
Employee Self-Monitoring Screening Procedures (revised 5/29/2020) 

Effective June 1, 2020, all employees reporting to Madison Government County workplaces will self-

report respiratory symptoms and self-monitor their temperature as a precautionary measure to reduce 

the spread of COVID-19.   This directive is following guidelines from the U.S. Equal Employment 

Opportunity Commission (EEOC), Pandemic Preparedness in the Workplace and the American 

Disabilities Act (ADA), and Rehabilitation Act 29 CFR Part 1630 as amended for pandemic. 

EXCEPTION: those Departments (i.e. Health Department, Jail, etc.) that already have established employee 

screening processes in place, given their status as “critical infrastructure employees”, will continue to follow their 

established procedures unless otherwise notified of changes or discontinuation by their Department Head and/or 

Elected Official. 

 DO NOT report to work if you have new flu-like symptoms, have a fever (check temperature at 

home before coming to work), have had close contact with someone displaying or tested 

positive for COVID-19 or awaiting COVID-19 test results for yourself.  Contact your Supervisor 

according to applicable call-off policies.  
 

 After clocking in via Paycom, complete your COVID-19 Employee Health Screening form at your 

desk, then wash or sanitize their hands before taking your own temperature with a no-contact 

infrared thermometer (kept in a common area within office area for all employees to access).   
 

 Please practice social distancing with co-workers while waiting to use the thermometer, 

including wearing a face covering if proper social distancing is not possible.  
 

 Point and hold the thermometer 3-5 cm from your forehead (move forehead hair out of the way 

and do not touch your forehead with the probe tip), click the trigger to turn on the 

thermometer (you’ll hear a quick beeping sound), then hold steady in the same position until 

you hear the second longer beeping sound.  The LCD screen will display your temperature. 
 

 Do not share your screening answers or temperature readings with co-workers or save 

electronically on your computer to maintain privacy.  See below regarding notification to your 

supervisor when reading is 100.4 or higher.   
 

 If your temperature is less than 100.4 degrees Fahrenheit, then note accordingly on your 

Employee Health Screening form and securely store your form until the next work day. 
 

 If your temperature is 100.4 degrees Fahrenheit or higher, immediately notify your supervisor 

who will conduct an internal assessment form.  You will be asked to immediately leave the 

workplace and go home out of an abundance of caution.  Please wear a face covering during this 

process and while exiting the building.   The same procedure applies if you become sick (i.e. 

cough, fever, shortness of breath) during the work day.   
 

 Supervisors will conduct random compliance checks to confirm employees are self-assessing and 

self-monitoring their health.   

This directive will remain in effect until further notice. Given the fluid nature of the COVID-19 virus, the 

above information and procedures are subject to change.  
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