
COVID-19 Guidelines 4/14/20 
Not everyone who’s sick is being tested.  We will assume that anyone with symptoms has the virus 
(fever, dry cough, shortness of breath).  
Many people who get the virus have no symptoms.  Treat everyone as possibly contagious, including 
yourself.  Monitor your health and your family’s health daily.   

1. If you are off work or reducing hours for any reason, email Kathy Martinez in HR to begin the 
leave of absence process:  katherine.martinez@oaklawn.org.  

2. If you have casual contact with someone who is symptomatic or tests positive for COVID-19, you 
do not need to stay home unless you have been instructed to. 

3. If you have close contact with someone who tests positive for COVID-19 or is symptomatic stay 
home and self-isolate for 14 days from the date of contact.  (Close contact means being closer than 6 
feet for 10 minutes or longer, extended use of a shared workspace, or having shorter contact with 
someone with uncovered coughing/ sneezing/ spitting unless you are wearing full PPE.)  Staff in 
inpatient, Mishawaka and adult group homes should follow their program guidelines. 

4. If you develop symptoms: 
a. Contact your doctor or one of the hotlines. 
b. Notify your supervisor.  They will notify their VP to notify Lisa Short, Infection Preventionist. 
c. Email Kathy Martinez (katherine.martinez@oaklawn.org) to begin the leave of absence process. 
d. Stay home from work and self-isolate, even if you test negative or aren’t tested. 
e. Complete the Employee Illness and Infection/Infestation form for Infection Control. 
f. You can return to work a minimum of one week after your first symptoms as long as you are 

symptom-free for 3 days (no fever, no fever-reducing medicines, and improvement in your 
respiratory symptoms). 

5. If someone in your home has been exposed to someone who has COVID-19, have them self-
isolate for 14 days.  You do not need to self-isolate unless you develop symptoms, or are instructed to. 

6. If someone in your home has symptoms: 
a. Have them contact their doctor or one of the hotlines. 
b. Help them self-isolate until they are tested or given medical instructions. 
c. Stay home from work for 14 calendar days from their first symptoms.  If they test negative and you 

are healthy, you can return to work. 
d. Email Kathy Martinez (katherine.martinez@oaklawn.org) to begin the leave of absence process  

7. Clients and their families: 
a. If there are any concerns, put a ‘COVID Precautions’ alert on the client’s face sheet that expires in 

14 days. 
b. If they (or someone in their home) are being tested or have symptoms, reschedule for 14 days.  

Reassess for symptoms prior to meeting with them.   
c. Encourage them to isolate from others in the home and seek medical care for severe symptoms.   
d. Work with each client’s clinical team to make sure that their mental health needs are still being 

addressed. 

8. Contact tracing: 
a. If an employee, client or visitor develops symptoms or tests positive, Oaklawn and/or the local 

Health Department will trace their recent contacts.   
b. Anyone who has had close contact will be instructed to self-isolate for 14 days from first exposure. 
c. Staff and clients who aren’t notified can assume they were not exposed. 

 
Questions?  Contact Emily Neufeld or Lisa Short  



Close contact:   
• Being closer than 6 feet for 10 minutes or longer, 
• Using a shared workspace for an extended period, or  
• Having shorter contact with someone with uncovered coughing/ sneezing/ spitting unless you are 

wearing full PPE. 

How to self-isolate: 
1. Stay home except for urgent medical care. 
2. Move into a room that’s separate from the rest of the household.   
3. If possible, use a separate bathroom. 
4. Disinfect all common surfaces daily. 
5. Avoid sharing personal items if possible. 
6. Maintain as much distance as possible.  

a. If gloves are available, wear them when handling their laundry and dishes. 
b. If masks are available, wear one in their presence and have them wear one when they 

leave their room. 
c. Consider using disposable dishes. 
d. Contact a healthcare provider for worsening symptoms. 

How to care for a sick person: 
1. Encourage rest and offer lots of fluids. 
2. Provide over-the-counter medications as needed for fever and aches. 
3. Contact their healthcare provider if symptoms become severe. 

Hotlines:   
Beacon Health 855-523-2225  South Bend Clinic 574-307-6870  Elkhart County Health Dept. 574-523-2106. 

 
Questions?  Contact Emily Neufeld or Lisa Short 

•Casual or close contact with someone who was exposed.
•Casual or close contact with someone with a household 
member who is sick or being tested.

•Casual contact with someone who has symptoms or has 
been diagnosed.

Low risk.
Continue to work.  

Continue to practice physical 
distancing, environment 

sanitizing, hand hygiene and self-
monitoring.

•Close contact in the last 14 days or living with someone 
who has symptoms or has been diagnosed.

Medium risk.
Stop working and isolate within 

your home for 14 days.  
If symptoms develop, contact your 
healthcare provider or a COVID-

19 hotline.

•Experiencing symptoms (fever, dry cough and/or 
shortness of breath).

Elevated risk.
Stop working and isolate within 
your home for at least 1 week. 
Stay home until you are fever-

free (without meds) for 3 days and 
respiratory symptoms are 

improving.
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