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Introduction

The purpose of this handbook is to provide information that will help employees transition back to work after the COVID-19 

Pandemic. The safety and well-being of all faculty, staff, and visitors are top priority for Socorro ISD. As we begin to transition 

back to working at a campus or department, various guidelines and procedures must be followed to ensure that all employees 

and visitors in the district feel safe and secure to effectively navigate the complexities of a “new normal” in Socorro ISD.

The safety guidelines being implemented require more frequent sanitizing of public and work areas, access to hand washing 

and/or hand sanitizer throughout the buildings, wearing face masks, maintaining three feet social distancing, avoiding 

large gatherings of people, and others detailed in this handbook. The cooperation of all staff in maintaining a safe working 

environment as we continue to fight the spread of COVID-19 is critical.

Socorro ISD will continue to meet the challenges of the COVID-19 pandemic with creativity and perseverance, exemplifying 

the commitment of educating all students for success.

This handbook is not a contract, an amendment of any written employment contract, or a substitute for the official district 

policies. It provides employees with guidance on the re-entry into the workplace and outlines the current best practices 

provided by federal, state, and local health authorities for removing or preventing COVID-19 in the workplace. 

The District will update this handbook as additional information becomes available.



SISD COVID-19 Employee Guidelines | 4

 
 
 
 
Department of Public Health 

Angela Mora – Health Director 
Department of Public Health  |  5115 El Paso Drive  |  El Paso, TX 79905 
O: (915) 212-6502  |  https://www.elpasotexas.gov/public-health/ 

 

ISOLATION AND QUARANTINE GUIDELINES FOR THE 
GENERAL POPULATION 

El Paso, Texas 
(UPDATED 01/06/2022) 

This Guidance supersedes the “Isolation and Quarantine Guidelines for Individuals” 
issued August 3, 2021.   
 
The following are the City of El Paso Department of Public Health (DPH) has updated 
its recommendations for Isolation and Quarantine in alignment with the Centers for 
Disease Control and Prevention (CDC) for all individuals, except Healthcare Workers.  
This guidance applies to the general population, including workplaces and K-12 
schools; it does not apply to healthcare settings, correctional institutions, or 
homeless shelters. The City of Department of Public Health and the CDC provide 
separate guidance for these settings.  
 

ISOLATION 
 
Isolation is used to separate people with confirmed or suspected COVID-19 from those 
without COVID-19. Regardless of vaccination status, people who are in isolation should 
stay home until it’s safe for them to be around others.  
 
Isolation for people who have COVID-19 and showing symptoms 
 
At home, anyone sick or infected should separate from others, or wear a well-fitting 
mask when they need to be around others. People in isolation should stay in a specific 
“sick room” or area and use a separate bathroom, if available.  
 
Everyone who has presumed or confirmed COVID-19 should stay home and isolate 
from other people for at least 5 full days (day 0 is the first day of symptoms or the date 
of the day of the positive viral test for asymptomatic persons). They should wear a 
mask when around others at home and in public for an additional 5 days.  
 
People who are confirmed to have COVID-19 or are showing symptoms of COVID-19 
need to isolate regardless of their vaccination status. This includes: 
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• People who have a positive viral test for COVID-19, regardless of whether or 
not they have symptoms. 

• People with symptoms of COVID-19, including people who are awaiting test 
results or have not been tested. People with symptoms should isolate even if 
they do not know if they have been in close contact with someone with COVID-
19. 

 
Ending isolation for people who had COVID-19 and had symptoms 
 

• If an individual had COVID-19 and had symptoms, he/she must isolate for at 
least 5 days. To calculate the 5-day isolation period, day 0 is the first day of 
symptoms. Day 1 is the first full day after symptoms developed. Individuals 
can leave isolation after 5 full days. 

• Individuals can end isolation after 5 full days if they are fever-free for 24 hours 
without the use of fever-reducing medication and their other symptoms have 
improved (Loss of taste and smell may persist for weeks or months after 
recovery and need not delay the end of isolation). 

• Individuals should continue to wear a well-fitting mask around others at home 
and in public for 5 additional days (day 6 through day 10) after the end of 
their 5-day isolation period. If unable to wear a mask when around others, 
individuals should continue to isolate for a full 10 days.  

• Avoid people who are immunocompromised or at high risk for severe disease, 
and nursing homes and other high-risk settings, until after at least 10 days. 

• If a person continues to have fever or their other symptoms have not 
improved after 5 days of isolation, they should wait to end their isolation until 
they are fever-free for 24 hours without the use of fever-reducing medication 
and their other symptoms have improved. They must continue to wear a well-
fitting mask; and contact their healthcare provider they if have questions. 

• Do not travel during the 5-day isolation period. After ending isolation, avoid 
travel until a full 10 days after the first day of symptoms. If an individual must  
travel on days 6-10, wear a well-fitting mask when around others for the 
entire duration of travel. If unable to wear a mask, the individual should not 
travel during the 10 days. 

