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+ INTRODUCTION
This guide helps employers know what to do when there are cases of
COVID-19 in the workplace. Some workplaces may have specific industry
guidance beyond what is noted in this document, including food
processing, healthcare, or educational institutions. Please refer to any
available industry specific guidance in addition to this document.
Below you will find all the information to gather and send to Public Health,
along with employee sick leave information and protocols on employee
testing and when an employee can return to work. We’ve also included
materials and resources for communicating with employees, educating
staff around COVID-19 and daily living, as well as a list of resources.
In most cases, you do not need to shut down your facility. Communication
and cooperation with public health officials is very important. The more
health officials understand about your operation, the more they will be
able to help you work through solutions to find the option that will be
least disruptive to your business operations.
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INFORMATION FOR PUBLIC HEALTH

If 2 or more cases are reported in the workplace, an employer should contact
the health department at diseasereport@multco.us or 503-988-3406. This may
indicate an outbreak that requires additional follow up.
It is important to make every effort to protect an employee’s private health
information, even in smaller work environments.
Employers are required to share protected health information with the health
department in accordance with Oregon Administrative Rule 333-019-0003.
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GENERAL WORKPLACE INFORMATION
Please gather the following information about your business to help public health workers:
1. Total number of employees:
2. Are employees able to work from home? Yes
No
» How many employees are required to come to the workplace or another work location?
3. Nature of worksite:
» Is there access to handwashing facilities?

» Do employees work at multiple sites?

» Is there good airflow and ventilation?

» Is there a shared kitchen?

» What percentage of staff are vaccinated?

» Shared break room?

» Are workstations greater than 6 feet apart?

» Shared bathroom?

» Do employees use shared equipment,
such as machines or tools?

» Do employees work closely
in confined spaces?

» Do employees carpool to work or ride
in the same vehicle for work purposes?

» Are employees able to consistently
wear face coverings or masks?

» Are employees screened for symptoms prior to work?
» How is the worksite set up: cubicles, separate offices, or other? Please describe.
Please describe anything else not listed above.
4. Number of employees out sick:
» Is this more than usual?

Yes

No

Employees do not have to give the reason they are calling in sick, but do you ask if any
are experiencing COVID-like illness when they call in sick? During a pandemic, employers
required to follow the American With Disabilities Act (ADA) may ask employees if they are
experiencing symptoms of the pandemic virus. Employers must maintain all information
about employee illness as a confidential medical record in compliance with the ADA.
Date they called in sick:
5. Types of contact employee has with public:
» In-person retail or customer service at place of business
» Visits to customer’s home or business
» Online or over the phone
» Other, please describe.
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FOR ANY EMPLOYEE

REPORTING A POSITIVE CASE

Public health will receive information directly from the employee, but the employer will be
asked to confirm job-related information such as shifts worked and close contacts.
•
•
•
•
•
•
•
•

Name
Date of birth
Location(s) worked (if workplace has multiple locations)
Dates worked
Shift/times worked
Job duties
Any co-workers the case knows they had close contact with
Good contact person and number for workplace

FOR ANY STAFF

IDENTIFIED AS CLOSE CONTACTS TO CONFIRMED CASE(S)

A close contact can be someone who was within 6 feet of the positive employee often
throughout the shift for an accumulation of 15 minutes or more. Please provide a list of
all people that would have spent time within 6 feet for more than 15 minutes with the
employee(s).
Note: Even if you have already notified the exposed employees, public health still needs a
list of those employees so we can do our education and confirm details with each employee.
•
•
•
•
•
•

FORM

Name
Date of birth
Address
Phone number
Preferred language
Date last in contact with the case

