
Yuba Community College District 
Protocol for when a Student or Employee Discloses that they are 

Experiencing COVID-19 Symptoms or Have Tested Positive 
(Version 8.0 – 11.18.2021) 

 

The following protocol is to be followed when a faculty or staff member identifies an individual that 

is exhibiting symptoms, or an individual discloses that they are experiencing COVID-19 

symptoms. 

According to the CDC, individuals with COVID-19 have had a wide range of symptoms – ranging 

from mild to severe illness. Symptoms may appear 2-14 days after exposure to the virus. 

People with these symptoms may have COVID-19: fever or chills, cough, shortness of breath or 

difficulty breathing, fatigue, muscle or body aches, headache, loss of taste or smell, sore throat, 

congestion or runny nose, nausea or vomiting, diarrhea. 

What to do if an individual at the district office or on a campus exhibits symptoms? 

Whether an employee, student, or individual(s) on district property that are sick or exhibiting 

symptoms of COVID-19 should be sent home. 

The following steps are to be followed if an individual discloses to a faculty or staff member that 

they are experiencing symptoms or may have been exposed to COVID-19. 

Steps 1 through 6 are for the faculty or staff member that receives the notification 

Step 1: Thank the individual for coming forward and notifying you. If they are on campus at 
  the time of notification, inform them that they must go home. 

Step 2:  Ask if they have sought medical care. If they have not, refer them to the 
document: Information If You May Be Experiencing COVID-19 Symptoms. A 
copy of that document is attached to this protocol, and can be found on the 
Coronavirus Update section of the district’s website at https://www.yccd.edu/central- 
services/coronavirus-covid-19/. 

Step 3:       Let them know that you will be contacting your supervisor to make them aware of the 
situation and let them know that either the College Contract Tracer or another 
Administrator from the college will be contacting them by the end of the day for follow 
up. Complete the COVID Reporting Form. 

 Area Forms 

o Woodland- Woodland Community College COVID-19 Reporting (office.com) 

o Yuba and District- YCCD COVID-19 Questionnaire and Reporting Form 

Assure them that you will keep their information in strictest confidence, but that you 
will need to share it with College leadership to ensure the safety of the college 
community.  

Please note: Legal counsel has advised us that under no circumstances should faculty, 

administrators, or staff disclose the name of an individual who has self-diagnosed or 

has a confirmed case of COVID-19 to other students, faculty, staff or members of the 

public, and disclosure should be on a need-to-know basis with respect to sharing with 

college or district employees. 

Step 4: Immediately contact the COVID Response Center at 
covidresponsecenter@yccd.edu to notify them about the student employee and 
provide the student’s or employee’s full name and ID. 

 

Step 5:  If the individual notified you in person (face to face) or has recently been attending a 

http://www.yccd.edu/central-services/coronavirus-covid-19/
http://www.yccd.edu/central-services/coronavirus-covid-19/
https://forms.office.com/Pages/ResponsePage.aspx?id=ED7uUiXsN02_oHyJmRjp_cQBdUSyaxlKixH_WfASyXVURFhOOFIwWFYyWTMzQzgwQjdCR1g5UlM0SC4u
https://forms.office.com/Pages/ResponsePage.aspx?id=ED7uUiXsN02_oHyJmRjp_bZqR1FUiQ5PkyfzXvA7f3lUQllFS1BVRUk1VjJZNzExNVpRSVhMNEVCUy4u
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face-to-face class, ask the person to leave the campus immediately and inform the 
COVID Response Center at covidresponsecenter@yccd.edu  to notify them about the 
student employee and provide the student’s or employee’s full name and ID. 

Please also copy your supervisor, leave the campus, and start self-quarantine 
according to public health guidelines or until the student that notified you has been 
cleared through testing. 

 

If they notified you over the phone or by email, this step is not necessary.

mailto:covidresponsecenter@yccd.edu


 

Steps 7 through 10 are for the COVID Response Center 

Step 7: Thank the faculty or staff member for contacting you. Let them know they will be 
reported to county public health officials. 

Step 8: Document the student or employee’s name, and ID number. Contact the President’s 
Office. 

Step 9: If a student, obtain a copy of their class schedule and then notify the student’s other 
instructors that, for personal reasons, the student will be absent from class for the 
immediate future. If all classes are distance education this is not necessary 

Step 10: Complete the YCCD M&O Disinfecting Request Form and Submit to M&O. 

 

The remaining steps are for the COVID Response Center 

Step 12: Call the student or employee and confirm the information that was received. Let the 
student or employee know you will be contacting the County Department of Public 
Health. 

       Remind the student or employee that they need to stay at home 
until they have been cleared by the COVID Response Center. Before returning to 
campus, they may be asked to provide documentation indicating that they have 
been cleared to return. Documentation should be provided to the COVID Response 
Center who will notify all appropriate parties. 