• Do not go to places where unable to wear a mask, such as restaurants and 
some gyms, and avoid eating around others at home and at work until a full 
10 days after your first day of symptoms. 

• If an individual has access to a test and wants to test, the best approach is to 
use an antigen test (*) towards the end of the 5-day isolation period. Collect 
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the test sample only if fever-free for 24 hours without the use of fever-
reducing medication and your other symptoms have improved (loss of taste 
and smell may persist for weeks or months after recovery and need not delay 
the end of isolation). If the test result is positive, the individual should 
continue to isolate until day 10. If test result is negative, the individual can 
end isolation, but continue to wear a well-fitting mask around others at home 
and in public until day 10. Follow additional recommendations for masking 
and restricting travel as described above. 

 
* As noted in the labeling for authorized over-the counter antigen tests: 
Negative results should be treated as presumptive. Negative results do not rule out 
SARS-CoV-2 infection and should not be used as the sole basis for treatment or patient 
management decisions, including infection control decisions. To improve results, 
antigen tests should be used twice over a three-day period with at least 24 hours and 
no more than 48 hours between tests. 
 
Note that these recommendations on ending isolation do not apply to people with 
severe COVID-19 or with weakened immune systems (immunocompromised). See 
section below for recommendations for when to end isolation for these groups. 
 
Ending isolation for people who were severely ill with COVID-19 or have a 
weakened immune system (immunocompromised) 
 

• People who are severely ill with COVID-19 (including those who were 
hospitalized or required intensive care or ventilation support) and people with 
compromised immune systems might need to isolate at home longer. They 
may also require testing with a viral test to determine when they can be 
around others. CDC recommends an isolation period of at least 10 and up to 
20 days for people who were severely ill with COVID-19 and for people with 
weakened immune systems. We recommend people consult with their 
healthcare provider about when  to resume being around other people. 

• People who are immunocompromised should talk to their healthcare provider 
about the potential for reduced immune responses to COVID-19 vaccines and 
the need to continue to follow current prevention measures (including 
wearing a well-fitting mask, staying 6 feet apart from others they don’t live 
with, and avoiding crowds and poorly ventilated indoor spaces) to protect 
themselves against COVID-19 until advised otherwise by their healthcare 
provider.  



SISD COVID-19 Employee Guidelines | 7

 
 
 
 
Department of Public Health 

Angela Mora – Health Director 
Department of Public Health  |  5115 El Paso Drive  |  El Paso, TX 79905 
O: (915) 212-6502  |  https://www.elpasotexas.gov/public-health/ 

 

• Close contacts of immunocompromised people – including household 
members – are strongly encouraged to receive all recommended COVID-19 
vaccine doses to help protect these people. 

  
Ending isolation for people who tested positive for COVID-19 but had no symptoms 
 
If you test positive for COVID-19 and never develop symptoms, isolate for at least 5 
days. Day 0 is the day of your positive viral test (based on the date you were tested) 
and day 1 is the first full day after the specimen was collected for your positive 
test. You can leave isolation after 5 full days. 

• If you continue to have no symptoms, you can end isolation after at least 5 
days. 

• You should continue to wear a well-fitting mask around others at home and in 
public until day 10 (day 6 through day 10). If you are unable to wear a mask 
when around others, you should continue to isolate for 10 days. Avoid people 
who are immunocompromised or at high risk for severe disease, and nursing 
homes and other high-risk settings, until after at least 10 days. 

• If you develop symptoms after testing positive, your 5-day isolation period 
should start over. Day 0 is your first day of symptoms. Follow the 
recommendations above for ending isolation for people who had COVID-19 
and had symptoms. 

• Do not travel during your 5-day isolation period. After you end isolation, avoid 
travel until 10 days after the day of your positive test. If you must travel on 
days 6-10, wear a well-fitting mask when you are around others for the entire 
duration of travel. If you are unable to wear a mask, you should not travel 
during the 10 days after your positive test. 

• Do not go to places where you are unable to wear a mask, such as restaurants 
and some gyms, and avoid eating around others at home and at work until 10 
days after the day of your positive test. 

 
If an individual has access to a test and wants to test, the best approach is to use 
an antigen test1 towards the end of the 5-day isolation period. If your test result is 
positive, you should continue to isolate until day 10. If your test result is negative, 
you can end isolation, but continue to wear a well-fitting mask around others at 
home and in public until day 10. Follow additional recommendations for masking and 
restricting travel described above. 
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1As noted in the labeling for authorized over-the counter antigen tests external icon: 
Negative results should be treated as presumptive. Negative results do not rule out 
SARS-CoV-2 infection and should not be used as the sole basis for treatment or patient 
management decisions, including infection control decisions. To improve results, 
antigen tests should be used twice over a three-day period with at least 24 hours and 
no more than 48 hours between tests. 
 
Isolation in high-risk congregate settings 
 
In certain high-risk congregate settings that have high risk of secondary transmission 
and where it is not feasible to cohort people (such as correctional and detention 
facilities, and homeless shelters), CDC recommends a 10-day isolation period for 
residents. During periods of critical staffing shortages, facilities may consider 
shortening the isolation period for staff to ensure continuity of operations. Decisions 
to shorten isolation may be made in consultation with the Department of Public 
Health to take into consideration the context and characteristics of the facility. CDC’s 
setting-specific guidance may be consulted to provide additional recommendations 
for these settings.  

