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Human Resources, Risk Management, and the
Student Health Center, along with Executive
Cabinet, have comprehensively considered
employee safety and health through the
implementation of new protocols in our
workplace. We must remember that the COVID-19
threat is still here and that all employees are
expected to commit to staying safe and healthy
when reporting to work every day.

Every employee plays a key role in
avoiding exposure and limiting
infection!

Page | 1

KEEPING MSJC EMPLOYEES SAFE
MSJC is taking every precaution to ensure our workplaces are safe. The District is following federal
and county health and safety guidelines as well as guidance from our state and local governments.
The most current updates are included within this Guide, and we will continue to modify our
practices as the situation changes.
In order to continue keeping our workplace safe and healthy, the following has been implemented
by the District:
⬧ All employees reporting to campus (regardless
of vaccination status) must complete their daily
self-check through their personalized link, via
Cleared4, prior to entering the workplace.
⬧ All employees with symptoms of COVID-19,
regardless of vaccination status, must notify their
supervisor. Employees must also complete their
daily self-check through Cleared4 to report their
symptoms if scheduled to work on campus.
⬧ As of May 25, 2022: the District will no longer

require students, faculty, and staff to vaccinate,
wear a face mask. Although face masks are not
mandatory, anyone should still feel
comfortable wearing masks as desired. In
addition, weekly testing of those students,
faculty, and staff who were granted exemption is
no longer required.
⬧ Optional: Employees can upload a copy of their
COVID-19 vaccination card directly through their
personalized link via Cleared4. Vaccination
records are kept strictly confidential and in a
separate file different from any personnel file.

Symptom
Checker
Employees who have symptoms should
not report to campus. Employees who
become symptomatic during their shift
should immediately be sent home.
The following are symptoms of
COVID-19:

✓ Headache
✓ Sinus congestion
✓ Fever (100.4 or greater)
✓ Cough
✓ GI symptoms: Nausea,
vomiting, and/or diarrhea
✓ Chills
✓ Muscle pain
✓ Sore throat
✓ Loss of taste or smell
✓ Shortness of breath or difficulty
breathing
NOTE: COVID-19 variants may have
additional symptoms to be aware of.
Please visit the CDC webpage for more
information.
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KEEPING MSJC EMPLOYEES SAFE (CONTINUED)
⬧ Disinfecting supplies (e.g., disinfecting wipes) will
be available for employee use. Employees are
encouraged to disinfect their workspaces
throughout the workday.
⬧ Hand sanitizer, soap, and paper towels will be
readily available in all restrooms and hand
sanitizer and disinfecting wipes will be available
throughout campus office areas.
⬧ HVAC systems have been checked to allow optimal
air flow throughout the buildings on campus and
air filters have been replaced.
⬧ Both in-person and virtual meetings can take
place; however, meeting planners should consider
the current COVID rates, the type of meeting, and
number of attendees when deciding how to meet.
⬧ Employees who develop symptoms outside of

work should notify Human Resources and stay
home, following the procedures in this guide. Sick
employees should follow the CDC recommended
steps. Symptomatic employees should not return
to work until they have met the criteria set forth
and have been cleared by Human Resources
(see Decision Tree or visit page 7 for guidance).

How and When to Wear a
Face Covering
When employees are in indoor
common areas, face coverings are
recommended.
Cloth face masks should:
✓ Fit snugly but comfortably
against the side of the face
✓ Be secured with ties or ear
loops
✓ Include multiple layers of
fabric
✓ Allow for breathing without
restriction
✓ Be able to be laundered and
machine dried without
damage or change to shape
✓ Be washed daily!
✓ Be removed carefully and

hands washed after removal

⬧ Mandatory employee training has been assigned

through Keenan Safe Colleges. Employees will
receive e-mail reminders to complete training, if
not already completed.

