DFD COVID-19 Risk Assessment Flowchart
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*First Responder Risk Assessment Survey:

https://dhharedcap.ucdenver.edu/surveys/?s=37YRWCXX7M
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Introduction - Employee Communications

The health and safety of our employees is always our top priority. As the situation regarding
COVID-19 continues to evolve, we want to make sure our employees have the information they
need to stay safe and healthy. In an effort to streamline communication, we will constantly
update this Q&A document and post it on DenverHub along with all breaking news re: COVID-
19 so employees can stay informed, or call the employee hotline at 720.913.1010 for a pre-
recorded message with current updates. We will also post updates in the weekly Denver
Employee Bulletin published each Tuesday. In addition, please refer to the Denver Department
of Public Health & Environment website along with the Centers for Disease Control for the most
up to date information about the virus. Prior to making any attendance exceptions, managers
should discuss with their department/agency leadership and HR to make the final
determination to ensure the decision is in alignment with current policies and practices during
this time.

IMPORTANT - per the Centers for Disease Control:

1. Symptoms of COVID-19 appear within two to 14 days after exposure and include fever,
cough, runny nose and difficulty breathing.

2. COVID-19 is primarily spread through respiratory droplets, which means to become
infected, people generally must be within six feet of someone who is contagious and
come into contact with these droplets.

3. Per Denver Department of Public Health and Environment, if you contract COVID-19 or
have COVID-19 like symptoms, you will generally be sick for five to seven days. Once you
feel better you should remain in quarantine for an additional 72 hours (three days).
Most individuals, other than those with chronic health conditions and the elderly, will
experience mild to moderate symptoms that will resolve, on average, in five days.

Wash your hands and remember - let’s stay together by staying apart!
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Please note, new questions for each Q&A version along with major
changes to existing questions are highlighted.

Keep in mind that Q&As are subject to change, so it is recommended
to use the online version instead of printing. Track the version
number in the footer of the document.

Employee Pay and Work

SCENARIOS

ACTIONS/OPTIONS

#1: | believe | have symptoms of COVID-19.

#2: | have symptoms of COVID-19, but my
physician will not order a test due to my
symptoms not being severe enough or | don’t
otherwise qualify for testing.

#3: | am awaiting test results for COVID-19.

You should stay home, do not come into
work and get better.

You should call your physician or Telehealth.
You should contact your supervisor. Keep
your supervisor informed.

If you are well enough, and your supervisor
approves, follow telework guidelines.
Otherwise, you can utilize accrued time off
(PTO, sick or vacation leave) to cover your
absences.

You can return to work 72 hours after you’ve
been symptom free.

Please see Families First Coronavirus
Response Act's Emergency Paid-leave
(FFCRA) and FMLA section for employee
leave info.

#4: | have tested positive for COVID-19.

You must not report to work.

You must not return to work until you have
been symptom free for 72 hours, or as
otherwise directed by your physician.

You should notify your supervisor or HR
representative that you have tested positive
for COVID-19. That information will be kept
confidential by your department/agency.
Keep your supervisor informed.

Please see Families First Coronavirus
Response Act's Emergency Paid-leave
(FFCRA) and FMLA section for employee
leave info.
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SCENARIOS ACTIONS/OPTIONS
#5: | have tested positive for COVID-19 and e Contact the OUCH Line at 303.436.0UCH
believe | contracted it at work. (6824).

e You must not report to work in the event that
you have a positive test for COVID-19.

e You should notify your supervisor or HR
representative that you have tested positive
for COVID-19. That information will be kept
confidential by your department/agency.
Keep your supervisor informed.

#6: If | had symptoms or had COVID-19, when can
| come back to work?

e If you are returning to a work facility, you
may return to work 72 hours after you are
symptom free or as otherwise directed by
your doctor.

e If you are teleworking you may begin working
when you feel better.

e You should remain quarantined for 72 hours
after you are symptom free.

#7: 1 may be more vulnerable to COVID-19 and/or
| am uncomfortable being in the workplace as a
result of potential exposure to COVID-19.

e Discuss with your supervisor if there are
alternative work options available for you.

e If no, contact your HR Representative or the
city leave team at 720.913.5604, or email
cityfmlaandada@denvergov.org to discuss
your options. If you work in the Department
of Safety call 720.913.6764 or email
safetyhrleave@denvergov.org.