QUARANTINE 
 
The purpose of quarantine is to physically separate an individual exposed to COVID-
19 from others that are currently healthy, thereby avoiding further spread of the 
virus among susceptible individuals. 
 
Who does not need to quarantine:  
 
People who came into close contact with someone with COVID-19 and are in one of 
the following groups, do not need to quarantine. 

• Those of ages 18 or older and have received all recommended vaccine doses, 
including boosters and additional primary shots for some 
immunocompromised people. 

• Those of ages 5-17 years who completed the primary series of COVID-19 
vaccines. 

• Those who had confirmed COVID-19 within the last 90 days (tested positive 
using a viral test). 
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All of the above groups should wear a well-fitting mask around others for 10 days 
from the date of last close contact with someone with COVID-19 (the date of last 
close contact is considered day 0).  
 
Get tested at least 5 days after you last had close contact with someone with COVID-
19. If test positive or develop COVID-19 symptoms, isolate from other people and 
follow recommendations in the Isolation section below.  
 
If tested positive for COVID-19 with a viral test within the previous 90 days and 
subsequently recovered and remain without COVID-19 symptoms, you do not need 
to quarantine or get tested after close contact.  
 
Should wear a well-fitting mask around others for 10 days from the date of last close 
contact with someone with COVID-19 (the date of last close contact is considered day 
0). 
 
After quarantine 
 

• Watch for symptoms until 10 days after last close contact with someone with 
COVID-19. 

• If there are symptoms, isolate immediately and get tested. 
 
Quarantine in high-risk congregate settings 
 
In certain congregate settings that have high risk of secondary transmission (such as 
correctional and detention facilities, and homeless shelters), CDC recommends a 10-
day quarantine for residents, regardless of vaccination and booster status. During 
periods of critical staffing shortages, facilities may consider shortening the quarantine 
period for staff to ensure continuity of operations. Decisions to shorten quarantine in 
these settings made be made in consultation with the Department of Public Health. 
The CDC’s setting-specific guidance may also be consulted for additional 
recommendations for these settings. 
 
References: 
https://www.cdc.gov/coronavirus/2019-ncov/your-health/quarantine-isolation.html 
 
https://www.cdc.gov/coronavirus/2019-ncov/if-you-are-sick/quarantine-isolation-
background.html 
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Public Health Guidance 
January 7, 2022 

 
The guidance in this document is authorized by Executive Order GA-38, which has the effect of state 
law under Section 418.012 of the Texas Government Code. Executive Order GA-38 provides TEA with 
the legal authority to publish requirements for the operation of public school systems during the 
COVID-19 pandemic. This document takes effect immediately, replacing all prior guidance. TEA 
recommends that public school systems consult with their local public health authorities and local legal 
counsel before making final decisions regarding the implementation of this guidance. This guidance is 
subject to change as new information becomes available.  
 
This guidance addresses: 

• On-campus instruction 
• Non-UIL extracurricular sports and activities 
• Any other activities that students must complete  

 
For guidance on matters related to school system staff, please refer here.  
Additionally, as a reference for practices recommended by the CDC, see here. 
 
Required Actions if Individuals with Test-Confirmed Cases Have Been in a School 

1. If an individual who has been in a school is test-confirmed to have COVID-19, the school  
must notify its local health department, in accordance with applicable federal, state and local 
laws and regulations, including confidentiality requirements of the Americans with 
Disabilities Act (ADA) and Family Educational Rights and Privacy Act (FERPA). 

2. Upon receipt of information that any teacher, staff member, student, or visitor at a school is 
test-confirmed to have COVID-19, the school must submit a report to the Texas Department 
of State Health Services via an online form. The report must be submitted each Monday for 
the prior seven days (Monday-Sunday). 

3. Consistent with school notification requirements for other communicable diseases, and 
consistent with legal confidentiality requirements, schools must notify all teachers, staff, 
and families of all students in a classroom or extracurricular or after-school program cohort 
if a test-confirmed COVID-19 case is identified among students, teachers or staff who 
participated in those classrooms or cohorts.  
 

Masks (restatement of pre-August 19th guidance document) 
Per GA-38, school systems cannot require students or staff to wear a mask. GA-38 addresses 
government-mandated face coverings in response to the COVID-19 pandemic. Other 
authority to require protective equipment, including masks, in an employment setting is not 
necessarily affected by GA-38. 
 
School systems must allow individuals to wear a mask if they choose to do so. 
 

