/2021) Masks and Physical Distancing in
Walworth County Facilities During the Pandemic:
o

Fully vaccinated individuals
 Per the CDC’s guidelines, which are supported by WDHS and Walworth County
Public Health, during a period when the County is determined by the CDC to be
an area of substantial or high transmission, fully vaccinated employees and
visitors are expected to wear a mask indoors in public.
If the County is determined not to be in an area of substantial or high
transmission, fully vaccinated individuals, no longer need to wear a mask or
physically distance in any setting, except where required by federal, state, local,
tribal, or territorial laws, rules, and regulations, including local business and
workplace guidance.

o

NOTE: As of August 5, 2021, the CDC listed Walworth County as an area of
substantial or high transmission. Department heads will be notified if and when
that status changes.
Non-fully vaccinated individuals, including unvaccinated individuals and
Indeterminately vaccinated individuals
 Masks:
Every individual ages five and older who is not fully vaccinated and is working,
visiting, or conducting business in a County facility or county-owned vehicle
shall wear a mask within such facility or vehicle if another person or persons are
present in the same vehicle or room of the facility.
 Physical Distancing:
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1.

2.
3.

Employees who are not fully vaccinated should make every reasonable effort to
maintain physical distancing from other employees, patrons, and visitors when
in the public spaces of county facilities. Those who are fully vaccinated are
encouraged to practice physical distancing.
Physical barriers, such as acrylic dividers, may be taken into consideration when
addressing appropriate physical distancing needs.
Within office spaces, department heads shall be responsible for reasonable and
appropriate physical distancing standards for non-vaccinated employees, using
the definition herein as a guideline and taking into account such factors as
furniture and office layout, customer-service requirements, remote working
strategies, and employee groups or pods.

**There are exceptions to wearing a mask. Please see Administrative Procedure 2-302
for a list of exceptions.


Ways to Prevent the spread of COVID-19
o Practice physical distancing and stay at least 6 feet (about two arms’ length)
away from other people.
o If physical distancing is not possible, wear a face mask that covers your nose &
mouth.
o If physical distancing is not possible, also minimize contact to less than one 15minute period or multiple encounters totaling 15-minutes in a 24-hour period
with or without a mask.
o Minimize sharing equipment, community spaces, etc.
o Wash hands regularly for at least 20 seconds. If soap and water are not
available, use an alcohol-based hand sanitizer with at least 60% alcohol
o Avoid touching face, eyes, and mouth.
o Cover mouth and nose with a tissue when you cough or sneeze or use the inside
of your elbow. Always dispose of the tissue immediately and wash your hands.
o Clean AND disinfect frequently touched surfaces and objects daily (for
example, tables, countertops, light switches, doorknobs, and cabinet
handles phones, etc.).
o Be alert for symptoms. The overlap between COVID-19 symptoms with other
common illnesses means that many people with symptoms of COVID-19 may
actually be ill with something else. If experiencing symptoms, contact your
medical provider for guidance.
o Stay home when sick.
o For more information visit https://www.cdc.gov/coronavirus/2019ncov/prevent-getting-sick/prevention.html



If an employee working in certain county positions is directed to quarantine and is
asymptomatic, they may be directed to work, instead of quarantine, as long as they are
wearing proper PPE. This is up to the discretion of the department head and
administration. These decisions will occur on a case-by-case basis based on the staffing
needs of the operation, the condition of the infected employee and the current
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guidelines set forth by the CDC, DHS and local Public Health. In general, these are
employees who work in Health Care, Law Enforcement, Communications, Corrections
and Public Works., but may be in any department.
If you are testing, symptomatic OR asymptomatic, you must isolate. If essential worker
that is unable to work remote, contact HR.
Testing is only recommended if you are symptomatic or are a close contact of a
confirmed case. It is recommended to wait 3-5 days from the start of symptoms or
exposure before testing.
In general, if you have symptoms, don’t come to work. Telework options may be
available and should be discussed with the supervisor.

Helpful Reference Sheets:


Pages 10-15: Walworth County Administrative Procedure 2-302



Page 16: Contact Risk Assessment Flowchart



Page 17: COVID-19: Quarantine vs Isolation
https://www.cdc.gov/coronavirus/2019-ncov/downloads/COVID-19-19-Quarantinevs-Isolation.pdf



Pages 18-19: Next Steps: after you are diagnosed with COVID-19
https://www.dhs.wisconsin.gov/publications/p02627.pdf



Pages 20-22: Next Steps: close contacts of someone with COVID-19
https://www.dhs.wisconsin.gov/publications/p02598a.pdf



Pages 23-27: How to Request Leave for COVID-19

Scenarios:
Below are some possible scenarios that may arise with general guidance to follow. Again, as
things are ever evolving, guidance is subject to change.
Scenario 1: An employee in my department has tested positive for COVID-19:


