




















































 

  

 

 

 

DAILY WORK READINESS SELF-ASSESSMENT 

At Polk County Public Schools (PCPS), we are committed to our employees’ health and well-being. In order to stay 
true to this commitment, all employees must truthfully complete a COVID-19 self-assessment before arriving to any 
PCPS location. Upon arrival to a PCPS location, a designated staff member will also take your temperature using a 
touchless thermometer. Remember, promoting a safe and healthy work environment is everyone’s responsibility. 
Thank you for your cooperation. 

SELF-ASSESSMENT 

Since my last shift / day of work, I have had: 

 A positive COVID-19 diagnosis 
 A temperature of 100°F or higher 
 Cough 
 Shortness of breath / difficulty breathing 
 Chills 
 Repeated shaking with chills 
 Muscle pain 
 Headache 
 Sore throat 
 Abnormal loss of taste or smell 

 
 Since my last shift / day of work, I have traveled out-of-state 

[if so, please identify city/state or non-U.S. city/country: ________________] 
 

 I did not check any boxes above.  I am ready to report to work. 

 I checked one or more boxes above. I may be unable to report to work. 
 I will call HR or my manager before reporting to work 

Please sign this document after checking the appropriate box(es) above and submit the document to Risk 
Management & Employee Benefits, along with, if applicable, any return to work note from your medical provider. 

By signing below, you certify that your answers to the questionnaire are true to the best of your knowledge, 
and that you understand and acknowledge that this information will be used solely to determine your fitness 
for duty and to attempt to ensure a safe workplace. The provided information may be shared with members 
of management or the Health and Wellness department as needed, and any medical information will be 
maintained in a separate confidential medical file. You also certify that you will inform your manager or the 
Health and Wellness department immediately if your answer to any of the questions above changes. 

Employee Name (printed): ___________________________________  Emp. (SAP) No.:  ___________________ 

Employee Signature:  ______________________________________________  Date: ______________________
  



Principal/Manager 
observes employee 
showing COVID-19 
symptoms at work.

Employee tells co-
worker that he/she 
has COVID-19 
symptoms.

Coworker notifies 
his/her 
Principal/Manager of 
the employee who 
has COVID-19 
symptoms.

Is the
employee
at work?

Yes

No

Principal/Manager 
sends employee 
home and provides 
the employee with 
the COVID instruction 
sheet.

Employee reports 
that he/she has 
symptoms of COVID-
19 and calls his/her 
Principal/Manager 
directly.  

Employee reports 
that he/she has 
symptoms of COVID-
19 and calls School 
Health/HR/Risk/ 
Other.

School Health/HR/Risk/Other 
notifies the employee’s 
Principal/Manager of the 
employee who has COVID-19 
symptoms.

Exposure form instructions:
 Login to the Staff Portal
 Click the COVID-19 button 
 Select & complete the exposure 

form
 Email confirmation will be sent

Process Flow for Employees Who Report or Have COVID-19 Symptoms 

As of 07/19/2020

Employee submits 
release note to Risk 
Management from a 
Healthcare provider 
to return to work.

Risk Management 
will notify 
school/department  
of approval to return 
to work.

Employee will need to 
contact the Employee 
Health Center  or primary 
doctor for guidance on next 
steps.

Did the medical 
provider direct the 
employee to 
quarantine or self-
isolate?

Principal/ Manager 
will need to ensure 
the employee 
doesn’t return to 
work and advise 
employee to 
complete the 
Exposure form.No

Employee would 
return to work.

Yes



Employee contacts 
Principal/Manager 
that they have 
positively tested for 
COVID-19.

Employee contacts 
HR/Risk/School 
Health/Other that 
they have positively 
tested for COVID-19.

Process Flow for Employees Who Report Having Tested Positive for COVID-19 

As of 07/19/2020

School Health representative contacts the:
• Employee’s Principal/Manager

• Refer to Note A below.

Principal/ Manager follows 
the COVID-19 guideline 
provided by School Health as 
to quarantine and any other 
potential actions.

Principal/Manager 
advises employee to 
complete the 
Exposure form on the 
Staff Portal

School Health 
representative contacts 
employee to obtain other 
necessary information.

A

A

B

C

Note A:  If the employee’s name is necessary to 
complete the investigation, the School Health 
representative will only reveal the name to the 
supervisor/manager who must keep the 
employee’s name confidential.

Employee is 
advised to 
complete the 
Exposure form on 
the Staff Portal. 

Custodial Services is 
notified by the 
Exposure form and  
will coordinate 
cleaning of the area 
with the 
school/department.



Was the individual that 
tested positive a member 

of the employees 
household?

Yes

No

School Health will 
be notified by the 
Exposure form to 
contact the 
employee.

Principal/Manager 
sends employee 
home and provides 
the employee with 
the COVID instruction 
sheet.

Custodial Services will 
receive notification 
from the Exposure form 
and will coordinate 
cleaning services  with 
the school/department.

Employee submits 
release note to Risk 
Management from a 
Healthcare provider.

Risk Management 
will notify 
school/department 
approval to return to 
work.

Employee will need to 
contact the Employee 
Health Center  or 
primary doctor for 
guidance on next 
steps.

Principal/ Manager 
will need to inform 
the employee to 
complete the 
Exposure form on the 
Staff Portal.

Process Flow for Employees Who Report they have been Exposed 

Employee reports 
they have been 
exposed to an 
individual that tested 
positive for the virus. 

Was the contact within 
6 feet for at least 15 

minutes of the 
infected person?

Yes

Was the contact within 
48 hours before the 

infected person began 
feeling sick or was 

isolated?

Did the medical 
provider direct the 
employee to 
quarantine or self-
isolate?

Yes

No
Employee will need to 
obtain a return note 
from the healthcare 
provider and return to 
work.

Yes

No

Employee can 
continue working. 
They will need to 
adhere to social 
distancing, mask 
use, and monitoring 
of symptoms. 

Is the employee 
experiencing 

symptoms of the 
virus?

No

Yes

No

As of 07/19/2020
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