
 

 

COVID-19 GUIDELINES AND PROCEDURES FOR NBKC LOCATIONS  

The following guidelines should be followed upon notification of an employee of nbkc either 
testing positive for COVID-19 or having direct exposure to another individual who has COVID-
19.   

Nbkc will follow CDC and local, state and federal guidelines when creating these procedures 
and review and update regularly to ensure the most up to date guidance is provided.  

POSITIVE COVID CASE PROTOCOL (PRIMARY) 

If an employee has tested positive for COVID-19 and has been in an nbkc location the 
following procedure shall be followed:  

1. Notify the Pandemic Response Team via email with the following information: 
a. Employee name 
b. Date of exposure 
c. Location of exposure 
d. Any other employees that we know were exposed 

 
2. Per CDC guidelines, if the employee has been in any building within 24 hours of their 

positive test, the building should be deep cleaned and fogged. If more than 24 hours 
have passed since the person who is sick or diagnosed with COVID-19 has been in the 
space, only a deep cleaning should be performed. If more than 3 days have 
passed since the person who is sick or diagnosed with COVID-19 has been in the 
space, no additional cleaning (beyond regular cleaning practices) is needed. 
 

3. HR will communicate with the employee who has COVID-19 to discuss options while 
they are sick with COVID-19 to include: 

a. Working from home  
b. COVID sick pay (ends September 30, 2021) 
c. PTO usage 
d. Unpaid time off  

 
4. HR will communicate with any employees that have been exposed to the employee with 

COVID-19.  The identity of the individual who has COVID-19 will stay confidential.  
a. Those employees that are vaccinated should work from home until 3 -5 days 

after the exposure then take a COVID-19 test.  Upon receiving a negative test 
result, the employee may return to the nbkc location as long as they do not have 
any symptoms 

b. Those employees who are not vaccinated should quarantine for 14 days.  Post-
quarantine, upon receiving a negative test result, the employee may return to the 
nbkc location as long as they do not have any symptoms.  

c. Both vaccinated and unvaccinated employees may: 



i. Work from home 
ii. Use COVID sick pay (Ends September 30, 2021) 
iii. Use PTO  
iv. Take Unpaid Time Off  

 

PRIMARY EXPOSURE PROTOCOL 

If an employee has been exposed to COVID-19 and has been in an nbkc location, the 
following procedure should be followed:  

1. Notify the Pandemic Response Team via email with the following information: 
a. Employee name 
b. Date of exposure 
c. Location of exposure 
d. Any other employees that may have been exposed 

2. If the exposed employee is vaccinated, they should work from home for 3-5 days, then 
take a COVID-19 test.  Upon a negative test result, the employee may return to an nbkc 
location, as long as they do not have any symptoms, and they must wear a mask 
indoors for 14 days following the exposure.   

a. Those employees who are not vaccinated should quarantine for 14 days.  Post-
quarantine, upon receiving a negative test result, the employee may return to the 
nbkc location as long as they do not have any symptoms.  

b. Both vaccinated an unvaccinated employees may: 
i. Work from home 
ii. Use COVID sick pay (Ends September 30, 2021) 
iii. Use PTO  
iv. Take Unpaid Time Off  

5. Per CDC guidelines, if the employee tests positive and has been in any building within 
24 hours of their positive test, the building should be deep cleaned and fogged. If more 
than 24 hours have passed since the person who is sick or diagnosed with COVID-19 
has been in the space, only a deep cleaning should be performed. If more than 3 days 
have passed since the person who is sick or diagnosed with COVID-19 has been in the 
space, no additional cleaning (beyond regular cleaning practices) is needed. 

3. HR will communicate with the employee who was exposed to COVID-19 to discuss 
options while they are quarantining: 

a. Working from home  
b. COVID sick pay (Ends September 30, 2021) 
c. PTO usage 
d. Unpaid time off  

 

SECONDARY EXPOSURE PROTOCOL:  

If an employee has had a secondary exposure (has been exposed to someone who 
had a primary exposure to COVID-19)  

1. Upon notification of the secondary exposure, employee should self-monitor for fever or 
COVID-related symptoms.   



2. No quarantine is required for secondarily exposed employee. 
3. Employees who have been in close contact with the secondarily exposed employee will 

be notified of possible exposure, but no quarantine will be required.   
4. If the primary contact tests positive for COVID, Primary Exposure Protocol should be 

followed.   

 

 

IMPORTANT COVID – RELATED DEFINITIONS: 

COVID Exposure: Someone who was within 6 feet of an infected person (laboratory-confirmed 
or a clinically compatible illness) for a cumulative total of 15 minutes or more over a 24-hour 
period (for example, three individual 5-minute exposures for a total of 15 minutes). An infected 
person can spread SARS-CoV-2 starting from 2 days before they have any symptoms (or, for 
asymptomatic patients, 2 days before the positive specimen collection date), until they meet 
criteria for discontinuing home isolation. 

 

Primary: Person is diagnosed with COVID-19.   

 

Primary Exposure: Person has direct contact with someone who has tested positive for 
COVID-19.  

 

Secondary Exposure: Person is in direct contact with a Primary Exposure person.  

 

Tertiary Exposure: Person is in direct contact with a Secondary Exposure.  *No action is 
needed in this scenario.  

https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/prevention.html#stay6ft
https://www.cdc.gov/coronavirus/2019-ncov/hcp/clinical-guidance-management-patients.html