Notification: It is recommended the employee notify their supervisor and HR
immediately. The supervisor needs to obtain permission from the employee to share the
name with HR. If the supervisor is not given permission to tell HR, the employee should
email Lisa Henke (lhenke@co.walworth.wi.us or 262.741.7947), Kate Bishop
(kbishop@co.walworth.wi.us or 262.741.7965), or Josh Pollock
(jpollock@co.walworth.wi.us or 262.741.7964). HR will assist with the leave process.
The supervisor should work with the employee to identify who they had contact with at
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work. This is important to reduce the spread of the disease. Please forward this list to HR
so Public Health can be notified with contact information.
Letter: The employee should submit a doctor’s notification, positive test results, or
isolation letter from Public Health from where they reside to Human Resources (see
above for email addresses). This letter will be needed to approve the leave.
Supervisor Responsibilities:
o Obtain Contacts (See Contact Risk Assessment Flowchart on page 16): Supervisor,
in collaboration with infected employee, will compile a list of potential close
employee contacts and share with HR. The time period in which you would be
identifying close contacts are for the shifts worked two days prior to symptoms
starting, or if asymptomatic, the day the test was taken. The questions to ask to
determine close contacts are below and anyone meeting the criteria below
should be included on the list:




Did the infected employee have direct physical contact with the person
(for example, hug, handshake, etc.)?
 Did the infected employee come within 6 feet for 15-minutes or longer
with anyone? (This is defined as one 15-minute period or multiple
encounters totaling 15-minutes in a 24-hour period with or without PPE)
 Did the infected employee have contact with any other persons where
respiratory secretions were shared (e.g. coughed/sneezed on, contact
with dirty tissues, or sharing a drinking glass, food, towels or other
personal items)?
o Cleaning: The Supervisor, should contact Public Works to clean the area(s) where
the employee works as soon as you are made aware of the COVID-19 positive
employee.
 Email Matthew Mortwedt (mmortwedt@co.walworth.wi.us), Brent
Brooks (bbrooks@co.walworth.wi.us), and Terry Walkowicz
(twalkowicz@co.walworth.wi.us) with the building and specific locations
that need to be cleaned.
 If there are any special instructions, please let them know.
 You can also call them to expedite the process.
o Matt Mortwedt x3725
o Brent Brooks x3103
o Terry Walkowicz x3128
 Please do not name the employee who is positive.
How the Employee is paid and applying for leave (See attachment How to Apply for Leave
for COVID-19 on pages 23-27):
o Employee applies for leave through FMLA Source if they meet the State or
Federal Guidelines for FMLA. If not, the Employee will contact HR (contact
information in the next bullet point) to apply for County Medical Leave.
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o The site to apply for FMLA is:
https://www.fmlasource.com/FMLAWeb/login/login.xhtml or call 1-877-4323652
o The employee will need to provide the letter from Public Health, the testing
location or their medical provider to be granted the leave. They can submit this
to HR (fax to 262.741.7948 or email to jpollock@co.walworth.wi.us, or
lhenke@co.walworth.wi.us
o Employees will use any benefit time they have available to them in order to be
paid. The FFCRA awarding pay for employees with COVID-19 expired December
31, 2020.
Specific Work Guidelines:
o Essential Worker Asymptomatic: Should continue to work with PPE if directed by
supervisor and approved by Public Health and HR.
o Essential Worker Symptomatic: Must isolate and work with their primary care
provider. May continue to work if remote work is available and employee feels
well enough to work. Supervisor will determine if remote work is possible and
communicate with the employee. Consult local Public Health if necessary.
o Non-Essential Worker Asymptomatic: Must quarantine and may continue to
work if remote work is available. Supervisor will determine if remote work is
possible and communicate with the employee.
o Non-Essential Worker Symptomatic: Must isolate and may continue to work if
remote work is available and employee feels well enough to work. Supervisor
will determine if remote work is possible and communicate with the employee.
Consult local Public Health if necessary.
Return to Work:
o The employee will follow the direction of Public Health and/or their medical
provider.
o A return to work notice or test is not required.

Scenario 2: A non-vaccinated employee in my department has been identified as a close
contact with someone who has tested positive for COVID-19 and who has been directed to
quarantine:




Notification: It is recommended the employee notify their supervisor and HR
immediately. The supervisor needs to obtain permission from the employee to share the
name with HR. If the supervisor is not given permission to tell HR, the employee should
email Lisa Henke (lhenke@co.walworth.wi.us or 262.741.7947), Kate Bishop
(kbishop@co.walworth.wi.us or 262.741.7965), or Josh Pollock
(jpollock@co.walworth.wi.us or 262.741.7964).
Letter: The employee should request a quarantine letter from Public Health from where
they reside or their medical provider.
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How the Employee is paid and applying for County medical leave (See attachment How to
Apply for Leave for COVID-19 on pages 23-27):
o The employee will contact HR (contact information in the next bullet point) to
apply for County Medical Leave.
o The employee will need to provide the letter from Public Health or their medical
provider to be granted the leave. They can submit this to HR (fax to
262.741.7948 or email to jpollock@co.walworth.wi.us, or
lhenke@co.walworth.wi.us
o Employees will use any benefit time they have available to them in order to be
paid. The FFCRA awarding pay for employees with an exposure to COVID-19 and
directed to quarantine expired December 31, 2020.
Return to Work:
o The employee will follow the direction of Public Health and/or their medical
provider.
o The current guidance is as follows and is located on page 20:
 14 Days remains the safest option if you are a close contact of someone
who has COVID-19.
 Quarantine may be shortened to 10 days if the employee DOES NOT have
symptoms, provided the employee still monitors for symptoms for the full
14 days. If symptoms were to present, the employee would contact their
medical provider for guidance.
 Quarantine may be shortened further to 7 days if the employee receives a
negative test result (PCR or antigen) that was collected on day 6 or 7 of
the quarantine. Those results MUST be emailed to Human resources-Lisa
Henke (lhenke@co.walworth.wi.us or 262.741.7947), Kate Bishop
(kbishop@co.walworth.wi.us or 262.741.7965), /or Josh Pollock
(jpollock@co.walworth.wi.us or 262.741.7964).
o A return to work notice or test is not required unless the employee is returning
under the 7 day guideline.
Specific Work Guidelines:
o Essential Worker Asymptomatic: May continue to work with PPE if directed by
supervisor and approved by Public Health and HR.
o Essential Worker Symptomatic: Must isolate and work with their primary care
provider. May continue to work if remote work is available and employee feels
well enough to work. Supervisor will determine if remote work is possible and
communicate with the employee. Consult local Public Health if necessary.
o Non-Essential Worker Asymptomatic: Must quarantine and may continue to work
if remote work is available. Supervisor will determine if remote work is possible
and communicate with the employee.
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o Non-Essential Worker Symptomatic: Must isolate and may continue to work if
remote work is available and employee feels well enough to work. Supervisor
will determine if remote work is possible and communicate with the employee.
Consult local Public Health if necessary.
Scenario 3: A fully-vaccinated employee in my department has been identified as a close
contact with someone who has tested positive for COVID-19:






