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GIDDINGS ISD RETURN TO WORK PROCEDURES 

 

FROM MR. DEES  

It is our belief that implementing these procedures will assist in containing the spread of COVID-19 and 

help protect our GISD family.  We fully anticipate at some point, however, that one or more GISD 

employees may contract COVID-19.  The following procedures will address the screening and safety 

procedures that will be implemented to prevent the spread of COVID-19, the procedures to follow if an 

employee has contracted or been exposed to COVID-19, and what employees should do if they are unable 

to report to duty for a reason related to COVID-19. 

GENERAL INFORMATION 

The District is currently re-opened with those employees who normally work during the summer returning 

to their physical workspace.   The District is still planning the fall return to work procedures.  This plan 

does not include students at any location at any time. 

SCREENING PROTOCOL 

To contain the spread of COVID-19 and to help protect GISD staff, District employees are required to 

complete a self-screen before entering any GISD building or facility.  While employees should self-monitor 

for COVID-19 symptoms daily, employees will only be required to submit a screening attestation form 

once a week (Monday mornings, before the employee’s normal duty day starts). 

▪ Employees shall self-screen every day for the symptoms listed below. 

▪  All employees working at District facilities will be required to submit the employee self-

screening form every Monday before the employee’s normal duty day starts. 

▪ Employees who answers yes to any question should not report to the building for work.  

▪ If an employee responds yes to any question, the school nurse will contact the employee 

to monitor and assist with Return to Work criteria, described below. 

 

COVID-19 Symptoms for Screening 

 

• Cough 

• Shortness of breath or difficulty breathing 

• Chills 

• Repeated shaking with chills 

• Muscle pain 

• Headache 
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• Sore throat 

• Loss of taste or smell 

• Diarrhea 

• Feeling feverish or a measured temperature greater than or equal to 100.0⁰ F 

• Known close contact with a person who is lab confirmed to have COVID-19 

 

Any employee who experiences any of the symptoms of COVID-19 (listed above) should self-isolate until 

the below conditions have been met (see conditions for return to duty, below).  

 

 

SOCIAL DISTANCING/SAFETY PROTOCOLS TO BE IMPLEMENTED WHILE ON DUTY 

• While not required, employees may wear a mask that covers their mouth and nose.  Masks may 

be removed if the employee is sitting at their desk and remain at least six feet away from other 

individuals.  The Center for Disease Control (“CDC”) has provided step-by-step instructions for 

making your own facemask. This information is available at the following link: 

https://www.cdc.gov/coronavirus/2019-ncov/downloads/DIY-cloth-face-covering-

instructions.pdf 

• Employees are expected to remain at least six (6) feet apart at all times.  

• Employees shall wash their hands with soap and water upon entering the building and as 

frequently as necessary throughout the day.  

• Any meals or snacks provided by the District should be individually packed for each employee (no 

potluck or buffet). 

• To the extent possible, employees shall refrain from group gatherings of any kind (i.e. lunch, 

breaks, and hallway interaction).  If social distancing cannot be maintained, continued use of 

virtual meetings is recommended for group meetings. 

• To the extent possible, employees shall refrain from close business encounters (i.e. shoulder 

surfing, using a coworker’s office tools, exchanging physical work products). 

• Employees should clean and disinfect personal office space as needed throughout the day. 

 

 

REPORTS OF EMPLOYEE POSITIVE DIAGNOSIS OR EXPOSURE TO COVID-19 

• An employee who receives a positive test result for COVID-19, or learns that the s/he has had 

close contact with someone with a lab-confirmed case of COVID-19, should not report to duty, 

but rather contact his/her supervisor.  The employee will be instructed to contact the HR 

department to get information on the types of leave available to the employee (FFCRA, FML, and 

state/local leave). 

• If an employee learns of his/her own diagnosis or exposure while on duty, the employee will be 

asked to leave the property immediately, after which the employee will be contacted by HR. 

• Supervisors shall immediately notify the HR department of any report of an employee who tests 

positive or has had close contact with someone with a lab-confirmed case of COVID-19.  
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• Supervisors will not discuss this matter with any other employees.  Notifications will be made to 

the appropriate individuals by the HR department or by the Supervisor upon direction from the 

HR Department. 

 

 

CONDITIONS TO MEET BEFORE AN EMPLOYEE MAY RETURN TO DUTY 

 

In the case of an employee who was diagnosed with COVID-19, the employee may return to District 

facilities when all three of the following criteria are met:  

1. At least three days (72 hours) have passed since recovery (resolution of fever without the 

use of fever-reducing medications); and  

2. The employee has improvement in symptoms (e.g., cough, shortness of breath); and  

3. At least ten days have passed since symptoms first appeared. 

 

In the case of an employee who has symptoms that could be COVID-19 and does not get evaluated by a 

medical professional or tested for COVID-19, or learns that the s/he has had close contact with someone 

with a lab-confirmed case of COVID-19, the employee is assumed to have COVID-19.  The employee may 

not return to work until the employee has completed the same three-step criteria listed above; or 

 

If the employee has symptoms that could be COVID-19 and wants to return to work before completing 

the above self-isolation period, the employee must obtain a medical professional’s note clearing the 

employee for return based on an alternative diagnosis. 

