
STEP 1:
GATHER INFORMATION 

1. What Bureau(s) and/or Departmental Office(s) are 
affected? (include Facility, City, and State/Territory)

2. Is the individual with a suspected/confirmed COVID-19 
infection a federal employee, contractor, volunteer, 
concessioner, or a resident in government-owned 
housing?

3. Does the employee have symptoms consistent with 
COVID-19 infection (see below)?

4. When did the employee first begin to feel ill?
5. Did the employee have close contact with others at 

while at work and/or while residing in government-
owned housing?

6. Has the employee tested positive for COVID-19?
7. What is the employee’s job and normal work location?
8. Does the employee perform critical infrastructure 

functions?
9. What is the employee’s current status and location?
10. Is the infection likely to be work-related (i.e. a direct 

result of their official duties)?

STEP 2:
ASSESS RISK & 

DETERMINE 
RESPONSE ACTIONS

(NEXT PAGE)

STEP 3:
REPORT CASE INFORMATION IN ACCORDANCE 

WITH BUREAU/OFFICE PROCEDURES

STEP 4:
INFORM CLOSE CONTACTS & MAKE 

APPROPRIATE FACILITY NOTIFCATIONS

STEP 6:
COMMUNICATE RESPONSE ACTIONS TO 

EMPLOYEES FOLLOWING BUREAU/OFFICE 
PROCEDURES (E.G. OCO TEMPLATES)

STEP 7:
WORK WITH AFFECTED EMPLOYEES TO 

DETERMINE APPROPRIATE TELEWORK OR LEAVE 
STATUS

STEP 9:
ASSESS RETURN TO WORK FOR 

EMPLOYEE FOLLOWING
CDC GUIDANCE

DOI COVID-19 Risk Assessment & Decision Matrix for Managers

Instructions: This tool was developed to assist agency managers with assessing risk and determining appropriate actions to prevent and mitigate the 
spread of COVID-19. Follow the steps below in order and utilize the flowchart on the following page to determine recommended management actions.

DEFINITIONS

Close Contact: Someone who was within 6 feet of an 
infected person for a cumulative total of 15 minutes or 
more over a 24-hour period starting from 2 days before 
illness onset (or, for asymptomatic individuals, 2 days prior 
to test specimen collection) until the time the patient is 
isolated.
Confirmed Case: An individual with a COVID-19 laboratory 
test result that is positive.
Fully Vaccinated: An individual who has completed a 
single- or two-dose FDA-authorized COVID-19 vaccination 
series and at least two weeks has passed since receiving 
the final dose.
Self-Monitor: Being alert for COVID-19 symptom 
development. If symptoms develop, follow CDC guidance.
Symptomatic Case: An individual exhibiting symptoms of 
COVID-19 infection.
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STEP 8:
DOCUMENT WORK-RELATED CASES IN SMIS

SYMPTOMS OF COVID-19 INFECTION
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

This list does not include all possible symptoms. Source: CDC.

• Headache
• New loss of taste or smell
• Sore throat
• Congestion or runny nose
• Nausea or vomiting
• Diarrhea

RETURN TO WORK
Following CDC guidance, persons with suspected or 
confirmed COVID-19 who had symptoms may return to 
work after:
• At least 10 days* since symptoms first appeared, AND
• At least 24 hours with no fever without fever-reducing 

medication, AND
• Other symptoms of COVID-19 are improving.

Persons testing positive for COVID-19, but had no 
symptoms, may return to work after:

• 10 days have passed since being tested.

Unvaccinated and partially vaccinated persons who had 
close contact with a suspected or confirmed COVID-19 
case but have no symptoms, should not physically report to 
the workplace and be advised to follow CDC guidance and 
may return to work after:

• 14 days have passed since being exposed, OR
• Completing a reduced 7- or 10-day quarantine period

when allowed by state/local guidelines.

Fully vaccinated asymptomatic persons who had close 
contact with a suspected or confirmed COVID-19 case 
may physically report to the workplace.

* Severely ill/immune compromised people may need to 
isolate longer or require additional testing based on their 
healthcare provider’s guidance.

