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Software Update: Bamboo HR  
Initial information from Human Resources has been connected to the new Human 
Resources Information System (HRIS). We are working with Bamboo HR staff to implement 
data, our open jobs and full online access for all staff. Below are a few example screens. 
 

 
 

 
 
 
 



PHAB Reaccreditation Update 
The Public Health Accreditation Board approved our requested extension to March 31, 
2022. As such, an updated timeline and plan has been created with the help of our 
Consultant, Susan Tilgner, and our Domain Leads. The following summarizes the current 
status of our documentation process. 
 
This chart shows a reduction in pending drafts, and more work between staff and the 
contractor to update reports and materials to meet PHAB requirements. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
*The “Needs Revision” section can include first, second, or even third reviews.  
 
PH WINS Survey Update 
The PH WINS survey of staff is still underway, with a new, later deadline of January 14, 2022 
for employees to complete the information. Survey results are expected in late Spring/early 
Summer. 
 
PH WINS surveys the entire public health workforce at participating state and local health 
agencies. In the past, PH WINS was only fielded among local health departments with a 
staff size of 25 and serving a population of 25,000.  
 
How can the results from PH WINS be used at FCPH?  

• Include PH WINS metrics in the agency’s strategic plan 
• Create an agency workforce development plan 
• PH WINS has been approved for use in the PHAB accreditation process 
• Provide staff with training that meets their needs and perceived skill gaps 
• Institute changes to increase engagement and satisfaction 
• Foster a culture of continuous quality improvement 
• Inform succession planning, recruitment, and retention efforts 

 
PH WINS Introductory video from de Beaumont - 
https://vimeo.com/603948683/fcba23d9db 
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Staff COVID19 Vaccination Status  
 
Following up on recent Board meeting discussions regarding FCPH Staff and COVID19 
Vaccination status, this chart demonstrates the information received by the end of the day 
on the updated deadline to provide proof, November 5, 2021.  

 
 
 

Number of Associates who have provided 
vaccination proof 110 

 

 Number of Associates yet to supply proof of 
vaccination or request exemption 7 

• 2 employees have completed their first shot and 
are scheduled for their second shot 

• 1 employee who is currently expecting and will get 
vaccinated once she gives birth  

Number of Associates requesting exemption 5 
 

Total Number of Associates 122  

 
The following pages were created at the Board’s request to layout the testing requirements 
and guidelines for staff unable or unwilling to complete the vaccination requirement.  
 
Respectfully Submitted by:  
Jennifer Robinson, Director of Human Resources and Customer Service 
November 9, 2021 
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The intent of this document is to: 

1. To safeguard the health of our employees and their families, our customers, 
clients, visitors, and the community at large from infectious diseases, such as 
COVID-19; and  

2. Establish requirements for bi-weekly COVID testing for FCPH staff who are 
unwilling or unable to comply with the agency’s requirement to provide Proof of 
Vaccination as defined in the  Employee Vaccination Policy.  

 
This document is in addition to the compliance entitled Memorial Hall Guidance as 
created/approved by the Assistant Health Commissioner and Director of Prevention 
and Wellness, most recently updated as of 10/27/2021. This document is available on 
the Employee Portal and discusses what to do when staff are exposed to someone with 
COVID-19, behavior and actions in the office and field, etc.  
 
Per the Vaccination Policy, all Franklin County Public Health employees (full-time, part-
time, temporary, seasonal, etc.) must be fully vaccinated (one or two doses depending 
on COVID-19 vaccination type) by November 5, 2021. The Board of Health may update 
this policy if the CDC’s definition of fully vaccinated changes. 
 
Vaccination Status - definitions 

• Fully Vaccinated: Employee received the final dose of a COVID-19 vaccination 
series (either two doses of the Pfizer-BioNTech or Moderna vaccines or one dose 
of the Johnson & Johnson/Janssen vaccine) two or more weeks earlier and 
presented related documentation to the FCPH Human Resources Office 

• Not Fully Vaccinated:  
o Employee received the final dose of their COVID-19 vaccination series less 

than two weeks ago. 
o Employee received one dose of a two dose COVID-19 vaccination series. 
o Employee has not been vaccinated against COVID-19. 
o Employee has not presented proof of being fully vaccinated. 
o Employee has an approved medical or religious exemption. 

 
What are the Testing Requirements?  

• All employees who are fully vaccinated AND who have submitted proof of being 
fully vaccinated are not required to be tested regularly for COVID-19. 

• All employees who are not fully vaccinated (regardless of reason – including 
approved medical or religious exemptions) are subject to bi-weekly testing.  

 
How do I get tested?  

• FCPH will provide proctored BinaxNOW At Home Test Kits to the not fully 
vaccinated employee as long as FCPH has adequate stock. At its discretion, 
FCPH may consider the use of other proctored tests from a reputable provider. 