 

LEAVE AND ACCOMMODATIONS 

• There are various forms of leave available to employees who cannot work due to contracting 

COVID-19, close contact with someone with a lab-confirmed case of COVID-19, and lack of child-

care due to COVID-19 closures.  Employees experiencing these circumstances should contact the 

HR Department to discuss their leave options. 

• The District takes seriously its obligations to engage in the interactive accommodation process for 

employees who are seeking an accommodation to perform their essential job duties.  Qualified 

employees with a disability are encouraged to contact the HR Department if they are seeking an 

accommodation to perform his/her essential duties.  

• At this point, the District intends to provide in-person instruction in the 2020-2021 school year.  

Therefore, instructional positions will also be in-person, and not remote.   
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Emergency Paid Sick Leave (EPSL) and Expanded Family Medical Leave (EFML)  

The Families First Coronavirus Response Act (“FFCRA”) includes two components: Emergency Paid 
Sick Leave and Expanded Family and Medical Leave. In addition to the two types of leave provided 
by the FFCRA, an employee’s accrued leave may also apply.  

• Emergency Paid Sick Leave (“EPSL”) 
Under the EPSL, Employees (starting on their first day of employment) are eligible for up to two 
weeks (80 hours or a part-time employee’s two-week equivalent) of fully or partially paid 
Emergency Paid Sick Leave if unable to work or telework because of one of the following six 
reasons:  

1. The employee is subject to a Federal, State, or local quarantine or isolation order related to 
COVID-19. 

2. The employee has been advised by a health care provider to self-quarantine due to concerns 
related to COVID-19. 

3. The employee is experiencing symptoms of COVID-19 and is seeking a medical diagnosis. 
4. The employee is caring for an individual who is subject to paragraphs (1) or (2).  
5. The employee is caring for a son or daughter of such employee if the school or place of care of 

the son or daughter has been closed, or the childcare provider of such son or daughter is 
unavailable, due to COVID-19 precautions. 

6. The employee is experiencing any other substantially similar condition specified by the Secretary 
of Health and Human Services in consultation with the Secretary of the Treasury and the 
Secretary of Labor. 

• Expanded Family and Medical Leave (“EFML”)  
Under the EFML, Employees who have been employed for at least 30 days prior to their leave 
request may be eligible for up to 12 weeks of EFML ONLY for reason #5 above; the first two weeks 
of EFML are unpaid, the remaining weeks are paid at 2/3 of your daily rate as described below. 
Your eligibility for EFML depends on how much FMLA leave you have already taken during the 12 -
month period as defined by Board Policy DEC(LOCAL). Similarly, any EFML that you take under the 
FFCRA will be counted as part of your total available FMLA leave.  

• Pay for Leave Under the FFCRA (This includes EPSL and EFML): 
Pay for leave under the FFCRA will be based on the higher of the employee’s regular rate of pay, or 
the applicable state or Federal minimum wage, paid at:  

o 100% for qualifying reasons #1-3 above, up to $511 daily and $5,110 total; 
o 2/3 for qualifying reasons #4 and 6 above, up to $200 daily and $2,000 total;  
o 2/3 for qualifying reason #5 above, up to $200 daily and up to $12,000 total when EPSL and 

EFML are combined.  
• A part-time employee is eligible for paid leave under the FFCRA for the number of hours that the 

employee is normally scheduled to work over the leave period. 
 
These expanded leave provisions will apply from April 1, 2020 to December 31, 2020. If you wish to 
request leave under the FFCRA, complete the attached form and submit it to Human Resources 
with the required supporting documentation.  

• Use of Accrued Paid Leave  
The employee may choose to use accrued paid leave in lieu of leave provided under the FFCRA. If 



the employee chooses to use accrued paid leave in lieu of paid leave under the FFCRA, that 
accrued paid leave will be at the employee’s normal rate of pay, and subject to the restrictions 
outlined in Board Policy DEC(LOCAL). Upon the expiration of accrued paid leave, the employee may 
still qualify for leave under the FFCRA. “Accrued paid leave” means paid state and local leave 
earned by the employee. 
 
To request EPSL and/or EFML please visit the AISD website at www.amaisd.org and click on the 
EPSL/EFML link on the home page. 

• CDC Recommendations for staying healthy during COVID-19. 
0. Clean and disinfect frequently touched objects and surfaces 
1. Wash hands often (20 seconds with soap and warm water) 
2. If you cannot wash your hands, use a hand sanitizer with at least 60% alcohol content. 
3. Avoid touching eyes, nose, and mouth with unwashed hands.  
4. Cover your mouth and nose with a tissue when coughing or sneezing, then throw the tissue 

away and washing hands. 
5. Avoid using other employees' phones, desks, work tools, equipment or offices. 
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