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My direct report is exhibiting 
COVID-19 symptoms, but has not 
been tested

•Ask direct report to stay at 
home for at least 10 days

•Ask direct report to complete 
the COVID-19 self-report form 
(if they are well enough and/or 
have access)

•Determine if direct report has 
been on campus recently

Send notice of symptoms to 
C19resource@utdallas.edu

•COVID-19 Health Screening & 
Training Coordinator will notify 
you of any additional steps you 
need to take

•DO NOT notify potential 
contacts until confirmed by UTD 
administration

Contact FM to clean/disinfect 
surfaces that may have been 
touched by the direct report

•Continue to follow social 
distancing and proper personal 
hygiene

Return of the direct report

•Notify COVID-19 Health 
Screening & Training Program 
Coordinator prior to return

•Criteria required to return to 
work:
•Two negative tests performed 

at least 24 hours apart OR
•10 days have passed since the 

onset of symptoms; AND
•fever free without the aid of 

medicine for 24 hours; AND
•symptoms must be 

lessened/gone

Scenario 2: Direct Report is exhibiting symptoms 

Scenario 1: Direct Report has tested Positive for COVID-19 

My direct report has tested postiive for 
COVID-19

•Ask direct report to adhere to CDC 
guidance/ doctor's orders

•Ask direct report to complete the 
COVID-19 self-report form (if they 
are well enough and/or have access)

•Determine if direct report has been 
on campus recently

Send notice of positive test to 
C19resource@utdallas.edu

•COVID-19 Health Screening & 
Training Program Coordinator will 
notify you of any additional steps 
you need to take

•DO NOT notify potential contacts 
until confirmed by UTD 
administration

Contact FM to clean/disinfect surfaces 
that may have been touched by the 
direct report

•Continue to follow social distancing 
and proper personal hygiene

Return of the direct report

•Notify COVID-19 Health Screening & 
Training Program Coordinator prior
to return

•Criteria required to return to work:
•10 days have passed since the 

onset of symptoms and
•fever free without the aid of 

medicine for 24 hours and
•symptoms must be lessened/gone
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My direct report is a close 
contact of someone who has 
symptoms of or tested 
postiive for COVID-19

•Ask direct report to stay at 
home for at least 14 days or 
2 negative test results

•Ask direct report to 
complete the COVID-19 self-
report form (if they are well 
enough and/or have access)

•Determine if direct report 
has been on campus recently

Send notice of close contact to 
C19resource@utdallas.edu

•COVID-19 Health Screening 
& Training Program 
Coordinator will notify you 
of any additional steps you 
need to take

•DO NOT notify potential 
contacts until confirmed by 
UTD administration

Contact FM to clean/disinfect 
surfaces that may have been 
touched by the direct report

•Continue to follow social 
distancing and proper 
personal hygiene

Return of the direct report

•Notify COVID-19 Health Screening 
& Training Program Coordinator 
prior to return

•Criteria required to return to work:
•Two negative tests performed at 

least 24 hours apart OR
•14 days have passed since last 

known contact.

Scenario 3: Direct Report is a close contact of a COVID-19 positive or symptomatic case 

My direct report is a contact of a 
close contact

•Ask direct report to monitor 
symptoms

•Direct report should continue 
reporting to work unless 
symptoms occur

If symptoms occur, send notice to 
C19resource@utdallas.edu

•COVID-19 Health Screening & 
Training Program Coordinator 
will notify you of any additional 
steps you need to take

•Do NOT notify potential 
contacts until confirmed by UTD 
administration

Contact FM to clean/disinfect 
surfaces that may have been 
touched by the direct report

•Continue to follow social 
distancing and proper personal 
hygiene

Return of the direct report

•Notify COVID-19 Health 
Screening & Training Program 
Coordinator prior to return

•Criteria required to return to 
work:
•Two negative tests performed 

at least 24 hours apart OR
•10 days have passed since the 

onset of symptoms AND
•Fever free without the aid of 

medicine for 24 hours AND
•Symptoms must be 

lessened/gone

Scenario 4: Direct Report is a contact of a close contact 