#8: | will be absent due to COVID-19, but | don’t
have any available accrued time off (PTO, sick or
vacation leave).

e You must not report to work in the event you
have tested positive for COVID-19.

e You can return to work once you have been
symptom free for 72 hours.

e Ask your supervisor if there is an option to
work from home. Otherwise, you will be on
authorized unpaid leave until you accrue
more leave.

e Please see Families First Coronavirus
Response Act's Emergency Paid-leave
(FFCRA) and FMLA section for employee
leave info.

#9: | am a full-time, exempt employee and am
teleworking, how should I track my time?

e You will need to log all Work from Home
hours into Kronos.

e You will also need to transfer all hours
worked on COVID-19 tasks as an additional
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SCENARIOS

ACTIONS/OPTIONS

code in Kronos. See the Kronos and Payroll
sections below for more information.

#10: 1 am a full-time or part-time, non-exempt
employee and am teleworking, how should |
track my time?

e You will use Kronos to clock in at the start of,
or the end of, a work shift and/or lunch
break.

e You or your manager will need to code work
on specific projects or tasks directly
associated with COVID-19 on your timecard.
See the Kronos and payroll sections below for
more information.

#11: |1 am a full-time or part-time employee
whose location has been closed and as a result, |
am unable to telework in my current job.

e You may be redeployed within the same or
different agency, and you may be doing a
variety of tasks or a different job.

e In addition, available workers may need to
work outside of city operations to serve the
needs of Denver residents.

e If you are not redeployed and you are a
Career Service employee, you will be paid in
accordance with Career Service Rule 9-73
while the city is under a declared state of
emergency.

#12: 1 am an on-call employee whose location has
been closed.

e You may be potentially redeployed OR
e You may be entitled to unemployment
benefits.

#13: | have symptoms of COVID-19 and I’'m an on-
call employee. Will | get paid leave and get
medical benefits to cover expenses?

e You should call your physician or schedule a
e-visit or Telehealth visit.

e Follow your physician’s recommendations.

e Call your supervisor and provide an update as
to what your physician has ordered.

e You can return to work 72 hours after you’'ve
been symptom free.

e You may be entitled to unemployment
benefits, but you will not continue to be paid
while you are not working.

e If you do not already have medical benefits,
you may qualify through Connect for Health
Colorado.

#14: 1 was sent home due to having symptoms of
COVID-19.

e You should call your physician or schedule an
e-visit, or Telehealth visit.

e Follow your physician’s recommendations.

e Let your supervisor know what your physician
has directed you to do in terms of working.
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e You can return to work 72 hours after you've
been symptom-free, or as otherwise directed
by your physician.

e Please see Families First Coronavirus
Response Act's Emergency Paid-leave
(FFCRA) and FMLA section for employee
leave info.

#15: If a coworker tested positive will we be
notified if we came into contact with the person
when they were asymptomatic during the 14-day
incubation period?

e The Department of Public Health and
Environment performs a case investigation to
determine if positive individuals had
prolonged close contact with highly
susceptible people, such as elderly family or
immune-compromised friends or coworkers,
and those individuals at risk are notified. At
this point, since there is widespread, ongoing
transmission within our communities,
exposures could happen anywhere, and
people should always monitor themselves for
symptoms and stay home at the first signs of
cough or fever.

#16: If someone in my household tests positive
for COVID-19, is everyone then under quarantine,
or just that person?

e Only symptomatic individuals should isolate
themselves. Currently, if someone in a
household tests positive for COVID-19, they
receive instructions to isolate themselves,
meaning they should not be in close, physical
contact with other household members.

e Othersin the household should continue to
monitor themselves for symptoms, and if
they develop symptoms, they should also
isolate themselves at home to reduce the risk
of potentially spreading contagions to others.

e Close contacts should limit their movement
outside of the home and monitor themselves
for symptoms. The sick should isolate.

e Refer to Scenario #7 for information on pay.

#17: If am required to come to work, will | get
hazard pay?

e No. Hazard pay does not exist under the
Career Service Rules. Department of Safety
uniformed personnel should contact Safety
HR for clarification
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Telework

Departments/agencies may have established telework policies in place. During this situation,
depts/agencies may choose to adopt the Temporary Telework Guidelines for additional guidance. In
addition, please refer to the Technology Services telework/working from home technical instructions.
Please utilize additional resources that will assist you in teleworking from Workday Learning. Generally,
the primary preferred communications channel for employees is their city email address.

Update: Tracking Time in Kronos

It is crucial that employees and managers ensure time dedicated to the COVID-19 response is tracked
correctly so the city can get reimbursed by the Federal Emergency Management Agency (FEMA) for
personnel costs. For that to happen, all employees working on a COVID-19 response, either in the
Emergency Operations Center (EOC) or as a part of their job duties, must use Kronos to capture those
hours.

