
COVID-19 PROCEDURES  

GUIDELINES: Faculty/Staff 
 

FACULTY/STAFF 
 Contact HR to discuss the details of how long you will be off work or if you plan to work from home.  
 You may be required to provide documentation from the County Health Department where you reside 

to confirm when you are able to return to work.   
 Please consider placing an automatic, out of office message on your emails with the name and phone 

number of someone who could be contacted in your absence.   
FACULTY – Your students will be notified that you are involved in a COVID Event and that you might not be 

able to quickly return emails.  

Shepherd University Health Center:   
304-876-5161 or healthcenter@rams.shepherd.edu 

Leave campus immediately while contacting your 
supervisor; SU Heath Center must be contacted ASAP by 

the employee or the supervisor if requested by the 
employee. 

 

If #3 - POSITIVE TEST 
SU Health Center will help assess 
next steps including identifying 
county and state of residence.  

The Health Dept. from the 
county where you live will 

contact you and begin contact 
tracing within 24 hours.  SU 

Health Center will take 
immediate action by assessing 

who may have come into contact 
with you on campus. 

If #2 - CONTACT 
SU Health Center will help assess 
next steps including identifying 

your county of residence, 
department, college, etc.  The 
Health Center will also want to 
stay in touch with you through 
the quarantine process in case 

you become symptomatic.  

If #1 - SYMPTOMATIC 
SU Health Center will help assess 

what you should do next. This 
will include getting dates of 
onset of symptoms, type of 
symptoms, and identifying 

county and state of residence. In 
most incidents, calling a 

physician will be recommended.  

 

IF AN EMPLOYEE 
1-Becomes symptomatic  

OR  
2-Is a contact* of someone who is positive 

OR  
3-Tests positive… 

 

*WHAT IS A “CONTACT”:  GENERALLY, individuals are not considered by the Health Department to be a contact unless 
they were within 6’ of a positive person for longer than ten minutes. Wearing a mask greatly reduces this exposure.  If 

you remain 6’ away from everyone AND you keep your face covering on, you will likely NOT be considered a contact. This 
varies case by case and contacts will be determined by the local health department, not Shepherd University. 

IMPORTANT! This is a 
GUIDELINE to communicate 
the processes that is in place 
to help our campus navigate 

through COVID-19. This 
document will likely be 

updated as we continue to 
learn more and will be 

marked with an “As of Date” 
and a Version #. 

  
Info 
as of 

9/8/20 v2 

NOTE the DIFFERENCE: Health Center-located at Shepherd University; Health Department-county level health authority  

Employee must at least 
share they are experiencing 
a “COVID Event” with their 

supervisor. Additional details 
can be shared at the 

discretion of the employee. 


