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1.0 PURPOSE 

The purpose of this policy is to return its employees to their designated workplace safely while 
minimizing the risk of its employees contracting COVID-19. This Policy and Procedure 
provides direction and guidance to employees accordingly.   

 
2.0 POLICY 

NMDPS is requiring its employees to follow a COVID-19 Symptoms and Exposure Self-
Screening Procedure and COVID-19 Safe Practices to reduce the possibility of COVID-19 
transmission in our buildings and facilities.  The COVID-19 Symptoms and Exposure Self-
Screening Procedure and COVID-19 Safe Practices are set out below. 

If any provision of this Policy and Procedure is in conflict with a provision of an applicable 
Collective Bargaining Agreement (CBA), the CBA shall control. 
 

3.0 APPLICABILITY 

This policy applies to all NMDPS Personnel. 

4.0 REFERENCES 

A. New Mexico Department of Health (NMDOH) - Policies for the Prevention and Control 
of COVID-19 in New Mexico (May 11, 2021):  https://cv.nmhealth.org/wp-
content/uploads/2021/05/EPI-COVID19-Containment-Policies-5.11.2021.pdf 
 

B. NMDOH COVID-19 website - https://cv.nmhealth.org 
 

C. Centers for Disease Control and Prevention (CDC) - Discontinuation of Isolation for 
Persons with COVID-19 Not in Healthcare Settings, Interim Guidance (updated 
February 18, 2021):  
https://www.cdc.gov/coronavirus/2019-ncov/hcp/disposition-in-home-patients.html 
 

D. CDC - How to Protect Yourself & Others (updated March 8, 2021): 
https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/prevention.html 
 

E. U.S. Equal Employment Opportunity Commission (EEOC) - What You Should Know 
About COVID-19 and the ADA, the Rehabilitation Act, and Other EEO Laws (updated 
December 16, 2020):  
https://www.eeoc.gov/wysk/what-you-should-know-about-covid-19-and-ada-
rehabilitation-act-and-other-eeo-laws 
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F. EEOC - Pandemic Preparedness In the Workplace and the Americans With Disabilities 

Act (updated March 21, 2020): https://www.eeoc.gov/laws/guidance/pandemic-
preparedness-workplace-and-americans-disabilities-act 
 

5.0 DEFINITIONS 

A. Close Contact - Within six feet for a cumulative total of 15 minutes or more over a 24-
hour period.  Wearing a mask or cloth face-covering does not affect the definition for 
Close Contact. 

B. COVID-19 Infectious Period - For people COVID-19 positive with COVID-19 
Symptoms, the Infectious Period starts two days before symptoms begin and extends 
10 days after symptoms begin, provided there has been no fever for at least 24 hours 
without using fever-reducing medicines and symptoms have resolved or improved; for 
people COVID-19 positive without COVID-19 Symptoms, the Infectious Period starts 
two days before the date of their test and extends 10 days after the date of their test.   

1. COVID-19 Symptoms - Fever (temperature of 100.4 degrees Fahrenheit or more), 
chills, cough, shortness of breath or difficulty breathing, fatigue, muscle or body aches, 
headache, new loss of taste or smell, sore throat, congestion or runny nose (not related 
to known seasonal allergies), nausea or vomiting, or diarrhea. 

2. Exposure or Exposed - Close Contact with a person with laboratory-confirmed COVID-
19 during their COVID-19 Infectious Period. 

3. FULLY Vaccinated - Two weeks or more have elapsed following the receipt of one 
dose of a single-dose vaccine or following the receipt of the second dose of a two-dose 
vaccine. 

4. Human Resources - NMDPS Human Resources. 

5. Isolation and Quarantine - Both Isolation and Quarantine are public health terms that 
refer to someone being physically separated from other people to prevent the spread of 
COVID-19. “Isolation” separates people who have tested positive for COVID-19 (with or 
without symptoms) from people who are not sick or COVID-19 positive. “Quarantine” 
separates and restricts the movement of people who were exposed or had Close 
Contact with someone who tested positive to COVID-19 to monitor if they become sick.   

6. Social Distancing - Maintaining a distance of at least six feet between individuals to 
limit the spread of COVID-19.  Wearing a mask or cloth face-covering does not affect 
the definition for Social Distancing. 