Training includes the following:
▪

Coronavirus: What You Need to Know

▪

Coronavirus: Managing Stress and Anxiety

▪

Coronavirus: What You Should Know about
Variants

▪

Return to Work Guide (Policy – mandatory)

▪

Cal/OSHA COVID-19 Protection Plan
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KEEPING MSJC EMPLOYEES SAFE (CONTINUED)
⬧ Employees not available to work on a particular
day for any reason, whether working from home
or on campus, must utilize leave time (sick,
vacation, etc.). If you have no available paid leave
balances, your leave will be processed as leave
without pay. As provided by law, Supplemental
Paid Sick Leave time will be processed by Human
Resources, as applicable, and may be utilized prior
to the use of employees leave balances. For more
information regarding COVID-19 SB114/SPSL pay,
please visit the link here.

These steps are in place
for your health and safety.
We have a responsibility
to inform all employees who
are considered to have had
close contact to a COVID-19
positive employee or visitor on
campus.

⬧ Faculty will receive guidance from the Student
Health Center in the event of a student exposure
on campus. The Student Health Center will provide
guidance regarding the classroom procedure to
reduce transmission.
⬧ When schools return to in-person instruction after
breaks and long weekends, it is likely there will be
a spike in cases. It is important to be mindful of
child(ren)’s symptoms and/or COVID-19 testing
guidelines. If your child, grandchild, or a child in
your household is symptomatic and being tested
for COVID-19 or has been ordered to quarantine
due to potential exposure, follow the Decision
Tree (on page 7 for guidance). Report to your
supervisor necessary actions and contact Human
Resources for more information. You may be
eligible for 2022 COVID-19 SB114/SPSL, please visit
the link here for more information.
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EMPLOYEE RESPONSIBILITIES
Adherence to the following guidelines will assure the ongoing safety and health of everyone in our
college community. Every MSJC employee is expected to:
View/Read: Prior to reporting to campus, please
read this Returning to Campus Guide and view
the training videos assigned to you via Keenan
Safe Colleges if you haven’t completed
IMPORTANT: This training is required!
Self-Check: Employees reporting to campus
must self-check daily for symptoms using the
checklist found online here, regardless of
vaccination status. This is to be done each day
prior to reporting to work. You must not
report to work if you are not approved by
Cleared4 and must contact Human Resources
as soon as possible. Employees experiencing
COVID-19 symptoms/illness, regardless of
vaccination status, will self-check to report
symptoms and will utilize any applicable COVID19 Supplemental Paid Sick Leave time and/or
their available leave balances. If symptoms
appear during a campus workday, notify your
supervisor and Human Resources, and return
home immediately. Always keep HR informed
and complete the appropriate leave paperwork in
a timely manner. This expectation applies

whether you are working from home or on
campus! Remember, you are being paid to
work your full schedule. If you are not
available to do so, you must take leave time.
Communicate: If you have been in close contact
with a COVID-19 positive person or are
experiencing COVID-19 symptoms, please let
your supervisor know and contact Human
Resources. Please refer to the decision trees
starting on page 7 for additional guidance.
Practice Safety: Follow disinfecting product
instructions when cleaning your work areas.
Safety Data Sheet (SDS) are included at the end of
this Guide and online training is available to all
MSJC employees. For training, please coordinate
with your supervisor.

Cover:
Cover your nose and mouth when
sneezing or coughing and wash your hands
afterwards.
Be Aware: Avoid touching your face, eyes, and
mouth with hands.
Face Covering: As of May 25, 2022, the District will
no longer require wearing of a face mask from
students, faculty, and staff.
Avoid
Extensive
Physical
Contact:
Be
considerate when engaging with others. Consider
alternatives to hugging and hand shaking.
Avoid Sharing: Avoid using other employees’
phones, desks, offices or other work tools and
equipment, whenever possible. If spaces are
shared, clean thoroughly between use and/or
shifts.
Express Concerns: Talk to your supervisor and
Human Resources if you have concerns specific to
your circumstances, such as a health condition
that may place you or someone in your household
at high risk.
Follow: Follow all District policies and practices for
the safety and health of everyone on campus.
Ask Questions: Ask questions to assure you
understand what is expected of you. Reach out to
your supervisor if you cannot find an answer after
reviewing the FAQs in this guide.
Be Responsive: If Human Resources reaches
out to you regarding contact tracing, test
results or COVID-19 related information,
please respond immediately. There are time
sensitive State-mandated reporting requirements
that the District is required to adhere to. Your

quick reply is essential to meet these
mandated deadlines!

