
Thank you all for your increased focus on health and safety procedures in recent weeks. The situation surrounding
the coronavirus can cause additional stress and we appreciate your ongoing efforts to minimize anxiety and keep
yourselves and your coworkers healthy.

This is a Quick Reference Sheet to help you make the right decisions for you, in line with our coronavirus protocols.
As always, if you have specific questions or a specific situation, contact your HR Business Partner.

14-Day Quarantine
Do Not Come to Work

Contact HR Business Partner
Limit Contact Potential Report to Work as Normal

Confirmed 
COVID-19 

Case

Close 
Proximity 
to Case
< 3 ft.

Same 
Household 

as Case

Suspected 
Contact

Everyone 
Else

ACTION
• Do not come to work

• Self-Quarantine

• Contact your HR 
Business Partner

ACTION
• Do not come to work

• Contact your HR 
Business Partner

• Self-Quarantine until 
case is determined

• Seek advice from
medical professionals

ACTION
• Come to work as normal

• Keep watching The WiRE
for updated 
communications

• Practice proper hand-
washing techniques and 
other protocols

Potential contact due to:
• Contact with someone 

showing symptoms of virus

• Contact with a family 
member that is under 
quarantine due to travel or 
other restrictions, but has 
not tested positive.

• If you are experiencing
symptoms – seek medical 
attention

We continue to monitor the situation and take appropriate action as needed. 
Keep watching The WiRE for regular updates to protocols.
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