7. Telework - means a work flexibility arrangement under which an employee performs 
the duties and responsibilities of such employee's position, and other authorized 
activities, from an approved worksite other than the employee’s assigned position 
location, during any part of regular, paid hours, including from an employee’s residence.  
 

6.0 PROCEDURE 

A. Overview 

1. NMDPS will take proactive steps to protect its employees and minimize the spread 
of COVID-19.   
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2. Completing the COVID-19 Symptoms and Exposure Self-Screening is mandatory 
for NMDPS employees each day they plan to enter an NMDPS building, State 
building, or facility. 

3. Following COVID-19 Safe Practices is mandatory for NMDPS employees when they 
are in an NMDPS building, State building, or facility.  

4. Any employee who fails to adhere to the COVID-19 Symptoms and Exposure Self-
Screening Procedure, the COVID-19 Safe Practices, or any other provision of the 
Policy or Procedure set forth herein may be subject to disciplinary action, up to and 
including dismissal.   

5. NMDPS building occupancy rates will depend on the level of the “Red to Green” 
framework (red, yellow, green, or turquoise) in effect in the county where a particular 
NMDPS building is located.  It is each Agency’s responsibility to comply with any 
restricted occupancy rates.  The restrictions in place in each county can be found 
here: https://cv.nmhealth.org/public-health-orders-and-executive-orders/red-to-green.  
If the “Red to Green” framework is dismantled, building occupancy rates will return to 
the rates that existed prior to the COVID-19 public health emergency.  

6. NMDPS shall work toward adopting applicable COVID safe building guidance and 
procedures as recommended by the New Mexico Environment Department (NMED), 
Occupational Health and Safety Bureau (NM OSHA) found here: 
https://www.env.nm.gov/occupational_health_safety/wp-
content/uploads/sites/18/2020/03/OSHA-COVID19-publication.pdf. [AGENCY] shall 
publish measures that ensure air ventilation standards are maintained. 

7. Mandatory COVID-19 Symptoms and Exposure Self-Screening - Prior to coming to 
work or entering State buildings, all employees shall complete the COVID-19 
Symptoms and Exposure Self-Screening (“Self-Screening”).  The Self-Screening 
consists of three questions about an employee’s COVID-19 status, COVID-19 
Symptoms, and COVID-19 Exposure, which are based on recommendations from 
the CDC and the NMDOH with the goal of preventing infection in the workplace and 
minimizing the spread of COVID-19.  Employees are not required to submit their 
answers to NMDPS but are required to be accurate and truthful in their self-
assessment. 

 
8.    Self-Screening Questions 

a.  Have you tested positive for COVID-19 in the last 10 days? 
b.  Have you experienced any COVID-19 Symptoms in the past 48 hours? 
c.  Have you been Exposed to COVID-19 in the last 14 days? 
 

9. Analysis of Self-Screening Results. 
 

a. Employees may not come to work or enter any State building if they answer yes 
to questions 1 or 2 (Section 5.1(A)), i.e.: 
 
i. Yes, positive COVID-19 test in the last 10 days, or 

 
ii. Yes, COVID-19 Symptoms in the last 48 hours. 
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b. Employees may not come to work or enter any State building if they answer yes 

to question 3 (Section 5.1(A)) and are not Fully Vaccinated, i.e.: 
 
i.  Yes, COVID-19 Exposure in the last 14 days, and 

 
ii.  Not Fully Vaccinated. 

 
c. Employees may come to work and enter State buildings if they answer ‘no’ to 

questions 1, 2, and 3 (Section 5.1(A)), i.e.: 
 
i. No positive COVID-19 test in the last 10 days,  

 
ii. No COVID-19 Symptoms in the past 48 hours, and 

 
iii. No COVID-19 Exposure in the last 14 days. 

 
d. Employees may come to work and enter State buildings if they answer no to 

question 2 and yes to question 3 (Section 5.1(A)) and are Fully Vaccinated, i.e.:  
 

i. No COVID-19 Symptoms in the last 48 hours,  
 

ii. Yes, COVID-19 Exposure in the last 14 days, and 
 

iii. Yes, Fully Vaccinated. 
 