In addition to recording COVID-19 time in the “Transfers” section of Kronos, employees must also add
what they were working on and why it had to be done (how did it relate to the emergency response)
into the “comments” section of Kronos.

Use the Tracking Time During COVID-19 chart to determine how to enter your time during this COVID-19
epidemic. Non-exempt employees who are working on COVID-19 related tasks interspersed between
their regular duties, will have to create a punch and transfer each time they switch between tasks. This
is the only way to accurately record the time dedicated to COVID-19 for these employees. Exempt
employees working remotely due to COVID-19, but are performing their regular duties otherwise should
use the Work from Home pay code outlined in the table.

Employees must work with their managers to determine what tasks/responsibilities, if any, relate to
COVID-19 and then use the transfer function in Kronos to record the time.

Families First Coronavirus Response Act's Emergency Paid-leave (FFCRA) and FMLA

The FFCRA was enacted by the Federal government and is in effect from April 1, 2020, through
December 31, 2020. See the FFCRA Poster and Q&A for details. Emergency responders, including sworn
Safety employees, 911 employees and other dispatchers, crime lab personnel involved in
investigative/forensic work, EMS, victim’s assistance personnel, public health personnel, emergency
management personnel, and public works personnel, may not be eligible for the leaves provided by the
Act. Visit The Families First Coronavirus Response Act’s Emergency Paid-leave Provisions for details on
employee eligibility and leave options summarized below:

e You may be entitled to paid leave up to 80 hours at your regular rate if you are unable to
work/telework because you have been diagnosed with, have symptoms of, or because you have
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Citywide Operations/Miscellaneous

25. Q: How often are cleanings/disinfecting processes occurring in city facilities?

A: Facilities Management custodial teams have amplified and expanded services in all city facilities. A
large number of custodial contractors have also been added to our accounts to provide these enhanced
cleaning services. This includes additional cleanings and sanitizing for high-touch surface areas such as
doors, counters, railings, restroom fixtures, customer counters, and door knobs. We have increased
restroom checks of paper towel and soap dispensers. City facilities with large employee populations and
that serve the public are receiving nearly ongoing cleanings and disinfecting throughout the day. Smaller
city facilities are also receiving elevated cleanings and disinfecting to keep these buildings clean and safe
for employees. We have received some requests for specialized soaps and products that are perceived
to be more effective for hand washing. Per the CDC’s guidelines, regular soap and water are just as
effective for hand washing as other products. Studies have shown that there is no added health benefit
for people using soaps containing antibacterial ingredients compared with using plain soap.

26. Q: How do we submit requests for cleanings/disinfecting an area?

A: Please continue to follow the normal process for handling Facilities Management requests, including
custodial requests. Agency representatives should submit work orders through the Infor work order
system or via email. Submit any additional work orders for custodial/cleaning requests through the
same process. The list of Agency Representatives has been published on the Facilities Management
DenverHub site so that all employees can be aware of the process for submitting work orders and
requests related to city facilities. If you have questions or concerns related to Facilities Management and
custodial services, please contact your Agency Representative so they can keep us informed and we can
provide answers.

27. Q: What products are considered most effective for cleaning and sanitizing?

A: Please refer to the detailed product information provided by DDPHE.

33. Q: What do we need to know about handling paper, mail, money and other paper products?

A: While the risk of contracting COVID-19 from paper products is low, you should continue to follow the
CDC recommendations of everyday preventive actions to help prevent the spread of respiratory viruses,
such as COVID-19:

e  Wash your hands often with soap and water for at least 20 seconds.

e Use an alcohol-based hand sanitizer that contains at least 60% alcohol if soap and water are not
available.

e Avoid touching your eyes, nose, and mouth with unwashed hands.

You can find other preventative actions on the CDC website.
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COVID-19 Risk Assessment Survey

For City & County of Denver First Responders
(Revised 4/1/2020)

Purpose: Once completed, this survey will stratify the employee to the appropriate risk group
according to current guidelines, based on his/her responses to the questions. If the employee
screens as high risk, he/she will be directed to COVID-19 testing options.

Survey Link: https://dhharedcap.ucdenver.edu/surveys/?s=37YRWCXX7M

A few important notes about testing:

e At present, the Denver Health Drive-Thru Testing Clinic is able to accommodate any employee
who screens as high risk. If the employee screens as high risk and chooses the Denver Health
Drive-Thru Testing Clinic, he/she will be contacted by our scheduling team.

e *IF an employee tests positive AND believes it is from a direct contact at work, THEN
he/she can call the OUCHLIine to report it & pursue the WC process.*
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