Students Who Have COVID-19 
As provided in this Department of State Health Services (DSHS) Rule, school systems must 
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Department of Athletics 
SAC • 1300 Joe Battle • El Paso, Texas 79936 • Phone 915-937-0505 • www.sisd.net/sisdathletics 

 
 

 
 

OUT-OF TOWN 
TRAVEL PROTOCOLS 

 
COVID-19 Standard Protocols for Students and District Employees 

 
COVID-19 Wellness Check 

• 

Roster of Student Participants and Sponsors 
• 

• 

Bus / Room Procedures 
• 
• 
• 

• 
• 
• 
• 
• 
• 
• 

 
Isolation Area 

• 

• 

• 

• 



SISD COVID-19 Employee Guidelines | 24

Department of Athletics 
SAC • 1300 Joe Battle • El Paso, Texas 79936 • Phone 915-937-0505 • www.sisd.net/sisdathletics 

 
 

 
• 

Team Procedures 
• 

• 
• 

 
I have reviewed and understand the rules and guidelines of the Socorro ISD travel policy. 
As parent/guardian of ______________________________________________________, we have elected to: 
 

( ) Allow my child to travel in a district vehicle to attend an out of town athletics, competitive, 
or leadership event. 

• I attest that my child is healthy and has not been exposed to a COVID-19 positive 
individual within the last 14 days. 

• If my child develops any illness symptoms, I will expeditiously or promptly go to the 
out-of-town venue to pick up my child. 

 
( ) Allow my child to participate in the out of town athletic, competitive, or leadership event 
but I will transport my child to and from the venue. 
 
( ) Not allow my child to participate in the out of town athletic, competitive, or leadership 
event
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Discipline Flow Chart - for Any Violation of the 
SISD COVID-19 Guidelines and Procedures Protocols / Mandates 

Infraction(s): (Not Limited to the Items Listed below)
• NOT completing the E-Swipe Entry.
• NOT completing the E-Swipe Entry truthfully or accurately.
• NOT giving accurate information during a contact tracing investigation 
• Completing the E-Swipe entry; BUT the employee continued to go 

into / or / arrived at their work site / or / entered a District Facility; 
when they are feeling sick or infected with COVID-19. 

• Continued to go to work or entered a District Facility when they 
are currently under a 14 day quarantine or are under “stay home” 
orders from their medical provider.

Consequences:

1. Counseling Record
2. Written Reprimand
3. Suspension/Administrative Leave or Termination of Employment 

• If infraction is considered severe, then consequence could lead 
immediately to a more severe consequence to include termination 
of employment.

Outcome of Infraction(s):

• Documentation of Incident (Counseling Record/Written Reprimand) 
le.

Socorro Independent School District does not discriminate on the basis of race, color, religion, gender, sex, national origin, age, disability, military status, genetic information, or any other basis prohibited 
by law in its employment practices or in providing education services, activities, and programs, including career and technical education (vocational programs). For additional information regarding Socorro 

•  Advising, informing, or directing students or parents not to participate in
    Rapid Testing.
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General Guidelines 

E-SWIPE Health Tracker to help keep SISD Safe
Team SISD staff and students will be using the Electronic Self-screening Wellness Information Protocol for Entry or E-SWIPE will be 

required for entry to SISD schools and district facilities for the 2021 - 2022 school year to report Covid-19 indicators only. E-Swipe 

is an easy-to-use online health tracker.

E-SWIPE can be found on:

 • SISD website

 • Team SISD App.

 • School websites

 • my.sisd.net employee and student portal

 • Link in a text that was sent to employees/students

All employees and students will be required to use E-SWIPE to report a Covid-19 indicator(s) only.

Instructions:

 • Click on the student or employee button.

 • Enter your last name and staff ID or student ID number.

 • Read through the Wellness Indicators and select all that apply.

If you indicate you are feeling sick, you will be asked to indicate which symptoms you are feeling. If you click on the COVID-19 

exposure or COVID-19 indicators, you will be asked to fill out a contact tracing questionnaire.

Building Hours

District Service Center hours are from 7:30 a.m. to 5:00 p.m. 

Campus hours range from 7:15 a.m. to 4:30 p.m.

Summer Break
SISD summer district closure June 28, 2021 – July 5, 2021

Socorro ISD App
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Employee Check In/Check Out
Socorro ISD requires that all non-exempt employees use Time Clock Plus to clock in and out to record their time worked. 

Exempt employees and other visitors may be required to use the Hall Pass when entering an SISD facility.

All time clock procedures and rules apply to both options. These procedures and rules can be found in Policy DEAB and 

Regulation DEAB.

If an employee takes time off, the employee is responsible for ensuring that their absence is reported in absence management 

and requesting the time off from their supervisor as outlined in Policy DEC (Regulation).

The total hours of the workweek may be a combination of both on-site work and at home work based on the employee’s 

work arrangement with their supervisor.

Employee Safety and Health
The Socorro Independent School District continues to monitor the progression of COVID-19. With more than 6,800 employees 

across the district, we all play an important role in minimizing the risk and impact to each other and our operations. Your health 

and safety remain top priority. As a result, the district continues to implement a variety of safety measures and to scale safety 

efforts as quickly as possible to keep everyone safe. In order to address the spread of COVID-19, it is important to know how 

the virus transmits.