The employee should continue to work and self-monitor for symptoms while wearing a
mask in Walworth County facilities for 14 days following exposure.
The employee would be allowed to remove the mask if a test (PCR or antigen test) is
taken 3-5 days after the exposure, and provides a negative result. Employee will need to
follow the current status of Administrative Procedure 2-302 for mask wearing after
receiving the negative result.
Continue to practicing social distancing, proper sanitation and personal hygiene.
Employee is Symptomatic: Employee should leave work and work with their health care
provider. Based on provider response, see appropriate scenario.

Scenario 4: An employee in my department has had contact with someone who has tested
positive for COVID-19, BUT has not been identified as a close contact:



The employee should continue to work and self-monitor for symptoms.
Continue practicing social distancing, proper sanitation, appropriate mask wearing, and
personal hygiene.

Scenario 5: An employee in my department has notified me that they are going to go get
tested OR did get tested for COVID-19, but are waiting on the results:







If an employee gets COVID-19 tested and is waiting on results, they should isolate while
waiting for results and NOT work (unless remote work is available; supervisor will
determine and communicate with employee), even if asymptomatic.
Essential workers who are asymptomatic may work under the following guidelines:
o Wearing PPE - mask (N95 or surgical mask) and a face shield. The face shield is
required if instructed by the supervisor or optional if not.
o Seek the guidance of HR as different positions may require more PPE. These
decisions will occur on a case-by-case basis based on the staffing needs of the
operation, the condition of the infected employee and the current guidelines set
forth by the CDC, DHS and local Public Health. In general, these could be those
employees who work in Health Care, Law Enforcement, Communications,
Corrections and Public Works.
If test results are positive, follow Scenario 1 on pages 3-5.
If test results are negative:
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o Employee still has symptoms and a known, confirmed exposure to COVID-19,
remain in isolation and consult with the health care provider or local public
health.
o Employee still has symptoms and no known, confirmed exposure to COVID-19,
follow your department sick policy and request they consult with their primary
care provider.
o Employee is asymptomatic and has a known, confirmed exposure to COVID-19,
remain in quarantine under the guidelines on in scenario 2 on pages 5-6 and
consult with health care provider or local public health. Essential workers
wearing PPE may be asked to work by supervisor.
o Employee is asymptomatic and has no known, confirmed exposure to COVID-19,
may return to work.
Scenario 6: An employee in my department has notified me that a household member is
going to get tested (or did get tested) for COVID-19 but is waiting on the results:



Employee is Asymptomatic: Employee should continue to work with PPE and selfmonitor for symptoms.
Employee is Symptomatic: Employee should leave work and work with their health care
provider. Based on provider response, see appropriate scenario.

Scenario 7: An employee in my department is exhibiting symptoms that are consistent with
those of COVID-19:







The employee should stay home, notify their supervisor and contact their medical
provider their medical provider for next steps.
Based on the recommendation from the provider, follow the appropriate scenario.
Can a supervisor send them home? Yes. It is recommended if someone is ill, he or she
should go home. If telework is available, discuss this option with the employee.
What if they refuse to go home? Follow your normal department policy.
Can I make them test? No.
How the Employee is paid and applying for leave (See attachment How to Apply for Leave
for COVID-19 on pages 23-27):
o Employee applies for leave through FMLA Source if they meet the State or Federal
Guidelines for FMLA. If not, the Employee will contact HR (contact information in
the next bullet point) to apply for County Medical Leave.
o The site to apply for FMLA is
https://www.fmlasource.com/FMLAWeb/login/login.xhtml or call 1-877-432-3652
o The employee will need to provide the letter from Public Health, the testing
location or their medical provider to be granted the leave. They can submit this
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to HR (fax to 262.741.7948 or email to jpollock@co.walworth.wi.us, or
lhenke@co.walworth.wi.us
o Employees will use any benefit time they have available to them in order to be
paid. The FFCRA awarding pay for employees with COVID-19 like symptoms
and/or waiting test results expired December 31, 2020.
Scenario 8: An employee in my department has a household member who has been identified
as a close contact of a COVID-19 positive person. The household member does not have
symptoms and has not been tested or is waiting on test results.