Let them know that all their instructors have been informed that they will not be in 
attendance for personal reasons. If classes are distance education this is not 
necessary. 

Ask to be kept informed of their status as they go through a self-quarantine period 
and/or recover from their symptoms. 

Step 13:  COVID Response Center will contact the Public Health Department to report the 
exposure, request contact tracing and for quarantine guidance. Notify all other parties 
that may be exposed as advised by the Health Officer. 

Step 14: Document the activity that took place during Steps 12 through 13 input in teams.  
 



Yuba Community College District 
 

Information if You May Be Experiencing COVID-19 Symptoms 
(Version 3.0 – 05.25.2020) 

 

According to the CDC, individuals with COVID-19 have had a wide range of symptoms – 

ranging from mild to severe illness. Symptoms may appear 2-14 days after exposure to the 

virus. Symptoms of COVID-19 may include: 

• Fever or chills 

• Cough 

• Shortness of breath or difficulty breathing 

• Fatigue 

• Muscle or body aches 

• Headache 

• Loss of taste or smell 

• Sore throat 

• Congestion or runny nose 

• Nausea or vomiting 

• Diarrhea. 
 

If you are experiencing COVID-19 symptoms, please be advised to do the following: 

1) Stay home, monitor your symptoms and if necessary, seek 

medical assistance. 

a. Contact your health care provider by phone for assessment. It is recommended that you 

call ahead and not just show up at their offices. 

b. If you do not have a health care provider and you are a student, contact the college 

health services office by telephone. 

• Woodland Community College: (530) 661-7758 

• Yuba College: (530) 740-1749 

c. If the college health services office is not available, you should contact the public health 

office for the county in which you reside. 

• Colusa County Public Health: (530) 458-0250 

• Glenn County Public Health: (530) 934-6588 

• Lake County Public Health: (707) 263-1090 

• Sutter County Public Health: (530) 822-7215 

• Yolo County Public Health: (530) 666-8643 

• Yuba County Public Health: (530) 749-6311 

2) Separate yourself from other people and animals in your home 

a. As much as possible, stay in a specific room and away from other people and pets in 

your home. If possible, you should use a separate bathroom. If you need to be around 

other people or animals in or outside of the home, wear a cloth face covering. 



3) Monitor Symptoms 

a. Follow care instructions from your healthcare provider and local health department. Your 

local health authorities may give instructions on checking your symptoms and reporting 

information. 

b. When to Seek Emergency Medical Attention: Look for emergency warning signs for 

COVID-19. If you are showing any of these signs, seek emergency medical 

care immediately: Trouble breathing; persistent pain or pressure in the chest; new 

confusion; inability to wake or stay awake; bluish lips or face. *This list is not all 

possible symptoms. Please call your medical provider for any other symptoms that are 

severe or concerning to you. 

4) Wear a facial covering when you are around other individuals 

5) Continue to follow the recommended prevention measures 

a. Wash your hands often with soap and water for at least 20 seconds. Use an alcohol- 

based hand sanitizer that contains at least 60% alcohol if soap and water are not 

available. 

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

c. Avoid close contact with people who are sick. 

d. Stay home when you are sick. 

e. Cover your cough or sneeze with a tissue, then throw the tissue in the trash. 

f. Clean and disinfect frequently touched objects and surfaces using a regular 

household cleaning spray or wipe. 

g. Avoid sharing personal household items – dishes, cups, towels, bedding, etc… 

h. Clean all “high-touch” surfaces everyday 

 
 

 
Source: Center for Disease Control 



 

M&O Disinfecting Request Form 
Email the form to: 

Yuba College and Sutter County Campus: bepp@yccd.edu (Bryan Epp) 

Woodland Community College, Colusa County Campus, and Lake County Campus: 

msinn@yccd.edu (Michael Sinn) and lmanzana@yccd.edu (Laurie Manzanarez) 

Please also upload the form to the share drive folder     M & O Emergency Cleaning and 

Disinfecting Request Forms--COVID 19 Protocol 

 

Location: (YC, WCC, LCC, CCC, 
DO) 

 

Date and Time of the Request:  

Department Name:  

Requestor’s Name, Telephone 
Number, and Email Address: 

 

Priority (Urgent, Non-Urgent):  

Specific Location (Building, Office, 
etc.) Disinfection Requested: 

 

Disinfection for Confirmed Positive 
Case for COVID-19 
(Yes or No) 

 

If Yes, Spaces that are exposed to a 
known case of COVID 19 will be 
quarantined at least 24 hours before 
M&O can Disinfect 

 

For Confirmed COVID-19 Positive 
Case 

 
(List Date and Time Location Exposed 

by sick individual) 
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