Hand Wash Frequently: Wash your hands
frequently (at least once every few hours) and/or
use hand sanitizer.
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EMPLOYEE PROCEDURES – DAILY SELF-CHECK

Daily COVID-19 Self-Check
The current employee Daily COVID-19 Self Check can be accessed via your own
personalized link through Cleared4. The Cleared4 instructions can be found here.
Once your Cleared4 responses have been submitted you will receive a status
message stating whether you have been approved to come to campus or not.
You may also contact Human Resources via email at HRcovidresponse@msjc.edu or
at our Main Line at (951) 487-3161 if you need any assistance or have any questions.
IMPORTANT:
If you are not approved to come to campus, please contact Human Resources
immediately for further direction by emailing us at HRcovidresponse@msjc.edu or
contact Human Resources Analyst Giselle Guerrero at (951) 487-3135.

Page | 6

EMPLOYEE PROCEDURES – COVID-19 DECISION TREES
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EMPLOYEE PROCEDURES – COVID-19 DECISION TREES (CONTINUED)
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EMPLOYEE PROCEDURES – COVID-19 DECISION TREES (CONTINUED)
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DISTRICT REPORTING PROCEDURES
In the event of a report of a Coronavirus case, Quarantine or Self-Quarantine, please follow the
steps below.
Non-Industrial Case (Symptomatic Close Contact outside of work)
1. If an employee with close contact to a COVID-19 positive person reports to work site:
a. Ask the employee to move to an isolated area if they are having symptoms.
i. If the employee states they are asymptomatic, please follow Page 10.
b. Inform Human Resources COVID Response contact Giselle Guerrero at (951) 4873135 or via email at HRcovidresponse@msjc.edu immediately!
c. Human Resources will work with employees to clear them to return to work.
d. Request the following information from employee, if possible:
i. Employee Name, Employee Contact information (phone number, email),
Employee ID Number, Department they work in, Supervisor Name, Campus
location, and Building and Room Number. Also ask the employee for the
last day they were at work (WFH or on campus), how they were exposed,
and if they are showing any symptoms.
2. If an employee with close contact with a COVID-19 positive person calls their manager or
Human Resources:
a. Request the following information, if possible:
i. Employee Name, Employee Contact information (phone number, email),
Employee ID Number, Department they work in, Supervisor Name, Campus
location, and Building and Room Number. Also ask the employee for the
last day they were at work (WFH or on campus), how they were exposed,
and if they are showing any symptoms.
3. Human Resources will work with the Student Health Center Dean to report all staff nonindustrial (non-work-related) incidents to the County Department of Public Health.
4. Human Resources, Risk Management, and Student Health Center Dean will report all
employee non-industrial incidents to Executive Cabinet.
5. If an employee tests positive for Coronavirus and has been on campus, per Department
of Fair Employment and Housing (DFEH) and Cal/OSHA, Human Resources will be notifying
any employees of the potential exposure for those who may have had CDC defined close
contact with the COVID-positive employee.
6. Human Resources, Risk Management, and Student Health Center will also notify the
Maintenance and Operations (M&O) department of any rooms or areas that the exposed
person visited so they can be disinfected.
7. Human Resources will work with the employee and employee’s supervisor for applicable
leave of absences.
8. Supervisors must practice confidentiality guided by HIPPA regulations for themselves and
staff to keep potential cases confidential. Supervisors cannot share information with
other employees and may only discuss with Human Resources and Risk
Management.
9. Any calls from the Media should be directed to Karin Marriott, Public Information Officer
(kmarriott@msjc.edu).
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DISTRICT REPORTING PROCEDURES (CONTINUED)
Non-Industrial Case (Asymptomatic Close Contact outside of work)
Any employee who comes in contact with a COVID-19 positive person, and is asymptomatic can
return to work on campus; however, if the employee develops symptoms or tests positive, they
need to leave campus immediately and contact HR.
As of April 27, 2022, regardless of vaccination status, as long as employees are asymptomatic and
do not test positive,they they are no longer required to quarantine if they come in close contact
with a COVID-19 positive case.
The California Department of Public Health (CDPH) recommends the following for those in close
contact with a COVID-19 positive case, as follows:
•
•