Employee is Asymptomatic: Employee may continue to work and self-monitor for
symptoms.
Employee is Symptomatic: Work with your health care provider. Based on provider
response, see appropriate scenario.

Scenario 9: An employee in my work area has been spit/bled upon by another individual that
resulted in a transfer of blood or body fluids. The individual person is positive for COVID-19 or
exhibiting symptoms of COVID-19:




Per normal practice:
o Complete the Work Comp Packet (both the employee packet and supervisor
packet).
o Employee exposure to bloodborne pathogen evaluated at Occupational Health
for treatment.
o If possible, gather the health record of the individual that caused the exposure.
See Scenario #2, Specific Work Guidelines for COVID-19 protocol.
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Procedure 2-302
Masks and Physical Distancing in Walworth County Facilities During the Pandemic
2-302.01
2-302.02
2-302.03
2-302.04
2-302.05
2-302.06
2-302.07

Purpose
Definitions
Fully vaccinated individuals
Non-fully vaccinated individuals, including unvaccinated individuals and
indeterminately vaccinated individuals
Exceptions and special circumstances
Enforcement
Effective Date

2-302.01 Purpose
The purpose for this administrative procedure is to provide for the continuity of Walworth
County governmental services and the public health and safety of Walworth County
employees and patrons of and visitors to Walworth County facilities. It is issued to
incorporate updates to CDC guidance as of July 27, 2021. In summary, the new CDC
guidelines update the mask and testing recommendations for fully vaccinated individuals but
did not alter requirements for individuals who are not fully vaccinated. As such, much of the
prior language needed to remain in this administrative procedure.
2-302.02 Definitions
A. “Mask” or “face covering” means a piece of cloth or other material that is worn to
cover the nose and mouth completely. A “mask” or “face covering” includes but is
not limited to a bandana, cloth face mask, disposable or paper mask, neck gaiter, or
religious face covering. A “mask” or “face covering” does not include face shields,
mesh masks, masks with holes or openings, or masks with vents.
B. “Physical distancing” means maintaining at least six feet of distance from other
individuals who are not members of your household or living unit.
C. “Fully vaccinated” means an individual who is two weeks past receiving the final
dose of the vaccine brand as required for that brand.
2-302.03 Fully vaccinated individuals
A. Per the CDC’s guidelines, which are supported by WDHS and Walworth County
Public Health, during a period when the County is determined by the CDC to be an
area of substantial or high transmission, fully vaccinated employees and visitors are
expected to wear a mask indoors in public.

Approved
Enacted 2/05/2021
Revised 8/6/2021
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If the County is determined not to be in an area of substantial or high transmission,
fully vaccinated individuals, “no longer need to wear a mask or physically distance in
any setting, except where required by federal, state, local, tribal, or territorial laws,
rules, and regulations, including local business and workplace guidance.”
NOTE: As of August 5, 2021, the CDC listed Walworth County as an area of
substantial or high transmission. Department heads will be notified if and when that
status changes.
B. Interpretation and application of “in public.” “In public” is defined by Oxford
Languages as “when others are present.” Merriam-Webster further provides that it is
when one is in “a place accessible or visible to the public.” Incorporating into the
interpretation the pandemic’s now universal concept of physical distancing, defined
above, there are two clear expectations for wearing of masks by fully vaccinated
individuals while in a Walworth County facility.
1. Fully vaccinated employees and individuals in public spaces of a Walworth
County facility where a member of the public may be present or may become
present are expected to wear a mask while in that public space.
2. Fully vaccinated employees and individuals who are not physically distancing and
are not separated by an acceptable physical barrier (for example, an adequately
sized and located acrylic barrier) are expected to wear a mask whether it is within
a public space or office space.
3. Examples:
a. When you are at your desk or work space and adequate acrylic barriers or 6
feet or more of physical spacing is available, you do not need to wear a mask.
b. When you are in a conference room or public meeting space and adequate
acrylic barriers or 6 feet or more of physical spacing is not available, wear a
mask.
c. When you are in the hallways, public spaces, or public restrooms, wear a
mask.
d. When you leave your work space and your movement will or can be expected
to bring you within 6 feet or less to other employees or visitors, wear a mask.
e. When you are providing face-to-face customer service indoors and are not
separated by an acceptable physical barrier (for example, an acrylic barrier or
6 feet or more of physical space), wear a mask.
f. If you work at an office entrance that does not regularly have in-person
visitors but in-person visitors periodically arrive (and you are otherwise
socially distanced from other employees), have a mask readily available and
put it on promptly when a visitor or other employee enters.
g. Employees should anticipate the potential needs for a mask and keep a mask
available.
h. The exceptions in 2-302.04 C apply where 2-302.03 would otherwise expect
the fully vaccinated employee to where a mask.