SUBMISSION

To submit this form, work directly with your assigned investigator.
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EMPLOYEE TESTING
If there are at least two (2) cases related to your worksite, public health may determine that
other staff require testing. This may include having insured staff go to their usual source of
health care or contracting with health systems for testing.
If any employee is tested multiple times, the employer should report results from all tests,
including negative, positive, and indeterminate results, to public health. Local public health
will investigate the relationship between negative and positive results for the employee.
There are many testing options available. Check here to find testing sites:
• https://govstatus.egov.com/or-oha-covid-19-testing
• https://multco.us/novel-coronavirus-covid-19/covid-19-testing
Employers interested in setting up testing on-site should talk to their public health contact
about available laboratories and process.
If you contract for or provide direct testing to employees, you must ensure:
• Employees are notified of results promptly, whether negative or positive, and
• Employees with positive test results receive education from a medically-trained individual.
This education should include what medical care to seek based on symptoms, how long to
isolate themselves and how to otherwise protect their families and household members.
More information:
• Health Officer Recommendations on Workplace Testing for COVID-19
• Oregon Health Authority: Employee Screening Recommendations for COVID-19
• Multnomah County: For Employees Who Test Positive for COVID-19
• CDC: Testing in Non-Healthcare Workplaces (available in Spanish, Chinese, Vietnamese, Korean)
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EMPLOYEE SICK LEAVE

Oregon law gives all employees sick time – including part time workers. If you employ 10 or more
workers (6 or more if you have operations in Portland), employees get PAID sick time.
Oregon COVID-19 Temporary Paid Leave Program is available to people who need to quarantine
or isolate because of COVID-19 exposure or are experiencing symptoms and need a medical
diagnosis, but do not qualify for COVID-19-related paid sick leave (or do not have access to COVID19-related paid time off ).
See also: Oregon BOLI Sick Time Explanation and Posters (posters available in English, Spanish,
Arabic, Vietnamese, and Russian).
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EMPLOYEE RETURN TO WORK INFORMATION
Employees who test positive for COVID-19 must stay home until at least 10 days have passed
since symptoms first appeared and their fever has been gone for at least 24 hours without any
medicine. If the employee tests positive but does not have symptoms, they should stay home for
10 days following the first positive test.
•
•
•
•

Employees should not be required to show negative tests to return to work.
If an employer requires testing as a condition of employment, they must pay for that expense.
If a letter for work is required, employees can get a work excuse note from their doctor. The
health department can provide a work excuse note for COVID-19 cases and their close contacts.
Encourage employees to communicate and cooperate with contact tracers when called. This is
an important strategy for minimizing the spread of the virus.

Unvaccinated employees who are close contacts:
Employees who were in close contact (as determined by the health department) to a known case
of COVID-19 should quarantine and monitor themselves for symptoms. If they develop symptoms,
they should seek testing.
Even if the employee tests negative, they still need to quarantine.
We recommend a 14-day quarantine period. Staying home and away from other people for 14 days
is the safest way to prevent the spread of COVID-19 to others.
• Employees are required to quarantine for 14 days if they live or work in a long-term care facility
or other licensed group setting.
• Employees should quarantine for a full 14-days if someone in their house has COVID-19 or if they
live or work with people who are at risk for serious illness from COVID-19.
In some cases, unvaccinated employees may be able to end their quarantine after 10 days.
Regional public health does not recommend a shortened 7-day quarantine. Learn more here.
Vaccinated employees who are close contacts:
If the employee has been vaccinated, and it has been at least two weeks after their final dose,
quarantine is no longer required.
One exception is when an employee lives or works in a congregate setting like a group home or
correctional facility. These vaccinated employees must still quarantine for 14 days.
Vaccinated employees should still monitor for symptoms for 14 days after they were in close
contact with someone with COVID. If they develop symptoms, they should isolate from others and
seek testing.
More information:
• Health Officer Recommendations on Workplace Testing for COVID-19
• Recomendaciones de la Funcionaria de Salud Respecto a la Prueba de COVID-19 Para Los
Empleados
• Oregon Health Authority: Employee Screening Recommendations for COVID-19
• CDC: Ending Home Isolation
• Multnomah County: For Employees Who Test Positive for COVID-19
• OSHA Guidance on Returning to Work
• Isolation and Quarantine Infographic
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COMMUNICATIONS FOR GENERAL STAFF
Though employers may inform employees of their exposure to COVID-19 in the workplace, they
must maintain confidentiality and not reveal an employee’s personal information as required
by the Americans with Disabilities Act (ADA). Note: Employers are required to share protected
health information with the health department in accordance with Oregon Administrative Rule
333-019-0003.
Proactive communication about what to expect if someone does test positive will help avoid
rumor, stigma and anxiety. Include the following in your communication:
•
•
•
•
•
•