•
•

Close contact should get tested within 3-5 days after the last exposure.
Close contacts should wear a well-fitting face covering around others for a total of 10 days
after last exposure; especially in indoor settings and when near those at higher risk for
severe COVID-19 disease.
Strongly encouraged to get vaccinated or boosted.
Persons infected within the prior 90 days do not need to be tested, quarantined, or
excluded from work unless symptoms develop

If symptoms develop, test again and stay home. If test result is positive, follow the isolation
guidelines listed on Page 7 for guidance and contact Human Resources immediately.
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DISTRICT REPORTING PROCEDURES (CONTINUED)
Industrial Case (Close Contact at work)
1. If an employee with close contact to a COVID-19 positive person reports to work site:
a. Ask employee to move to an isolated area if they are having symptoms or if they state they
have been exposed to the virus.
b. Any employees that are exposed while at work will immediately notify their supervisor and
Human Resources to report the exposure.
2. Risk Management will work with the Student Health Center Dean, and Human Resources to report
any employee industrial incidents to the Department of Public Health and to Cal/OSHA (via form 300)
if the case is found to be industrial.
a. Human Resources will work with employees to clear them to return to work or appropriate
medical leave, regardless of vaccination status.
3. If an employee tests positive for Coronavirus and has been on campus, per DFEH and Cal/OSHA,
Human Resources will be notifying any employees of the potential exposure for those who may have
had CDC defined close contact with the COVID-positive employee.
4. Human Resources, Student Health Center, and Risk Management will also notify the Maintenance &
Operations (M&O) department of any room/rooms that the exposed person visited so they can be
disinfected.
5. The Student Health Center Dean will notify Executive Cabinet of potential cases/exposure.
6. Human Resources will provide employee with information regarding an industrial illness/injury and
will work with the employee and the employee’s supervisor regarding applicable leave of absences.
7. Supervisors must practice confidentiality guided by HIPPA regulations for themselves and staff to
keep potential or positive cases confidential.
8. Any calls from the Media should be directed to Karin Marriott, Public Information Officer
(kmarriott@msjc.edu).
Note: Per Cal/OSHA, the employer is required to investigate whether a COVID-19 case is work-related by
performing the following steps:
1) Ask the employee how they believe they contracted the illness.
2) Discuss with the employee, while respecting privacy concerns, the activities both inside and outside
of work that may have led to the illness.
3) Review the employee’s work environment for potential COVID-19 exposure.
4) Review the employee’s work environment for potential COVID-19 hazards.

Human Resources Analyst
Leaves Specialist
Giselle Guerrero
gguerrero@msjc.edu
Risk Management
riskmanagement@msjc.edu

Important MSJC Contacts
Human Resources Technician II
Veronica Contreras
vcontreras@msjc.edu

Dean of Health Services
Lisa McAllister, DHA, MSN, RN
lmcallister@msjc.edu

Vice President, Human Resources
Jeannine Stokes
jstokes@msjc.edu

Public Information Officer
Karin Marriott
kmarriott@msjc.edu
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COVID-19 RIVERSIDE COUNTY TESTING LOCATIONS
SEARCH FOR A TESTING LOCATION NEAR YOU HERE.
Scroll down to “Find A Location” to search by your zip code. Locations are updated
frequently, so the information below may not be the most current. Click the link above to
search in your area.