10. When Employee May Not Enter State Building. 

a. When an employee’s Self-Screening indicates they may not come to work or 
enter a State building: 
 
i. The employee shall contact their supervisor immediately to indicate they did 

not pass their Self-Screening.   
   

ii. The employee shall follow the Isolation and Quarantine Instructions in Section 
6 below.  

 
iii. The employee should request permission to Telework (unless they are too sick 

to do so).  An employee who is unable to Telework or too ill to Telework may 
contact Human Resources to ask if they are eligible for COVID-19-Related 
Conditions Leave. 

 
iv. The employee should contact NMDOH at 1-855-600-3453 or their healthcare 

provider to discuss your Screening responses and testing for COVID-19.  If an 
employee does not pass their Self-Screening, NMDPS strongly recommends 
they get tested for COVID-19.   
Test sites can be found at: https://cv.nmhealth.org/public-health-screening-
and-testing.  The at-home test (through Vault Health) can be ordered at: 
https://learn.vaulthealth.com/nm. 
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b. Any employee who comes to work or enters a State building while COVID-19 

positive, within 10 days of testing COVID-19 positive, while experiencing COVID-
19 Symptoms, or within 48 hours of experiencing COVID-19 Symptoms shall be 
sent home immediately and may be subject to discipline, up to and including 
dismissal. 

 
c.  Any employee who is not Fully Vaccinated and comes to work or enters a State 

building within 14 days of a COVID-19 Exposure shall be sent home 
immediately and may be subject to discipline, up to and including dismissal.  

 
11. Additional Agency Screening 

a. It is within an agency’s discretion to require its employees to record and submit 
their answers to the COVID-19 Symptoms and Exposure Self-Screening 
questions.  If an agency collects employees’ COVID-19 Symptoms and Exposure 
Screening responses and results, the Americans with Disabilities Act (ADA) 
requires that the agency treat such Screening responses and results as 
confidential medical information and maintain them separately from the 
employees’ personnel files.     
 

b. An agency is permitted to administer COVID-19 Symptoms and Exposure 
Screening to clients, customers, and other members of the public who seek to 
enter the agency’s buildings.  It is recommended that an agency maintain any 
Screening responses and results from members of the public for contact-tracing 
purposes for 20 days.  During any period of time an agency maintains Screening 
responses and results from members of the public, it shall treat those responses 
and results as confidential medical information.  An agency should not ask 
clients, customers, or other members of the public seeking to enter the agency’s 
buildings if they are vaccinated.   

 
12. COVID-19 Safe Practices - All employees shall take the following steps to reduce 

the transmission of COVID-19 in the workplace: 
 

a. COVID-19 positive or COVID-19 Symptoms - DO NOT report to work or request 
to come to work if you are COVID-19 positive, if you received a COVID-19 
positive test in the last 10 days, if you are experiencing COVID-19 Symptoms, or 
if you have experienced COVID-19 Symptoms in the last 48 hours.  Call your 
supervisor and follow the Isolation and Quarantine Instructions in Section 6 
below. 
 

b. COVID-19 Exposure - DO NOT report to work or request to come to work if you 
have been Exposed to COVID-19 and are not Fully Vaccinated.  Call your 
supervisor and follow the Isolation and Quarantine Instructions in Section 6 
below. 
 

c. Out of State Travel - It is strongly recommended that employees who arrive in 
New Mexico from another state or from outside the United States Isolate or 
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Quarantine for a period of at least 10 days from the date of their entry into New 
Mexico or for the duration of their presence in the State, whichever is shorter.  
 

d. Wearing Masks - Face masks or cloth face-coverings must be worn in all 
common areas while in an NMDPS building.  Employees may remove masks 
when sitting alone inside an office with a closed door.  Masks must be well-fitted 
and cover both your mouth and nose. NMDPS will provide disposable masks to 
employees as necessary. 
 

e. Social Distancing - Employees must maintain 6 feet distance from other 
employees, clients, and customers at all times while inside an NMDPS building.  
Wearing a mask or cloth-face covering does not affect the Social Distancing 
requirement.   
 

f. Avoid Using Others’ Equipment - Employees should avoid using other 
employees’ phones, desks, offices, keyboards, mouses, or other work tools and 
equipment, whenever possible.  Clean and disinfect hands and the equipment 
before and after use. NMDPS will supply hand sanitizer, soap, and appropriate 
cleaning materials to employees as necessary.   