Transmission of COVID-19
The virus that causes COVID-19 is thought to spread from person to person through respiratory droplets when an infected 

person coughs or sneezes. These droplets can land in the mouths or noses of other people who are nearby. Spread of the virus 

is more likely when people are in close contact for an extended period. People are thought to be contagious up to two days 

before symptoms begin and are most contagious when they are actively sick. 

The Centers for Disease Control and Prevention (CDC) website provides the latest information about COVID-19 transmission:  

https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/how-covid-spreads.html

Symptoms of COVID-19
The new corona virus (COVID-19) is not the same as the corona-viruses that cause mild illnesses like the common cold. 

Infection with COVID-19 can cause illness ranging from mild to severe and in some cases can be fatal. Based on what is 

currently known symptoms may appear 2 to 14 days after exposure to the virus. Symptoms of COVID-19 typically include 

cough, shortness of breath or difficulty breathing, chills or repeated shaking with chills, fever (≥100.0°F), muscle pain, sore 

throat and, in some cases, a loss of taste or smell. Other less common symptoms include nausea, vomiting, and/or diarrhea. 

In some cases, infected persons have no signs or symptoms and are referred to as asymptomatic.

While most cases have been among adults, symptoms of COVID-19 in children are like symptoms in adults. Symptoms of 

COVID-19 in children typically include cold-like symptoms, such as fever, runny nose, and cough. Vomiting and diarrhea 

have also been reported. The CDC recently issued a Health Advisory regarding cases of an inflammatory syndrome (MIS-C) 

in children. Signs and symptoms of MIS-C include: fever (≥100.0°F), stomach pain along with diarrhea or vomiting and, in 

some cases, a rash, bloodshot eyes, neck pain, swollen hands and feet. There is more to learn about how the disease affects 

children.

Campus and Department Leaders
Each campus and department will be responsible for enforcing and monitoring the safety protocols and procedures within 

the campus and department.
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Enhanced Cleaning

Enhanced cleaning protocols have been put in place as a result of COVID-19 and are based on current local health and 

government guidelines. Utilization of EPA Registered chemical for disinfection, focus on proper dwell time (contact time) of 10 

minutes for proper disinfection of chemicals and increased frequency of disinfecting high touch surfaces such as doorknobs, 

elevator buttons, counter tops, handrails, light switches, restroom fixtures, desks, phones, keyboards and mouse.

Areas of enhanced focus are restrooms, offices, elevators, kitchen and/or break areas, vending machines, copier/printers, 

equipment, front desk and lobby areas.

Suggested personal area cleaning are desks, computer keyboards and mouse, phone, remote control, chair arms, file cabinet 

drawer handles, personal microwaves, refrigerators and appliances including coffee machines.

Stop the Spread of Germs

Social Distancing

The District will continue with social distancing protocols within our buildings. Individuals should keep a three-foot minimum 

distance.

Limiting face-to-face contact with others is the best way to reduce the spread of corona-virus disease (COVID-19).

Social distancing, also called “physical distancing,” means keeping space between yourself and other people outside of 

your home.

To practice social or physical distancing stay at least three feet (about one arms’ length) from other people.

In addition to everyday steps to prevent COVID-19, keeping space between you and others is one of the best tools we have 

to avoid being exposed to this virus and slowing its spread locally and across the country and world.
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Limit close contact with others outside your household in indoor and outdoor spaces. Since people can spread the virus before 

they know they are sick, it is important to stay away from others when possible, even if you—or they—have no symptoms. 

Social distancing is especially important for people who are at higher risk for severe illness from COVID-19.

Many people have personal circumstances or situations that present challenges with practicing social distancing to prevent 

the spread of COVID-19. Please see the following guidance for additional recommendations and considerations:

• Households Living in Close Quarters: How to Protect Those Who Are Most Vulnerable

• Living in Shared Housing

• People with Disabilities

• People Experiencing Homelessness

• Separate from others to limit the spread of COVID-19

• Take care of yourself while you’re sick

Face Masks

For employees, students, and visitors wearing of a face mask is optional, if you elect to wear a face mask, you should wear 

the face mask that covers the nose and mouth.

What is a Face Mask?
Face masks are one tool utilized for preventing the spread of disease. They may also be called dental, isolation, laser, medical, 

procedure, or surgical masks. Face masks are loose-fitting masks that cover the nose and mouth, and have ear loops or ties 

or bands at the back of the head. There are many different brands and they come in different colors.
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Personal Face Masks
• Must cover the nose and mouth to maintain effectiveness.

• Must be secured to minimize the need to adjust frequently.

• Must be work-appropriate, non-offensive, not considered derogatory or otherwise disrespectful to team members or 

visitors. Logos, graphics, and designs must be professionally appropriate as outlined in the district’s dress code policy.  

(This includes, but is not limited to, vulgar slogans/designs/graphics, profanity, etc.).

• Should not be loose material that could get caught in machinery or cause injury.

• Does not need to be medical grade.