ADDITIONAL TESTING LOCATIONS CAN BE FOUND HERE.
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COVID-19 RIVERSIDE COUNTY VACCINATION CLINIC LOCATIONS
Please visit the Riverside County Public Health website here to search and register for a vaccine
location in the county. Per the CDC, the COVID-19 vaccine is highly effective at preventing COVID-19.
Vaccines are safe, effective, and reduce your risk of serious illness. See more information about the
three different vaccines available currently, on the CDC website here.

Frequently asked questions regarding the vaccine may be found here.

M

IMAGE BY CDC LINK HERE
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FREQUENTLY ASKED QUESTIONS
What are the symptoms of COVID-19?
People with COVID-19 have had a wide range of symptoms reported – ranging from mild symptoms to
severe illness. Symptoms may appear 2 - 14 days after exposure to the virus. People with the following
symptoms may have COVID-19:
•
•
•
•
•
•
•
•
•
•

Fever (of 100.4 or above) or chills
Cough
Shortness of breath or difficulty breathing
Fatigue
Muscle pain
Headache
New loss of taste or smell
Sore throat
Congestion or runny nose
Gastrointestinal symptoms like nausea, vomiting, or diarrhea.

For more information, click here.
NOTE: COVID-19 variants may have additional symptoms to be aware of. Please visit the CDC webpage for
more information.
What is meant by “close contact” related to COVID-19 exposure?
Close Contact is defined as:
•

Someone sharing the same indoor airspace, e.g., home, clinic waiting room, airplane etc., for a
cumulative total of 15 minutes or more over a 24-hour period (for example, three individual 5minute exposures for a total of 15 minutes) during an infected person's (laboratory-confirmed or
a clinical diagnosis) infectious period.

Examples of Close Contact:
•
•
•
•

You provided care at home to someone who is sick with COVID-19
You had direct physical contact with the person (hugged or kissed them)
You shared eating or drinking utensils
They sneezed, coughed, or somehow got respiratory droplets on you

For updated guidance on close contact and quarantine guidance review the Close Contact Decision
Tree on page 09.
For more information, click here.
When should I get tested for COVID-19?
For more information visit the CDPH website here.
How and where can I get a vaccination for COVID-19?
See the Riverside County Office of Public Health’s vaccination website here.
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FREQUENTLY ASKED QUESTIONS (CONTINUED)
How is COVID-19 spread?
The virus is thought to spread mainly from person-to-person.
•

Between people who are in close contact with one another (within 6 feet).

•

Through respiratory droplets produced when an infected person coughs, sneezes, or talks.

•

These droplets can land in the mouths or noses of people who are nearby or possibly be
inhaled into the lungs.

•

COVID-19 may be spread by people who are not showing symptoms.

•

From touching surfaces or objects. It may be possible that a person can get COVID-19 by
touching a surface or object that has the virus on it and then touching their own mouth,
nose, or possibly their eyes. This is not thought to be the main way the virus spreads, but we
are still learning more about this virus.

For more information, click here.
How long do I need to wash my hands?
Per the CDC, wash your hands frequently.
Wash your hands often with soap and water for at least 20 seconds especially after you have been
in a public place, or after blowing your nose, coughing, or sneezing. If soap and water are not readily
available, use a hand sanitizer that contains at least 60% alcohol. Cover all surfaces of your hands
and rub them together until they feel dry. Additionally, avoid touching your eyes, nose, and
mouth with unwashed hands.
For more information, click here.
What do I do if I am feeling sick and think I may have COVID-19 or if I have been exposed to
COVID-19?
Communicate with Human Resources and follow the guidelines from this Guide. You are highly
encouraged to contact your healthcare provider for additional guidance.
Guidelines related to exposure can also be found on the CDC website here. Additional guidance
from the CDPH website may be found here.
Are face coverings required on campus?
As of May 25, 2022, the District will no longer require students, faculty, and staff to wear a mask.
YOUR COOPERATION WITH KEEPING OUR WORKPLACE HEALTLHY AND SAFE IS ESSENTIAL.
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COVID-19 PRACTICES (STOP THE SPREAD OF GERMS)
\
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COVID-19 PRACTICES (HAND WASHING STEPS)
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SAFETY DATA SHEETS
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