Approved
Enacted 2/05/2021
Revised 8/6/2021
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C. If a fully vaccinated employee has had close contact with someone who has COVID19, that employee is required to wear a mask in Walworth County facilities for 14
days following exposure or until a test, taken at least 3-5 days after the exposure,
provides a negative result.
D. Special CDC notice: Fully vaccinated employees “might choose to wear a mask
regardless of the level of transmission if you have a weakened immune system or if,
because of your age or an underlying medical condition, you are at increased risk for
severe disease, or if a member of your household has a weakened immune system, is
at increased risk for severe disease, or is unvaccinated.”
2-302.04 Non-fully vaccinated individuals, including unvaccinated individuals and
Indeterminately vaccinated individuals
A. Masks:
Every individual ages five and older who is not fully vaccinated and is working,
visiting, or conducting business in a County facility or county-owned vehicle shall
wear a mask within such facility or vehicle if another person or persons are present in
the same vehicle or room of the facility.
B. Physical Distancing:
1. Employees who are not fully vaccinated should make every reasonable effort to
maintain physical distancing from other employees, patrons, and visitors when in
the public spaces of county facilities.
2. Physical barriers, such as acrylic dividers, may be taken into consideration when
addressing appropriate physical distancing needs.
3. Within office spaces, department heads shall be responsible for reasonable and
appropriate physical distancing standards for non-vaccinated employees, using the
definition herein as a guideline and taking into account such factors as furniture
and office layout, customer-service requirements, remote working strategies, and
employee groups or pods.
C. Exceptions:
Individuals who are otherwise required to wear a mask may remove the mask in the
following situations:
1. While eating or drinking.
2. When communicating with an individual who is deaf or hard of hearing and
communication cannot be achieved through other means.
3. While obtaining a service that requires the temporary removal of the face
covering.
4. While a single individual is giving a presentation for an audience, the single
speaker may remove the face covering when actively speaking, provided the
speaker remain at least 6 feet away from all other individuals at all times.
5. When engaging in work where wearing a mask would create a risk to the
individual, as determined by the department head.
Approved
Enacted 2/05/2021
Revised 8/6/2021
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6. When necessary to confirm the individual’s identity.
7. Within office spaces large enough where physical distancing is easily and
consistently maintained, department heads may approve and allow exemptions
from the strict application of the shared-room mask requirement provided
reasonable and appropriate physical distancing standards are consistently
maintained, taking into account such factors as furniture and office layout,
physical barriers (such as tall cubicle walls), customer service requirements,
remote working strategies, and employee groups or pods. The exception would
not apply to an individual moving through or about an occupied work space. The
amount of time and proximity should also be considered since individuals sitting
near each other for extended periods but technically physically distanced are at
higher risk and should wear masks. NOTE: Given the CDC’s enhanced warnings
for the increased transmission of the Delta variant and potential for breakthrough
infections, department heads should reevaluate exemptions or flexibility
previously allowed (per this subsection 7) to more closely adhere to the definition
of physical distancing and to reduce the likelihood of breakthrough transmissions.
8. Generally in accordance with CDC guidance, the following non-fully vaccinated
individuals are also exempt from the mask requirement:
a. Children between the ages of 2 and 5 are encouraged to wear a mask when
physical distancing is not possible. The CDC does not recommend masks for
children under the age of 2.
b. Individuals who have trouble breathing.
c. Individuals who are unconscious, incapacitated, or otherwise unable to remove
the face covering without assistance.
d. Individuals with medical conditions, intellectual or developmental disabilities,
mental health conditions, or other sensory sensitivities that prevent the
individual from wearing a face covering.
2-302.05 Exceptions and special circumstances
A. Maintaining physical distancing at public meetings or large groups:
1. As it is not practical to determine or confirm the vaccination status of all nonemployees and employees, meetings occurring under the requirements of the open
meetings law should make reasonable efforts to establish seating that
accomplishes physical distancing, while considering attendance demand and room
layout, and secondary spaces and remote participation should be considered to
allow participants to spread out and provide for physical distancing.
2. In order to reduce restrictions on participation in public meetings, non-employee
participants or observers of public meetings subject to the open meetings law are
not required to wear a mask during the open public meeting, although they are
strongly encouraged to do so, and should be allowed to remain at the meeting
unless another statutory provision (closed session or disorderly conduct) or
capacity limits dictate otherwise. Overflow space, such as room 214 in the
Government Center, should be made available to help participants achieve their
Approved
Enacted 2/05/2021
Revised 8/6/2021
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desired physical spacing given the individual mask decisions of the other
members of the viewing public. Remote participation by employees or patrons
and visitors can be encouraged. Reduced room capacity limits can be enforced.
3. Large group meetings (approximately 10 individuals) that are not open, public
meetings should attempt to provide adequate space to anticipate that not all
participants are fully vaccinated. Physical distancing requirements (6 feet) are
difficult to maintain in such circumstances, and individuals should not be tightly
packed (leaving less than the width of a chair between each individual). As such,
all individuals should wear masks.
B. Statutorily elected officers, including the judiciary, are encouraged to adopt and
follow the requirements of this policy; however, within the confines of the office
space dedicated to each such elected official, the elected official has the authority to
establish their work rules with regard to masks and physical distancing for
employees. For example, the Sheriff has and will determine mask requirements for
application within the Sheriff’s Office and vehicles. Similarly, the Clerk of Courts
will determine the same within their office space and the Judges will determine the
same within the courtrooms, while the hallways and other offices and public spaces
within the Judicial Center shall comply with this administrative procedure.
C. The Lakeland Health Care Center and Lakeland School shall follow rules prescribed
by their department/division head, oversight board or committee, and state oversight
department or agency.
2-302.06 Enforcement
A. Department heads are responsible for enforcement with employees of the
expectations established herein and shall address such issues as they determine
necessary applying the standard human resource strategies of reminders, coaching,
counseling, and, in significant instances, the progressive steps of discipline.
B. Patrons and visitors shall be encouraged to follow mask and physical distancing
requirements. Individuals failing to comply or cooperate may be offered alternative
methods of completing their business, such as online, over the phone, lobby service,
etc. Individuals failing to comply or cooperate should not be physically detained or
forcibly obstructed from access to public spaces in the facilities. Employees should
engage a supervisor if an interaction with the public on this topic becomes concerning
or contentious. As in any regular circumstance, employees should contact the
Sheriff’s Office should there be a threat of physical violence.
C. Although an employer may legally ask an employee if they are fully vaccinated, more
in-depth questioning may create ADA violations and should be avoided. Supervisors,
therefore, may accept an employee’s self-declaration that they are fully vaccinated.