• 

• 

Hand Washing
Employees should wash their hands often for at least 20 seconds with soap and water or use hand sanitizer that contains at 

leave 60% alcohol. Employees are encouraged to wash hands frequently and avoid touching their face. 
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Gloves

How to Remove Gloves
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A How-To Guide for the Removal (Doffing) of Disposable Gloves:

• Pinch and hold the outside of the glove near the wrist area.

• Peel downwards, away from the wrist, turning the glove inside out.

• Pull the glove away until it is removed from the hand and hold the inside-out glove with the gloved hand.

• With your un-gloved hand, slide your finger/s under the wrist of the remaining glove, taking care not to touch the out-

side of the glove.

• Again, peel downwards, away from the wrist, turning the glove inside out.

• Continue to pull the glove down and over the inside-out glove being held in your gloved hand.

• This will ensure that both gloves are inside out, one glove enveloped inside the other, with no contaminant on the 

bare hands.

DO’s and DON’Ts

And finally a few DO’s and DON’Ts to remember:

DON’T touch environmental surfaces – ex: door handles, a keyboard, a computer mouse – with contaminated gloves DON’T 

touch your face or adjust PPE with contaminated gloves

DON’T remove one glove, and then pull the other glove off by the fingertips

DON’T reuse disposable gloves once they have been removed

DO safely remove excess liquid beforehand

DO change gloves when heavily soiled or if torn

DO dispose of used gloves appropriately

DO cleanse hands in line with wellness guidelines

DO please follow our easy instructions!

Main Lobby

Spaces will be reconfigured to achieve social distancing. This will include the removal of seats and the closure of lounges 

within open areas, and the use of spacing tables at reception areas.

All visitors will be required to follow established safety protocols. The front desk staff will check with the visitor and ask if they 

have an appointment.
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Elevators
Elevator processes will be marked with designated standing locations on each floor. Employees must follow the same 

procedures on other floors. The maximum capacity allowed in the elevator will be determined by the campus administrator 

or site administrator.

Wear gloves or use a tissue or paper towel when touching the elevator buttons.

Conference and Training Rooms

The following guidelines will apply to the use of conference rooms and shared workspaces:

• Capacity will only be approved at percentage of the normal allowed capacity for the space.

• Seating, if used, should be situated so that persons are always at least three feet apart.

• White boards can be used, and it is recommended that the writing utensils be wiped down between use of each 

participant(s).

• Tables and surfaces should be wiped down with sanitizing products at the start and end of each meeting.
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To best protect employees in these areas the following guidelines are in place:

Restrooms
In addition, employees must use caution when touching toilets, sinks, or any other objects in the restrooms. Employees must 

attempt to wash their hands prior to using the restroom and after using the restroom.

Stairwells 

Staff or visitors may use the stairwells. They are strongly encouraged to follow the three-foot social distancing. All stairwells will 

be disinfected regularly. 

Meals and Break Rooms

While there is no data to suggest that COVID-19 can be transmitted through properly cooked and handled food, the corona-

virus is highly transmissible in locations like communal kitchens and break rooms where people are gathered in close proximity 

for extended periods of time and where  surfaces are  improperly  sanitized between use. 

Workstations and Cubicles

Employees will be required to follow a “clean desk” protocol. No food, drinks or other items that can be damaged should 

remain on the desk at the end of the workday. Personal cups, water bottles, etc., should be put away in drawers or cabinets. 

The workstation of an employee who demonstrates symptoms consistent with COVID-19 or has been diagnosed with COVID-19 

will not be used for 24 hours. After 24 hours, the workstation will be cleaned and sanitized. 

Break Rooms 

Vending Machines

Hand Sanitizer 

• Employees may use break rooms, with proper three foot social distancing.

• Congregating will not be permitted.

• While these areas will be sanitized daily, cleaning products will be made 

available so that you may personally sanitize surfaces, handles, etc., 

before and after your personal use.

• Sharing of any foods or utensils is strongly discouraged.

• Vending machines will be available for use.

• Hand sanitizer will be available throughout work locations.
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Supply Rooms, Copy Rooms, and Shared Equipment

Teams should assign a designee responsible for fulfilling supply requests. This will limit the number of people accessing the 

space and provide for minimal contamination of resources provided that appropriate PPE and distancing are in place.

While shared equipment will be treated frequently, individuals are responsible for sanitizing shared equipment, such as copy 

machines, before and after use.

Sharing supplies, such as pens, pencils, notepads, etc., and congregating in work and supply areas is strongly discouraged. 

Desks and any touchable surfaces should be wiped down daily at the end of use.

If a supply area is locked, or otherwise unavailable to you, please consult your supervisor prior to attempting to gain access.

Employee Self-Screening

Health Questions

We encourage employees to self-screen before going to work and determining if they have any of the following new or 

worsening signs or symptoms of possible COVID-19:

• Cough

• Shortness of breath or difficulty breathing

• Chills

• Repeated shaking with chills

• Muscle pain

• Headache

• Sore throat

• Loss of taste or smell

• Diarrhea

• Feverish feeling or a measured temperature equal to or greater than 100.0°F

• Known close contact with a person who is lab-confirmed to have COVID-19

If running a fever of 100.0°F or higher or feeling ill, please stay at home. Make sure to contact your health provider, when 

needed, and notify your supervisor regarding your absence.