STEP 5:
CLEAN & DISINFECT AFFECTED FACILITIES 

FOLLOWING CDC GUIDANCE

https://www.cdc.gov/coronavirus/2019-ncov/if-you-are-sick/end-home-isolation.html
https://www.smis.doi.gov/
https://www.cdc.gov/coronavirus/2019-ncov/symptoms-testing/symptoms.html
https://www.cdc.gov/coronavirus/2019-ncov/if-you-are-sick/end-home-isolation.html
https://www.cdc.gov/coronavirus/2019-ncov/php/public-health-recommendations.html
https://www.cdc.gov/coronavirus/2019-ncov/if-you-are-sick/quarantine.html
https://www.cdc.gov/coronavirus/2019-ncov/community/organizations/cleaning-disinfection.html


Does the employee have 
COVID-19 symptoms or a 

COVID-19 diagnosis?

Employee should not physically report to work. Encourage 
employee to follow CDC Guidance – What to Do When You Are 
Sick. Work with employee to determine appropriate telework or 
leave options. Identify and notify any close contacts (anyone within 
6 feet for longer than 15 minutes within 2 days of symptom onset) 
to enable them to follow CDC Guidance – Recommendations for 
Community-Related Exposure. Follow CDC Guidance –
Discontinuation of Isolation for Persons with COVID-19
for employee’s return to the workplace. CDC states that employers 
should not require sick employees to provide a COVID-19 test 
result or a healthcare provider’s note to validate their illness, 
qualify for sick leave, or to return to work.

MANAGEMENT ACTIONS

Did the employee have 
close contact with an 

individual who has COVID-
19 symptoms or a COVID-19 

diagnosis?

For all other employees

Consistent with CDC guidance, the employee should not physically 
report to the office. Encourage employee to follow CDC Guidance –
Recommendations for Community-Related Exposure. Ask 
employee to immediately inform supervisor if symptoms develop. 
If the employee develops COVID-19 symptoms, follow instructions 
for symptomatic employees (box above).

In limited circumstances and only as a last resort, employees 
working in critical infrastructure settings where cessation of 
operation of a facility may cause serious harm or danger to public 
health or safety may continue to work under the recommendations 
outlined in the CDC Guidance - COVID-19 Critical Infrastructure 
Sector Response Planning Guidelines. If the employee develops 
COVID-19 symptoms, follow instructions for symptomatic 
employees (box above).

Encourage employees to follow CDC Guidance – How to Protect 
Yourself and Others from COVID-19. 
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YES

NO

NO

RESOURCES

CDC Guidance – What to Do If You Are Sick

CDC Guidance – Recommendations for Community-Related Exposure

CDC Guidance – Discontinuation of Isolation for Persons with COVID-19

CDC Guidance – Interim Public Health Recommendations for Fully Vaccinated People

CDC Guidance – Symptoms Self-Checker

CDC Guidance – How to Protect Yourself and Others

CDC Guidance – Safety Practices for Critical Workers

Is the employee 
fully vaccinated?

YES NO

Fully vaccinated asymptomatic employees are not required to 
remain away from the workplace.

YES

https://www.cdc.gov/coronavirus/2019-ncov/if-you-are-sick/steps-when-sick.html
https://www.cdc.gov/coronavirus/2019-ncov/php/public-health-recommendations.html
https://www.cdc.gov/coronavirus/2019-ncov/hcp/disposition-in-home-patients.html
https://www.cdc.gov/coronavirus/2019-ncov/php/public-health-recommendations.html
https://www.cdc.gov/coronavirus/2019-ncov/community/critical-infrastructure-sectors.html
https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/prevention.html
https://www.cdc.gov/coronavirus/2019-ncov/if-you-are-sick/steps-when-sick.html
https://www.cdc.gov/coronavirus/2019-ncov/php/public-health-recommendations.html
https://www.cdc.gov/coronavirus/2019-ncov/hcp/disposition-in-home-patients.html
https://www.cdc.gov/coronavirus/2019-ncov/vaccines/fully-vaccinated-guidance.html
https://www.cdc.gov/coronavirus/2019-ncov/symptoms-testing/symptoms.html
https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/prevention.html
https://www.cdc.gov/coronavirus/2019-ncov/community/critical-workers/implementing-safety-practices.html
https://www.cdc.gov/coronavirus/2019-ncov/vaccines/fully-vaccinated-guidance.html
https://www.cdc.gov/coronavirus/2019-ncov/vaccines/fully-vaccinated-guidance.html
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