Approved
Enacted 2/05/2021
Revised 8/6/2021
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2-302.07 Effective Date
This administrative procedure shall enter into effect immediately.

Approved
Enacted 2/05/2021
Revised 8/6/2021
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Contact Risk Assessment Flowchart
(For Supervisor to use with COVID-19 Positive Employee)
All questions below pertain to interactions the COVID-19 positive employee had with potential contacts
while at work setting during their Infectious Period. This is the timeframe during which the casepatient is considered most infectious. Please determine which is applicable and proceed to the
questions.

•

•

The infectious period for SYMPTOMATIC case-patients starts two days before COVID-19 positive
employee first had any symptoms, including even mild symptoms (e.g. headache, sore throat,
runny nose, fatigue, loss of taste or smell) and ends the date the COVID-19 positive employee
meets the criteria to end isolation (10 days since onset AND 24 hours well).
The infectious period for ASYMPTOMATIC case-patients starts the two days prior to the COVID-19
positive employee’s test date and ends 10 days after specimen collection date.
Are any of the following true of your interaction with the contact during your infectious period?
 Did you have direct physical contact with the person (for example, hug, handshake, etc.)?
 Were you within 6 feet of the person for more than 15 minutes (this is defined as one 15-minute
period, or multiple encounters totaling 15-minutes in a 24-hour period without PPE)?
 Could the person have had contact with any of your respiratory secretions (e.g.
coughed/sneezed on, contact with dirty tissue, sharing a drinking glass, food or towels or
other personal items)

Yes

No

Were you wearing a mask or a cloth face
covering (e.g., cloth mask, bandana,
scarf) during the interaction(s) with the
contact?*

Yes

Close Contact

No

Not a Close Contact

The supervisor needs to report the first and last name of
any close contact employees to HR:
Lisa Henke (lhenke@co.walworth.wi.us or 262.741.7947)
Kate Bishop (kbishop@co.walworth.wi.us or
262.741.7965).

*Wearing a face mask or covering while you spent time with someone else with COVID-19, even if the person with COVID-19 was also wearing a
mask, likely reduces your risk of getting COVID-19, but may not prevent it entirely. If you and/or the person with COVID-19 was wearing a face
mask or covering during any of the above situations, you are still considered a close contact.
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COVID-19: Quarantine vs. Isolation
QUARANTINE keeps someone who was
in close contact with someone who has
COVID-19 away from others.

ISOLATION keeps someone who is sick or
tested positive for COVID-19 without
symptoms away from others, even in
their own home.

Collect and Analyze Data to
Understand COVID-19 and Its Spread
If you had close Case
contact with a
person who Identification
has COVID-19

•

14 Days remains the safest option if you
are a close contact of someone who has
COVID-19.

•

Quarantine may be shortened to 10Inform
days if the employee DOES NOT have
symptoms, provided the employeeNational
still
monitors for symptoms for the fullPicture
14
of
days. If symptoms were to present,COVID-19
the
employee would contact their medical
provider for guidance.

•

Quarantine may be shortened further to
7 days if the employee receives a
negative test result (PCR or antigen) that
was collected on dayIllness
6 or 7 of the
Monitoring
quarantine.

•

Check your temperature twice a day,
and watch for symptoms of COVID-19.

•

If possible, stay away from people who
are at higher-risk for getting very sick
from COVID-19.

Healthcare
Monitoring

Provide Tools and Guidance
to Minimize Impact
If you are sick and think or know
you have COVID-19
• Stay home until after

ū At least
10 days since symptomsTravel
Contact
Tracing
Guidance
first appeared and
ū At leastCritical
24 hours with no feverClinical
without
fever-reducing
medication
and
Infrastructure
Recommendations
Guidance
ū Symptoms have improved
Vulnerable Populations
Protection
Strategies
If you tested positive
for COVID-19

but do not have symptoms
Testing
Expansion

• Stay home until after
ū 10 days have passed since your
positive test
If you live with others, stay in a specific
“sick room” or area and away from other
people or animals, including pets. Use a
separate bathroom, if available.

cdc.gov/coronavirus
CS317422-A

7/17/2020 11AM
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Next Steps:
after you are
diagnosed with
COVID-19

 You can be diagnosed with COVID‐19 in the following ways:

1. A doctor tells you that you have it based on your symptoms and exposures. OR
2. You have a posi ve lab test that detected the virus in your nose. (NOTE: A posi ve an body blood
test means you likely had COVID‐19 in the past.)
 A

er being diagnosed with COVID‐19, even if you don't have symptoms, you will need to separate
yourself from other people in your home, also called "isola on," and self‐monitor un l you are no
longer able to spread COVID‐19 to others.

How do I isolate at home?
 Stay home (or at some other loca

on
approved by public health). Do not go to
work, school, or public areas.