Individuals with temperature readings over 100.0°F will not be permitted to report to work and will be directed to a designated 

area where they will be given information to the Department of Human Resources for further instructions.

Employees will be asked the following health questions:

1. In the past two weeks, have you had close contact or lived with someone diagnosed with COVID-19?

2. If you have had close contact or live with a person known to have COVID-19, you will not be permitted to report   

              back to work until assessed by a health care provider.

If you have any symptoms of COVID-19 or are diagnosed with COVID-19, you will not be permitted to work until you have a 

medical professional’s note clearing you to return to work.

If you become ill during the workday and exhibit any symptoms of COVID-19 or are diagnosed with COVID-19, you will not be 

permitted to work and will be required to go home until you have a medical professional’s note clearing you to return to work. 

You must provide the medical clearance to the Department of Human Resources prior to returning to work.

If an employee develops symptoms of COVID-19 during the workday or are confirmed to have COVID-19 infection, the 

following steps must be taken to reduce transmission:  
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 • Separate ill staff from others and send them home.

 • Contact Maintenance for Standard Operating Procedures of cleaning/disinfection.

 • In most cases, the department/facility will not need to be shut down.

 • Contact Absence Management at leaves@sisd.net to assist with contact tracing to determine other staff that       

    may have been exposed to the virus.

 • The Department of Human Resources will inform staff of possible exposure to virus while maintaining confidentiality.

For more information about what to do if you become ill, visit:       

https://www.cdc.gov/coronavirus/2019-ncov/if-you-are-sick/index.html

In the District, you may contact the SISD Employee Health Clinic at (915) 937-2750 or the Department of Human Resources at 

(915) 937-0298 or email at  leaves@sisd.net.

COVID-19 Confirmed Cases 

Guidelines for Staff with Confirmed COVID-19, COVID-19 Symptoms, or Family Members with COVID-19 Symptoms

Due to the contagious nature of the virus, all staff should stay informed, practice healthy habits, and avoid sharing equipment 

when possible to prevent the spread of COVID-19.

Signs or symptoms may appear two-14 days after exposure to the virus. People with the following symptoms may have 

COVID-19:

• Cough

• Shortness of breath/difficulty breathing

• Chills/repeated shaking with chills

• Muscle pain

• Headache

• Sore throat

• Loss of taste or smell

• Diarrhea

• Fever ≥100.0°F or feverish feeling

• Known close contact with a person who has COVID-19

Parking

Be aware of your surroundings when entering/exiting your vehicle to ensure that social distancing is being practiced. If at all 

possible, park where there is a parking space in between your vehicle and the neighboring vehicle. 
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Employee, Student, or Visitor Reports a Positive COVID-19 Test

Notify
School Nurse

Notify
Absence Management in HR

(915) 937-0298
or Leaves@sisd.net

Employee Notifies 
Department 

of HR Absence 
Management.

SISD Administration 
determines 

necessary means to 
clean and disinfect 
based on current 

guidelines and risk of 
exposure.

Absence 
Management 

Notifies Cabinet and 
Respective Admin 

Team.

Cabinet and 
Respective Admin 

Team will be 
notified to work 

collaboratively with 
Health Clinic and HR 
on recommendations 

and next steps.
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Return to Work Guidelines

The virus that causes COVID-19 can be spread to others by infected persons through respiratory droplets from those who have 

few symptoms, no symptoms or are mildly ill. Due to the contagious nature of the virus, all staff should stay informed and take 

actions based on common sense and good judgment.

Staff with reported symptoms, who have been exposed to persons known to be infected and or have been confirmed 

COVID-19 may not return to work until staff member has a statement from a medical professional that clears them to return to 

work. The end of the 14- day self-quarantine period from the last date of exposure cannot anticipate every unique situation.

Employees with confirmed COVID-19 may not return to work until:

The employee has been evaluated by a licensed Physician and provides the Department of Human Resources with a medical 

certification stating that they are released to return to work. Employees may also visit the SISD Health Clinic for evaluation. You 

may contact the Department of Human Resources at (915) 937-0298 or email at leaves@sisd.net or the SISD Employee Health 

Clinic at (915) 937-2750.

Contact Tracing

What you need to know about COVID-19 Contact Tracing

Q: What is contact tracing?

A: Contact tracing is a disease control measure to identify persons who may have been exposed to an infectious disease 

(COVID-19, Flu, etc.) and alert their close contacts of their exposure.

Q: Why is contact tracing done?

A: The goal of contact tracing is to help prevent the further spread of infection, to identify hotspots of infection, and to protect 

friends, families and communities from potential infection.

Q: Is contact tracing confidential?

A: Confidentiality is critical to the success of contact tracing. Your information will be confidential and the identity of the

person(s) who may have been exposed will not be shared.

 

Q: How is contact tracing done?