13. COVID-19 Best Practices - It is strongly recommended that all employees take the 
following additional steps to reduce the transmission of COVID-19 in the workplace: 

 
a. Clean Hands - Employees should wash their hands often with soap and water for 

at least 20 seconds, especially after they have been in a public place, or after 
blowing their nose, coughing, or sneezing.  If soap and water are not readily 
available, employees should use a hand sanitizer that contains at least 60% 
alcohol to cover all surfaces of their hands and rub them together until they feel 
dry. NMDPS will supply hand sanitizer to employees as necessary.   

 
b. Cover Mouth and Nose - Employees should cover their mouth and nose with a 

tissue when coughing or sneezing or use the inside of their elbow. 
 
c. Avoid Touching Face - Employees should avoid touching their face, nose, mouth, 

and eyes. 
 
d. Clean and Disinfect - Employees should clean and disinfect frequently touched 

objects and surfaces in their office or workstation, including phones, keyboards, 
mouses, doorknobs, and handrails. NMDPS will supply appropriate cleaning 
materials to employees as necessary.   

14. ISOLATION AND QUARANTINE INSTRUCTIONS 

a. If not fully vaccinated: 
 

i. If an employee has not been Fully Vaccinated and does not pass the COVID-19 
Symptoms and Exposure Self-Screening, they must follow the Isolation and 
Quarantine Instructions provided in the chart below. 
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PLEASE READ EACH QUESTION CAREFULLY.  
If an employee has not been vaccinated and answers YES, they must follow the instructions in 
red.  

1. DID YOU RECEIVE A COVID-19 
POSITIVE TEST IN THE LAST 10 
DAYS? 

 
If you answered YES to Question #1: 

o IF COVID-19 POSITIVE AND NO COVID-19 
SYMPTOMS, Isolate 10 days from test date; 

o IF COVID-19 POSITIVE AND EXPERIENCING 
COVID-19 SYMPTOMS, Isolate 10 days from 
symptom onset and until at least one day has 
passed without a fever and without fever-reducing 
medications and your symptoms have improved;  
 

 
2. HAVE YOU EXPERIENCED ANY OF 

THE FOLLOWING COVID-19 
SYMPTOMS IN THE PAST 48 HOURS 
THAT ARE INCONSISTENT WITH AN 
EXISTING DIAGNOSIS? 

  

 
If you answered YES to Question #2: 
 YOU ARE ENCOURAGED TO GET TESTED.  

Contact Human Resources to discuss leave options 
for COVID-19 testing.  Test sites can be found at: 
https://cv.nmhealth.org/public-health-screening-and-
testing.                 The at-home test (through Vault 
Health) can be ordered at: 
https://learn.vaulthealth.com/nm. 

 IF YOU DO NOT TEST, Isolate for 10 days from 
symptom onset and until at least one day has passed 
without a fever and without fever-reducing medications 
and your symptoms have improved. 

 IF YOU DO TEST, Isolate while awaiting test results, 
then: 
o IF POSITIVE TEST, Isolate for 10 days from 

symptom onset and until at least one day has 
passed without a fever and without fever-reducing 
medications and your symptoms have improved; 

o IF NEGATIVE TEST AND NOT EXPOSED to 
anyone with COVID-19, return to work or take 
personal leave if too sick to work; or 

o IF NEGATIVE TEST AND EXPOSED to someone 
with COVID-19, follow instructions for Question #3 
below. 

 IF YOU CAN TELEWORK, YOU MUST TELEWORK 
while you Quarantine or Isolate. If you are unable or 
too ill to Telework, you may be eligible for COVID-19-
Related Conditions Leave. 
 

 Fever (100.4 degrees Fahrenheit or 
more)  

 Chills 
 Cough 
 Shortness of breath or difficulty breathing 
 Fatigue 
 New loss of taste or smell 
 Congestion or runny nose (not related to 

your known seasonal allergies) 
 Muscle or body aches 
 Headache 
 Sore Throat 
 Nausea or vomiting 
 Diarrhea 
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3. HAVE YOU BEEN EXPOSED TO 
COVID-19 IN THE LAST 14 DAYS?  