 Keep a list of people you had contact with

when you were sick. This can be helpful for
iden fying people who may have go en
COVID‐19 while spending me with you. This
process is called “contact tracing.”
 Wash your hands o en and prac ce good
hygiene. Clean high touch surfaces
every day.

 Separate yourself from people and animals

in your home. As much as possible, you
should stay in a specific room and away from
other people in your home. If possible, you
should use a separate bathroom.

 Wear a face mask or covering if you need to

 Do not share personal household items like

be around other people.

dishes, drinking glasses, ea ng utensils,
towels, or bedding. A er using these items,
wash them thoroughly with soap and water.

 Cover your mouth and nose with a

ssue
when you cough and sneeze. Throw the
ssue in the trash and then wash your hands.

 Postpone all non‐essen

al medical
appointments un l you are out of isola on.

Please see next page for
more informa on!
Page 1 of 2
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When is my home isolation over?

AND
You have been fever‐free
for at least 1 day without
using medicine that
reduces fevers

AND
Your other symptoms
have improved for
at least 1 day

At least 10 days have
passed since you first had
symptoms

What if I never have symptoms?
You should stay isolated for at least 10 days a er you were tested.

How do I self-monitor?
 If you feel sick, watch to see if your symptoms get

worse. Get medical care if your symptoms get
worse or if you have emergency warning signs. If
you are having a medical emergency, call 911.
No fy 911 that you have COVID‐19.
 If you were diagnosed, but never felt sick, watch

for any symptoms of COVID‐19 during your
isola on period. Report any new symptoms to
your local health department, as this may aﬀect
your instruc ons for home isola on.

How long am I contagious
to others?

Did you have close
contact with someone
while you had COVID-19?

 You can spread COVID‐19 to others

beginning two days before your symptoms start
un l a few days a er you recover.
 Even if you never develop any symptoms, you

may be able to spread COVID‐19 to others.

That person should stay home and watch
for symptoms for 14 days a er they last
had close contact with you.

Wisconsin Department of Health Services | Division of Public Health | Bureau of Communicable Diseases
dhs.wisconsin.gov/covid‐19 | dhsdphbcd@wi.gov
P‐02627 (07/23/2020)

Page
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2 of
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Next Steps:
close contacts of
someone with
COVID-19



Follow these essential public health practices for 14 days since your last close contact w i th
someone with COVID-19.



A 14-day quarantine remains the safest option if you are a close contact of someone who
has COVID-19. Quar anti ne may be shor tene d t o 1 0 days, pr ovi ded pe opl e sti l l mo ni t or for
symptoms for the full 14 days. Quarantine may be shortened further to 7 days if a person receives a
negative test result (PCR or antigen) that was collected on day 6 or 7.



It is important to self-quarantine a nd self-monitor to pr otect your sel f, your fami l y, and your
community.

What does it mean to be a “close contact” of
someone with COVID-19?
You are a “close contact” if ANY of the following situations happened while
you spent time with the person with COVID-19 (even if they didn’t have
symptoms):


Had direct physical contact with the person (e.g.,
hug, kiss, handshake).

REMEMBER:



Were within 6 feet of the person for more than 15
minutes.





Had contact with the person’s respiratory secretions
(e.g., coughed/sneezed on, contact with dirty tissue,
sharing a drinking glass, food or towels or other
personal items).



Stayed overnight for at least one night in a
household with the person.



Someone who is sick with
COVID-19 can spread it two
days before they show any
symptoms.
Not everyone with COVID-19
will have symptoms, but they
may still spread it to others.
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How do I self-quarantine?


Stay home as much as possible.



Most people should not go to work if
they have to be around other people.
Talk with your employer about working
remotely if your employer allows it. Health
care workers should contact their employer
for the current health policy.





Avoid travel. Y ou may not fly or take
other public transportation during your
quarantine period. If travel is absolutely
necessary, public health may permit you to
use a private or rental vehicle to return
home as long as you haven’t developed
symptoms. If while traveling you become
ill, you should expect to isolate in place and
may not be able to return home until after
you recover.
Wash your hands often and practice
good hygiene.



Do not use public transportation, ridesharing, or taxis.



Go out only if absolutely necessary.
Instead, see if someone can drop off
essentials at your house. If you need to go
out, limit your travel to essential needs, for
example, going to the doctor, getting
groceries, or picking up medication.
Remember to always wear a cloth face
covering.



Postpone all non-essential medical
appointments until your quarantine is
over. If y ou hav e a n essenti al
appointment during quarantine, call your
doctor about what arrangements can be made.



Wear a face covering when you are
around others. Thi s hel ps pr otect ot her s
by preventing respiratory droplets from getting
into the air.

How do I self-monitor?


Measure your temperature twice a day, once
in the morning and once at night. If y o u
don’t have a thermometer, watch for symptoms of
fever like feeling hot, chills, or sweats.



Watch for cough or difficulty breathing.



Respond to your local health department.
They may ask you for information about how you
are feeling. If they do, they will tell you how to
provide this information (for example, phone calls,
emails, text message) and how often.

If you develop fever, cough, have difficulty breathing, or any other symptoms of
COVID-19*:
1. Contact your doctor. Tel l the m y our sy mpt o ms a nd see i f y o u need me di cal
care or testing. Do not go to your doctor’s office without contacting them first.