A: Trained health services staff work with persons diagnosed with COVID-19 to help them recall everyone who they had close 

contact with while they were infectious. Health services staff will notify person(s) who may have been exposed (contacts) as 

quickly as possible to prevent additional spread of the disease.

Q: How will contacts be notified?

A Health Services staff member will notify the contact by phone that they may have been exposed to COVID-19, provide 

information on symptoms, resources and encourage them to self- quarantine, if maintain social distancing (at  least 6 feet) 

from others they live with, until 14 days after their last known exposure. Contacts should self-monitor for symptoms, avoid 

contact with high-risk persons and take temperature if these symptoms develop:
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• Fever (≥100.0°F)

• Cough

• Chills

• Muscle Pain

• Shortness of breath / difficulty breathing

• Sore Throat

• New loss of taste or smell 

If contacts develop symptoms, they should seek medical care if needed, or call 911 if there is a medical emergency.

 

Q: What will be said to my close contacts about me?

A: Identified contacts will be told they were potentially exposed. They will be asked questions about their symptoms in relation 

to COVID-19. 

Contacts will receive information about how to monitor symptoms through the monitoring tool, and information about what 

to do if they become sick.

Q: How has contact tracing been used previously?

A: Contact tracing was used during the 2014 Ebola virus outbreak, as well as in the SARS outbreak in 2003. Contact tracing is 

also used to combat measles and tuberculosis. 

For more information about contact tracing: SISD’s Employee Health Clinic at (915) 937-2750.

Employee Support

All staff members are encouraged to communicate any concerns to their supervisor, who will be able to further direct them 

in the event additional services, information, and/or considerations are needed.

Below are resources available for employees.
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Resources

Cigna
SISD Covered
Employees and 
Dependents

Absence Management
Department of Human Resources

Americans with Disabilities Act
(ADA) Accommodations

Cigna 24/7 (800) 244-6224

(915) 937-2750

(915) 937-0298

(915) 937-0298
(915) 937-0205
(915) 937-0232

(866) 327-2400

Dial 2-1-1 and
choose option 6

(800) 322-4636

11950 Bob Mitchell Dr. El Paso, Tx 79936
Monday through Friday from 7:00 am to 6:00 pm
Saturdays from 8:00 am to 12:00 pm

www.mycigna.com

benefits@sisd.net

leaves@sisd.net

www.deeroakseap.com

http://www.epstrong.org/testing.php
coronavirus@dshs.texas.gov

https://www.cdc.gov/coronavirus/2019-
ncov/if-you-are-sick/index.html

www.urgentcarekids.com

Employee Health
Clinic

SISD Benefits

Employee Assistance Program
(EAP)

ELPASOSTRONG
COVID-19 Testing Locations
Health Orders
FAQ
Guidance

Centers for Disease Control
and Prevention

Virtual Care for Kids
(Pediatric Urgent Care, PA)
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Additional Information

Guidelines for Sanitizing Technology Devices (Appendix A)

Dress Code Memo and Guidelines (Appendix B)

Guidelines for Sanitizing Technology Devices: 

Safety Precautions to 
Best Protect Yourself 
and Others.

General Cleaning Tips

• When cleaning technology devices, it is important to follow 

manufacturer guidance.

• Wear a face mask.

• Wear gloves when handling technology items.

• Wash hands frequently or use hand sanitizer with at least  60% alcohol.

• Maintain at least six feet of distance when verifying the delivery or 

receipt of technology items.

• Use a lint-free cloth, screen wipe or microfiber cloth.

• Prior to sanitizing a laptop, close the laptop, remove the battery from 

the bottom and unplug all external power sources and cables.

• Open the laptop after disconnecting the battery.

• Avoid placing pressure on the screen; pushing on the screen or 

excessive wiping can damage the pixels of a flat-screen monitor.

• Remove dirt, dust and crumbs from the keyboard, using a can of 

compressed air.

• Do not use bleach or other aerosol sprays.

• Do not submerge or spray cleaner directly on devices.



SISD COVID-19 Employee Guidelines | 42



SISD COVID-19 Employee Guidelines | 43



SISD COVID-19 Employee Guidelines | 44

Socorro ISD Board of Trustees
Eduardo Mena, President

Pablo Barrera, Vice President
David O. Morales, Secretary

Ricardo O. Castellano, Trustee
Paul Guerra, Trustee

Cynthia A. Najera, Trustee
Michael A. Najera, Trustee

Superintendent of Schools
Nate Carman, Ed. D.

Socorro ISD District Service Center
12440 Rojas Dr. • El Paso, TX 79928 • Phn 915.937.0000 • www.sisd.net

Socorro Independent School District does not discriminate on the basis of race, color, religion, gender, sex, national origin, age, disability, military status, genetic information, or any other basis prohibited by law in its employment practices or in providing education 
services, activities, and programs, including career and technical education (vocational programs).  For additional information regarding Socorro Independent School District’s policy of nondiscrimination contact: (915) 937-0201, 12440 Rojas Dr., El Paso, TX  79928.