 
If you answered YES to Question #3: 
 YOU ARE ENCOURAGED TO GET TESTED.  Contact 

Human Resources to discuss leave options for COVID-
19 testing.  Test sites can be found at: 
https://cv.nmhealth.org/public-health-screening-and-
testing.                 The at-home test (through Vault 
Health) can be ordered at: 
https://learn.vaulthealth.com/nm. 

 IF YOU DO NOT TEST, Quarantine 10 days from date 
of your first Close Contact with COVID-positive person.  
If you develop COVID-19 Symptoms, follow instructions 
for Questions #1 and #2 above. 

 IF YOU DO TEST, Quarantine while awaiting test 
results, then:   
o IF POSITIVE TEST AND NO COVID-19 

SYMPTOMS, Quarantine 10 days from test date;  
o IF POSITIVE TEST AND EXPERIENCING 

COVID-19 SYMPTOMS, Isolate 10 days from 
symptom onset and until at least one day has 
passed without a fever and without fever-reducing 
medications and your symptoms have improved; 
or  

o IF NEGATIVE TEST, Quarantine 10 days from 
date of your first Close Contact with COVID-
positive person. 

 IF YOU CAN TELEWORK, YOU MUST TELEWORK 
while you Quarantine or Isolate. If you are unable or too 
ill to Telework, you may be eligible for COVID-19-
Related Conditions Leave. 
 

 
B.  Any employee who is not Fully Vaccinated and works in a congregate setting, 

such as a long-term care facility, an assisted living facility, a detention center, or 
a shelter, or works for the New Mexico Corrections Department must follow the 
Isolation and Quarantine Instructions above, except that those employees must 
Quarantine for 14 days following an Exposure to a person with COVID-19. 

 
15. If fully vaccinated:  

 
a. For employees who are vaccinated against COVID-19 and who were Exposed to 

COVID-19, Quarantine is NOT required, if they meet the following criteria: 
 

i. They are fully vaccinated; and 
 

ii. They have remained asymptomatic since the current COVID-19 Exposure. 
 

iii. If both of the above criteria have not been met, the employee needs to 
Quarantine as directed in Sections 6.1(A) and (B).   
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16. PROOF OF VACCINATION 

a. NMDPS may require an employee to provide proof of COVID-19 vaccination if 
the inquiry is job-related and consistent with business necessity.  For example, 
NMDPS may require proof of COVID-19 vaccination to determine an employee’s 
appropriate Quarantine practice following a COVID-19 Exposure, to determine 
whether an employee may travel out-of-State for work, or to determine whether 
an employee can carpool with other employees in a State vehicle.  

b. NMDPS requests for proof of vaccination: (1) shall not elicit information about an 
employee’s disability, (2) shall not ask why an employee did not receive a 
vaccination, and (3) shall warn the employee not to provide any medical 
information beyond the requested proof of receipt of COVID-19 vaccination. 

c. An employee’s proof of vaccination shall be treated as confidential medical 
information and will be maintained by Human Resources separately from the 
employee’s personnel file. 

 
d. Any employee who provides inaccurate information or is untruthful about their 

vaccination status may be subject to discipline, up to and including dismissal. 
 

e. For purposes of Section 6.1 herein, any employee who declines to provide 
vaccination status or proof of vaccination shall be treated as not Fully Vaccinated 
under this policy, shall not be eligible for COVID-19-Related Conditions Leave, 
and shall be required to utilize accrued annual or sick leave for any required 
Quarantine period. 

 
17. COVID-19 POSITIVE - REPORTING INSTRUCTIONS 

a. If an employee becomes aware that they are COVID-19 positive, they must 
report the positive test to their supervisor as soon as possible. This includes 
employees who are Teleworking. 

b. The supervisor shall notify the Chain of Command of NMDPS within 30 minutes. 
This reporting requirement must be met even if the report is made after normal 
working hours or on a weekend. 

c. The supervisor shall include the following information in the notification to the 
Cabinet Secretary of NMDPS:  

 
i. Name of employee that tested positive.  

 
ii. The date the employee took the COVID-19 test.  

 
iii. The date the employee tested positive.  

 
iv. The last day the employee reported to the office, and what office or building 

area(s) the employee occupied or spent time in that day.  
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v. The names of all employees that may have had Close Contact with the 
COVID-19 positive employee when they last reported to the office.   
 