2. Stay home unless you need emergency medical attention. Isol ate yo ur sel f
from others in your home, practice good hand hygiene, sanitize surfaces in your home,
and wear a face covering if you need to be around other people. If you need
emergency medical attention, call 911 and let them know that you are being monitored
for COVID-19.
*Other COVID-19 symptoms may include sore throat, runny nose, muscle pain, headache, new loss of sense of taste or smell.
Some people may also experience fatigue or gastrointestinal symptoms such as nausea, vomiting, diarrhea, or abdominal
pain.

P-02598A (12/2020)

Wisconsin Department of Health Services | Division of Public Health| Bureau of Communicable Diseases
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14‐day Fever and Symptom Tracker ‐ COVID‐19
Name

Age (years)

Street Address

City

State

Local Health Department

Sex
Male

Female

Your Telephone Number

Telephone Number – Daytime

Telephone Number – After hours

Put the current date in the space provided for the next 14 days. Take your temperature twice a day; once in the morning (a.m.) and once in the evening (p.m.),
circle Yes or No if you have fever or are feverish, then write your temperature in the space.
Circle Yes or No ‐ If you have a cough, sore throat, or shortness of breath for each day.
Do not leave any spaces blank. If you have a fever or any symptom, immediately call your doctor.
Date (month/day)
(Days 1‐14)

Feverish?

Temperature
Morning (a.m.)

Temperature
Evening (p.m.)

Cough

Sore
Throat

Shortness
of Breath

1

Yes / No

°C / °F

°C / °F

Yes / No

Yes / No

Yes / No

2

Yes / No

°C / °F

°C / °F

Yes / No

Yes / No

Yes / No

3

Yes / No

°C / °F

°C / °F

Yes / No

Yes / No

Yes / No

4

Yes / No

°C / °F

°C / °F

Yes / No

Yes / No

Yes / No

5

Yes / No

°C / °F

°C / °F

Yes / No

Yes / No

Yes / No

6

Yes / No

°C / °F

°C / °F

Yes / No

Yes / No

Yes / No

7

Yes / No

°C / °F

°C / °F

Yes / No

Yes / No

Yes / No

8

Yes / No

°C / °F

°C / °F

Yes / No

Yes / No

Yes / No

9

Yes / No

°C / °F

°C / °F

Yes / No

Yes / No

Yes / No

10

Yes / No

°C / °F

°C / °F

Yes / No

Yes / No

Yes / No

11

Yes / No

°C / °F

°C / °F

Yes / No

Yes / No

Yes / No

12

Yes / No

°C / °F

°C / °F

Yes / No

Yes / No

Yes / No

13

Yes / No

°C / °F

°C / °F

Yes / No

Yes / No

Yes / No

14

Yes / No

°C / °F

°C / °F

Yes / No

Yes / No

Yes / No

Other Symptoms
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This document is for your information only & does not need to be turned in to FMLASource or Walworth County.

How to request a leave for isolation due to COVID-19
FMLASource will be administering leaves for Walworth County eligible employees
If you need to apply, contact FMLASource:

New User at FMLASource.com?

Website: www.fmlasource.com

All you need is your Employee Number & home
zip code

Phone: 1-877-GO2-FMLA (877-462-3652)

Go to www.fmlasource.com
Click on “Register”

Fax: 1-877-309-0218
E-mail: FMLACenter@FMLASource.com

Fill in the requested information. You will be
prompted to establish a username and password
customized to you.

To assist you with applying through FMLASource you should be prepared with this information:

Type of Leave Requested, to be noted after selecting “COVID-19” for self or family member:
Medical leave due to being told to isolate:
Number of days anticipated: ______ Beginning Date: _______ End Date: ________
*Please note that the above leave is part of an employee’s annual 12 week available family medical leave*

Are you unable to telework? Have you verified this with your supervisor?
If you are requesting intermittent leave please provide a mutually agreed upon schedule with your
supervisor to Human Resources prior to the approval of your leave.
Reason for Leave Request (Documentation for each reason below should be provided to Human Resources)
 Federal, State, or local isolation order related to coronavirus
• Name of organization/medical provider: __________________________________________
 I’ve been advised by health care provider to isolate due to coronavirus
• Submit Medical Provider’s documentation: ________________________________________

Effective 1.8.2021 v. 6
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This document is for your information only & does not need to be turned in to FMLASource or Walworth County.

STEP-BY-STEP: How to Apply
1. Log in

2. Click “Add New Leave”

3. Verify personal information and work schedule
4. Select “Leave is for me” or “Leave is for me to take care of someone”:

Effective 1.1.2021 v. 4
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This document is for your information only & does not need to be turned in to FMLASource or Walworth County.

5. IF for yourself, select “Personal medical condition”:

IF for family member, select “Sick or injured family member (Non-military related)” for
your family member.

6. Select the reason for your leave as “Covid 19”. If “Covid 19 unavailable, select “Other”:

Effective 1.1.2021 v. 4
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This document is for your information only & does not need to be turned in to FMLASource or Walworth County.

7. Answer questions about yourself or your family member who you are taking the leave
for making sure to put COVID-19 in the “Conditions Details” box. Also, if taking for
yourself, select “no” for workers’ compensation:

8. Answer questions about your medical provider
9. Answer questions on leave frequency

Effective 1.1.2021 v. 4
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This document is for your information only & does not need to be turned in to FMLASource or Walworth County.

10. Answer questions on the duration of your leave
11. Confirm all your answers

Effective 1.1.2021 v. 4
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