Prevention measures help people stay safe (masks, physical distancing, handwashing).
Reminders of any behavioral and emotional support services offered by your company.
Public health contact tracers will contact individuals directly if they have been identified as a
close contact of someone who tested positive for COVID-19.
Not every instance of a positive result will warrant disclosure to an entire workplace.
Public health officials will work with employers to determine the extent of information to
communicate to employees.
Disclosure of positive results is a balance between protecting private health information and
protecting others’ health.
Multnomah County does not publicize outbreak information, but the Oregon Health
Authority (OHA) puts out a weekly report of workplace COVID-19 outbreaks with 5 or more
cases and 30 or more employees.
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10

GENERAL STAFF EDUCATION

Provide and reinforce general staff education.
•
•
•

Multnomah County COVID-19 Daily Living
Posters and Flyers (many are available in multiple languages)
Isolation and Quarantine Infographic
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INFECTION CONTROL POLICIES, PRACTICES
AND PLAN FOR ONGOING ASSESSMENT

Review your business’s infection control policies, practices and plan for ongoing assessment.
•

•

•
•
•
•
•
•

OSHA Guidance on Returning to Work - guidance for employers for Phase 1, 2 and 3
Multnomah County: For Employees Who Test Positive for COVID-19
How to Create a Hazard Assessment
Mandatory Face Coverings
Other personal protective equipment (PPE) as needed or required in your workplace
Cleaning and Disinfecting
Sector Specific Guidance
Oregon Guidance for Employers - ways to limit the spread of COVID-19 in the workplace
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RESOURCES
VACCINATION
•

Find a COVID-19 vaccine
BREAKTHROUGH CASES

•

If a fully vaccinated employee becomes symptomatic and/or tests positive for
COVID-19, please send an email to diseasereport@multco.us to notify public health.

BUSINESS REOPENING AND RETURN TO WORK
•
•
•
•
•

Multnomah County Business Reopening Tools
Oregon Guidance for Employers
CDC Resuming Business Toolkit (available in Spanish, Chinese, Vietnamese, Korean)
OSHA Guidance on Returning to Work
Oregon Administrative Rule 333-019-0003 - provides details about Oregon law and
compliance from private entities with providing information to public health.

TESTING
•

Multnomah County COVID-19 Testing Information

HAZARD ASSESSMENT
•

How to Create a Hazard Assessment

COVID-19 UPDATES AND INFORMATION
•
•
•
•

Multnomah County COVID-19 Website (information available in multiple languages)
OSHA COVID-19 Website (also available in Spanish)
Oregon Health Authority COVID-19 Updates
Centers for Disease Control (CDC) COVID-19 Website

CLEANING AND DISINFECTING
•
•
•

CDC/EPA Cleaning and Disinfecting Guidance (available in Spanish, Chinese, Vietnamese, Korean)
CDC Cleaning and Disinfecting Your Facility (available in Spanish, Chinese, Vietnamese, Korean)
CDC Reopening Guidance for Cleaning/Disinfecting Public Spaces
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CONTACT US

Questions?
Call Multnomah County Communicable Disease Services
at 503.988.3406 or email diseasereport@multco.us.

Workplace COVID-19 Outbreak Guide | Contact Us

14

15

