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Central States Coronavirus Action Plan 
To: All Central States Employees 
 
Central States continues to monitor closely the emergence of COVID-19.  As you know the situation is 
fluid and we are working to make the best decisions we can with the information available.   We are 
actively seeking guidance and following the guidelines established by the Center for Disease Control and 
Prevention (CDC).  
 
First and foremost, we want to maintain a safe workplace and encourage and/or adopt practices 
protecting the health of all employees.  We also want to ensure the continuity of business 
operations.  Central States is committed to operating business as usual, as long we are able and allowed, 
while maintaining compliance with government regulations. 
  
We ask all employees to cooperate in taking steps to reduce the transmission of communicable diseases 
in the workplace. Employees are reminded: 

• Stay home when you are sick, follow normal notification process to your supervisor/manager. 
• Wash your hands frequently with warm, soapy water for at least 20 seconds.  Also, use alcohol-

based sanitizers where available. 
• Cover your mouth with tissues whenever you sneeze, and discard used tissues in the trash 

immediately. 
• Try to avoid people who are sick with respiratory symptoms. 
• Sanitize frequently touched surfaces regularly throughout the day. 

Many times, with the best of intentions, employees report to work even though they feel ill. It is critical 
that employees do not report to work when experiencing respiratory symptoms such as fever, cough, 
shortness of breath, sore throat, body aches, headache, chills or fatigue.  Currently, the CDC 
recommends that employees remain at home until at least 24 hours after they are free of fever (100 
degrees F or 37.8 degrees C) or signs of a fever without the use of fever-reducing medications. 
Employees who report to work ill will be sent home in accordance with these health guidelines. 
 
This situation will continue to develop and change in the coming days and weeks.  We will communicate 
updates as they become available.   
 
We are working to protect our employees, our customers and our communities by following CDC 
guidance.   We ask that each of you take responsible steps as well.   
 
You will find an outline below of questions and scenarios that you may find yourself in related to illness 
and actions to take if and when they apply. 
 



Question: What if I have been in close contact with a person who is suspected to have coronavirus or 
has been diagnosed with a confirmed case of COVID-19?  What if I think I have COVID-19? 
Answer and ACTION:  Do not come to work and stay at home.  Call your supervisor or HR Business 
Partner to make them aware that you have been in contact with a suspected individual and believe you 
have the virus.  Self-Quarantine (stay at home and away from work) until: 

• The person you came in close contact with is confirmed to NOT have COVID-19 (negative) 
• Or you have been tested negative 
• Or you have passed 14 days and have no symptoms free of fever (100.4° F [38.0° C] or greater 

using an oral thermometer), signs of a fever, and any other symptoms for at least 24 hours, 
without the use of fever-reducing or other symptom-altering medicines (e.g. cough 
suppressants).  

When you have met one of the guidelines for returning to work, notify/call your HR Business Partner to 
get a release to return to work with instructions.   
 
You have options regarding benefits and pay:  

• You can consume and utilize available PTO and vacation hours 
• You may take an excused unpaid leave of absence (you will not be required to utilize your 

PTO/vacation).  You are still considered a full-time employee and are responsible for paying the 
weekly premiums for benefits. 

• You may have the option to work remote provided it allows us to maintain business operations 
and be done effectively.  Considerations for working remote require approval from leadership to 
ensure consistency across the organization. 

Communication:  Communications of your situation are limited to HR to ensure privacy and controlled 
communication as directed by ADA and HIPPA.   
 
Question: What if I have been diagnosed with a confirmed case of COVID-19?   
Answer and ACTION:  You are required by the CDC to mandatory quarantine and are not allowed to 
come to work.  Stay home.  Call you HR Business partner until the following: 

• Self-Quarantine for a minimum 14 days after receiving the diagnosis of a confirmed case and you 
are exhibiting no symptoms and fully recovered - free of fever (100.4° F [38.0° C] or greater using 
an oral thermometer), signs of a fever, and any other symptoms for at least 24 hours, without the 
use of fever-reducing or other symptom-altering medicines (e.g. cough suppressants).  

• Or receive a doctor’s note with approval to return to work. 

When you have met one of the guidelines for returning to work, notify/call your HR Business Partner to 
get a release to return to work with instructions.   
 
You have options regarding benefits and pay:  

• You can consume and utilize available PTO and vacation hours 
• You may take an excused unpaid leave of absence (you will not be required to utilize your 

PTO/vacation).  You are still considered a full-time employee and are responsible for paying the 
weekly premiums for benefits. 



• You may have the option to work remote provided it allows us to maintain business operations 
and be done effectively.  Considerations for working remote require approval from leadership to 
ensure consistency across the organization. 

• Central States is currently seeking guidance to determine if Short Term Disability can be utilized 
for Coronavirus illness and the wait period for approval. 

Health Confidentiality - Central States will control communication and notify employees within circle of 
contact that a case has been identified and their possible exposure to the Coronavirus in the workplace.  
Confidentiality will be maintained as required by the Americans with Disabilities Act (ADA).  
 
Question: What if I have recently traveled internationally or plan to travel internationally personally?   
Answer and ACTION:  If you have traveled internationally, notify your supervisor and HR of where and 
when you traveled prior to returning to work.  Central States is following government travel guidance 
and regulations.  Note: All international business travel is restricted.  
 
Question: What if I am a high risk individual susceptible to illness, have severe chronic illness, concerns 
about my health or live with someone with high risk medical conditions?    
Answer and ACTION:  Please notify HR if you have concerns related to your specific health issues and 
high risk potential.   
You have options regarding benefits and pay:  

• You can consume and utilize available PTO and vacation hours 
• You may take an excused unpaid leave of absence (you will not be required to utilize your 

PTO/vacation). You are still considered a full-time employee and are responsible for paying the 
weekly premiums for benefits. 

• You may have the option to work remote provided it allows us to maintain business operations 
and be done effectively.  Considerations for working remote require approval from leadership to 
ensure consistency across the organization. 

Question: What about domestic travel for business?   
Answer and ACTION:  Business travel should be minimized to essential travel and reviewed/approved at 
the director level.  Business should continue - appropriate, professional steps should be considered such 
as: calling before visiting customers and being respectful of their current considerations and practices.  
Domestic plane travel is not halted per government guidelines; however travel should be deemed 
essential to business. If due to high risk consideration you feel you should not travel via air or to a 
certain location, please touchbase with HR to discuss what options are available for flexibility. 
 
Question: What about vendors coming to Central States locations for meetings? 
Answer and ACTION:  Limit non-essential onsite meetings and face-to-face meetings with outside 
vendors.  Utilize phones and video conference for interactions. 
 
Question: What if I am experiencing a hardship related to the impacts of COVID-19?  Examples include: 
Childcare issues due to school and daycare closings; the need to care for family members with illness;  
Answer and ACTION:  Employee should communicate issues and concerns to their manager to 
determine what options are available for flexibility and work accommodations.  Directors will escalate 
case by case requests, circumstances and recommendations for accommodations to EMT for approval in 
writing.  The EMT will review each employee request and quickly determine if flexibility can be allowed 
to ensure business operations continue without interruption.  
 



Question: Can Shine help during times of financial hardship impacted by COVID-19?   
Answer and ACTION: Yes.  Fill out an application online: www.tulsacf.org/shine.  Provide the necessary 
documentation.  Applications are confidential and identifying details are never shared with Central 
States.  Contact the Tulsa Community Foundation representative at (918) 591-2427 if you have 
questions. 

 