• Other proctored testing options are available to employees. Any costs and fees 
associated with such testing are the employee’s responsibility and are not 
reimbursable. 

http://cbus/sites/health/policy-library/Document%20Library/Department_wide/Emergency_COVID-19_Employee_Vaccination_Policy%20FINAL_2021.09.07.PDF
http://cbus/sites/health/policy-library/Document%20Library/Department_wide/Emergency_COVID-19_Employee_Vaccination_Policy%20FINAL_2021.09.07.PDF
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Do I complete the tests during work hours?  

• Time spent by an employee being tested and waiting for test results are not 
counted as work time and need to be completed outside of your standard work 
schedule. 

 
When do I have to turn in test results?  

• To optimize employee safety, employees must test and report the results two 
times per week.  

• Testing must be completed and reported before 9:00AM on Monday and 
Thursday each week to the Director of Human Resources. Test results should be 
emailed to the Director of Human Resources and show that the test was 
completed less than 72 hours before submission.  

• Employees on leave (e.g., vacation, sick, personal, medical leave) during the 
normal testing dates need to be tested before returning to work. 

 
How are my Records kept? 

• Test results and documentation related to exemption requests and decisions will 
be gathered by the Office of Human Resources. 

• Records of the employees’ testing results and documentation related to 
exemption requests and decisions will be maintained in a confidential and 
secure location in the Office of Human Resources, separate from the employee’s 
personnel file. 

• Storage, access, and retention procedures and schedules will follow those for 
medical records. 

 
What happens if someone doesn’t comply?  

 
Staff are responsible for communicating with the Director of Human Resources in 
advance regarding any issues with the testing or the need to adjust the date of 
their testing (e.g., vacation, technical issues, etc.) that would impact turning in 
results on time. 
 
FCPH follows the idea of progressive discipline; however, the discipline can start 
at a more critical step if the severity of the infraction warrants it including 
suspension or disciplinary hearing.  
 
Staff that are non-compliant with the weekly testing requirements will be 
assumed positive until a negative test is provided.   
 
Non-compliance with COVID-19 guidance and testing requirements will result in 
progressive discipline up to and including termination as determined by the 
Board of Health.  More information on FCPH Discipline is available in the 
Employee Handbook, page 47-48.  
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This following chart is not an exhaustive list but examples of the disciplinary 
actions that can result from non-compliance with FCPH COVID-19 guidance and 
policies. 

Examples of Non-compliance Disciplinary action 
Not submitting test results by established 
deadlines 

Health Commissioner mandate to 
immediately stay/return home for 1 day 
on paid accrued leave  

Coming into the office/field while 
experiencing symptoms or after receiving 
positive test 

Health Commissioner mandate to 
immediately stay/return home for 1 day 
on paid accrued leave  

Not wearing a face mask, or not wearing it 
appropriately (covering nose and mouth) 

Verbal warning with 1st violation, then 
progressive steps  

Daily temperature checks in the office 
with appropriate documentation  

Verbal warning with 1st violation, then 
progressive steps 

Reporting possible exposures following 
guidance  

Verbal warning with 1st violation, then 
progressive steps 

Reporting experiencing symptoms 
following guidance 

Verbal warning with 1st violation, then 
progressive steps 



 MEMORIAL HALL 
ALL EMPLOYEES MUST:

WHEN AT

wear a face mask before entering the building and while in 
the building  (mask should reach above the nose, below the 
chin, and completely cover the mouth and nostrils)

Wear a Face Mask1

Take temperature upon arrival daily. Complete the 
Self Temperature Checks Survey form before entering 
the office space.

Temperature Checks2

Always socially distance from others, be at least 6 feet apart.

Keep Social Distancing3
6 FT

Symptom Monitoring

If you get sick while at work avoid other staff, report this to your supervisor, and go home 
immediately.  This includes any illness, not just COVID-19.  Sick employees must stay home and 
use sick or other accrued time. Employees that are ill should not telework but take the time to 
recover or see a doctor.

Time O�

In addition to the standard 
accrued time referred to in 
our Employee Handbook, 
the following information 
explains types of leave 
employees may qualify for. 

• An employee who works for a covered employer, is eligible for FMLA, 
and is sick, or is caring for a family member who is sick, with COVID-19 
may be entitled to leave under the FMLA under certain circumstances.

• The FMLA protects eligible employees who are incapacitated by a serious
health condition, as may be the case with COVID-19 in some instances, or 
who are needed to care for covered family members who are incapacitated 
by a serious health condition. Leave taken by an employee solely for the 
purpose of avoiding exposure to COVID-19 is not protected under the FMLA.

• Sick leave is a paid leave that provides a safety net to continue income
during periods of an employee’s or immediate family member’s illness 
and recovery. Use may be monitored and investigated. Employees who are 
sick – especially if they are contagious – are strongly encouraged to stay 
home and use accrued sick leave.

• Contact HR with any questions about time off.



STAFF

Notified by family, friend, or colleague that they are sick with COVID-19 symptoms, are being tested for COVID-19 
or have tested positive (not an official public health notification of being identified as a close contact):

POSSIBLE EXPOSURE

If you are experiencing any symptoms consistent with COVID-19 (https://covid-19.myfcph.org/testing/) please do 
the following:

EXPERIENCING SYMPTOMS

1  Ask if they are symptomatic & onset date of symptoms.

IF NO SYMPTOMS, ASK: WHAT DAY THEY WENT FOR TESTING?