The information in the notice should be based on conversations with the COVID-19 
positive employee. 

 
d. The Cabinet Secretary of NMDPS or designee will report the case to the New 

Mexico Environment Department (NMED) within four hours of notification as 
described below.  

 
e. The Cabinet Secretary of NMDPS or designee will notify employees who may 

have been exposed. The notification will include the following: 
 

i. A report that the employees may have been exposed to a COVID-19 positive 
employee.  

 
ii. A request that employees who occupy exposed office space vacate or remain 

Teleworking until further notice to allow for cleaning.  
 

iii. A note encouraging the employees to get a COVID-19 test and instructing the 
employees not to report to the office if they develop COVID-19 Symptoms or 
test COVID-19 positive.  

 
f. NMDPS will coordinate a thorough cleaning of the exposed space before 

employees are allowed to return to the office.  
 

g. The Cabinet Secretary of NMDPS or designee will notify employees when they 
may return to the office.  

 
h. Required NMED Protocol - On August 5, 2020, NMED filed an emergency 

amendment requiring employers to report COVID-19 positive cases in the 
workplace to the NMED Occupational Health and Safety Bureau within four hours 
of being notified of the case. The initial notification must be sent to NMENV-
OSHA@state.nm.us and shall include: 

 
i. Establishment name and address,  

 
ii. Employer representative name and contact information (phone and email),  

 
iii. Number of people employed at the location, 

 
iv. Number of employees who tested COVID-19 positive,  

 
v. Date each COVID-19 positive employee was tested,  

 
vi. Date and time employer was notified of the COVID-19 positive test(s),  

 
vii. Last date each COVID-19 positive employee was in the establishment, and  
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viii. Date each COVID-19 positive employee began Quarantine.  
 

18. ADA REASONABLE ACCOMMODATION RELATED TO COVID-19 

If an employee with a disability or medical condition needs a reasonable 
accommodation related to COVID-19, including, but not limited to, related to 
COVID-19 risk, COVID-19 Safe Practices required herein, or COVID-19 long-haul 
syndrome, the employee shall contact their supervisor or Human Resources to 
initiate the reasonable accommodation process.  An employee may request an 
accommodation verbally or in writing and should indicate that a workplace barrier 
removal is needed related to a medical condition.  A reasonable accommodation 
can be requested at any time; however, the employee should initiate the 
reasonable accommodation process as soon as possible so that barrier removal 
solutions can be explored in a timely manner.  (See also Attachment A, Disability 
Resources.) 

 
19. FAMILY AND MEDICAL LEAVE ACT LEAVE RELATED TO COVID-19 

Pursuant to the federal Family and Medical Leave Act (FMLA) of 1993, 29 U.S.C. 
Section 2601 et seq., as amended, and State Personnel Board Rule 1.7.7.12 
NMAC, eligible State employees are entitled to a total of 12 weeks of unpaid, job-
protected leave for serious health conditions that make the employee unable to 
perform the essential functions of the employee’s job, and to care for the 
employee’s spouse, domestic partner, child, or parent who has a serious health 
condition.  COVID-19-related health conditions may qualify as serious health 
conditions under the FMLA.  Employees with COVID-19-related health conditions 
should contact Human Resources to determine if FMLA leave may be available. 

20. UPDATES 

This Policy and Procedure may be updated and supplemented by additional 
guidance as circumstances require. The Cabinet Secretary of NMDPS will provide 
up-to-date information as it becomes available and encourage all supervisors to 
communicate regularly with their teams so that information is distributed and that 
questions are elevated and can be answered, quickly. 

 
21. ACKNOWLEDGMENTS 

All employees shall receive a copy of this Policy and Procedure in paper or 
electronic form and acknowledge its receipt.   

 

7.0 ATTACHMENTS 

 A. Disability Resources 
 

8.0   APPROVAL 

     
APPROVED BY:        s/Tim Q. Johnson                    DATE: __June 29, 2021                       _                 
     DPS Cabinet Secretary  

 