     Were you in close contact (less than 6ft for greater than 15 minutes 
 cumulative) to that individual for the 48 hours prior to them becoming
 symptomatic or if asymptomatic the day they were tested.

Stay home and quarantine until you hear back the results of the test.  Continue to monitor your 
health for signs/symptoms COVID-19.
If you're 2 weeks or longer past your second dose of Pfizer or Moderna or one dose of J&J, you do not have 
to quarantine. Monitor health for signs/symptoms and wear a mask when indoors. We recommend testing 
3-5 after last exposure.

Quarantine for 10 days or 7 days if you test negative on day 5 or later and remain asymptomatic. 
(You must be tested by a health care provider OR use BinaxNow Proctored test only.) 
If you're 2 weeks or longer past your second dose of Pfizer or Moderna or one dose of J&J, you do not have to 
quarantine. Monitor health for signs/symptoms and wear a mask when indoors. We recommend testing 3-5 
after last exposure.

Notify supervisor.

Discuss possible testing with your healthcare provider or take 
BinaxNow Rapid Test-take with proctor.

Notify supervisor.

IF YES AND THEY HAVE A POSITIVE TEST RESULT,

If being tested, isolate at home until test results come back.

If received an alternative diagnosis and NOT being tested, you may return to work when:  
24 hrs after symptom onset AND fever free for 24 hrs without taking any fever reducing 
medications AND general improvement of symptoms.  

IF POSITIVE: you are required to isolate for 10 days from symptom 
onset.

24 hrs after symptom onset AND fever free for 24 hrs without taking any 
fever reducing medications AND general improvement of symptoms.  

IF NEGATIVE may return to work when:  

Continue to monitor your health for signs/symptoms of COVID-19.

IF NO, THEN NO ACTIVITY RESTRICTIONS

DO NOT COME INTO THE OFFICE

NOTIFY YOUR SUPERVISOR THAT YOU ARE SICK

REACH OUT TO HEALTHCARE PROVIDER FOR TESTING OR 
ALTERNATIVE DIAGNOSIS

IF YES AND THEY ARE CURRENTLY BEING TESTED AWAITING RESULTS

1.

2.



SUPERVISOR
1. If you are notified that your staff member is COVID-19 positive

ASK STAFF WHEN SYMPTOMS STARTED

Identify when employee was last in office or working externally in the field/community.

If asymptomatic ask for date test performed.

Notify HR (Jen R.) and Prevention & Wellness (Alex J.).

Ask employee for list of FCPH employees that were in close contact to them (less than 
6ft more than 15 minutes cumulative) for 48 hours prior to symptom onset or if 
asymptomatic two days prior to test collection.

HR (Jen R.) will notify identified staff that they have been identified as a close contact 
and need to quarantine and monitor their health for signs/symptoms of COVID-19 for 
14 days from last exposure to the positive staff member.

The positive staff member will not be identified to staff members who
are determined close contacts.

If they have no symptoms, advise them to quarantine for 10 days or 7 days if they test 
negative on day 5 or later and remain asymptomatic. (They must be tested by HCP OR 
BinaxNow proctored test only.)

If you're 2 weeks or longer past your second dose of Pfizer or Moderna or one dose of J&J, you 
do not have to quarantine. Monitor health for signs/symptoms and wear a mask when indoors. 
We recommend testing 3-5 after last exposure. 

If they are experiencing symptoms, they must isolate for 10 days unless they have a negative 
test. Then, they must be must be 24 hours fever free without fever reducing medications AND 
have a general improvement of symptoms.

2. If you are notified that your staff member is a close contact 
 of a confirmed case:

ASK STAFF IF THEY HAVE SYMPTOMS & THE ONSET DATE

Notify HR (Jen R) and Prevention & Wellness (Alex J.).

3. If you are notified that your staff member is being tested for
 COVID-19 either because they have signs/symptoms of COVID-19 
 or have been told they have been identified as a close contact.

IF THEY ARE SYMPTOMATIC AND HAVE BEEN TESTED HAVE THEM
ISOLATE AT HOME UNTIL RESULTS COME BACK

IF THEY ARE BEING TESTED BECAUSE THEY WERE IDENTIFIED
AS A CLOSE CONTACT 

IF NEGATIVE:  must be 24 hours fever free without fever reducing medications AND 
have a general improvement of symptoms.

IF POSITIVE:  you are required to isolate for 10 days from symptom onset.

IF POSITIVE, follow #1 protocol above for next steps.

Stay home and quarantine until you hear back the results of the test. Continue to 
monitor your health for signs/symptoms COVID-19.

If you're 2 weeks or longer past your second dose of Pfizer or Moderna or one dose of J&J, you 
do not have to quarantine. Monitor health for signs/symptoms and wear a mask when indoors. 
We recommend testing 3-5 after last exposure.

Notify HR (Jen R.) and Prevention & Wellness (Alex J.).

1.

2.

3.
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