
 
 
 

Conducting a Facility Health Screening 

During the opening of many more 
businesses  It’s important for employers to 
follow recommendations to keep employees 
and customers safe. This includes an at-
the-door symptom check for all employees, 
vendors, and visitors before entering the 
business.  

 

Health Screening Form 
Set Up Temperature Checking Station 
Equipment Needed 
Screening 
 

 

SET UP CHECKING STATION 
 

 Set up equipment on the tables so that the temperature takers screen first. 

 The data entry personnel will be at the opposite end of the tables 

 Clean all surfaces and equipment with bleach wipes or disinfectant wipes. 

 

 Create a line maintaining a 6 foot – 4 foot spacing while in line 

 Temperature takers should wear medical gloves and change between each person 

 Advisable to have phased schedules so that the entire group isn’t waiting in an area 

where the employee can be screened to protect privacy 



 
 

EQUIPMENT NEEDED 
 

 Tables (two 5-6-foot tables) for supplies and data entry 

 Thermometers 

     Alcohol swabs 

     Masks for temperature takers and employees that don’t have one 

 Room near adequate space to establish a line queue and keep people out of 

weather  

 Spacing while in line 

 Wipes to clean thermometer bodies and work surfaces 

 Hand sanitizer 

 Medical rubber gloves/protective clothing 

 Computer with network access 

 Temperature entry form online and paper backup copies 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

SCREENING 
 

 Allow people into the line maintaining 6 foot spacing. 

   Using a temple thermometer, take the person’s temperature 

 Data entry personnel will use the Employee Screening Form to capture information 

electronically. If the computer is not accessible, use the manual paper form and 

complete data entry at a later time.  

 

 After name and agency information is captured, record temperature and ask the four 

symptom questions reference Dry Cough, Shortness of Breath, Sore Throat and 

Nasal Congestion.  

 If the person answers affirmative to a combination of two of any of the 
following, the person should be politely asked to leave immediately and notify 
their supervisor.  

 Dry Cough  

 Sore Throat  

 Shortness of breath  

 Nasal congestion may be due to many factors during this time of year. If nasal 
congestion is present, mark the box and ask the person to self-monitor for additional 
symptoms.  

 

 Complete data entry and allow the person to proceed.  

 

 Temperature of 100.4 is automatic “No GO.” The person should be politely asked 
to exit the building immediately and instructed to call their supervisor for notification.  

 Temperature of 99.2 or higher, but less than 100, have the person begin 
monitoring their temperature twice a day for a minimum of 7 days to determine if 
the temperature is going up or down. The person should notify their supervisor.  

 

 Thermometers should be cleaned after each use!  

 Maintain a clean workspace!  

 Clean and disinfect all surface areas at the end of the day!  

 Maintain personal hygiene!  

 NO EXCEPTIONS!  

 

 

https://covid19.colorado.gov/sites/covid19/files/COVID-19-Employee-Health-Screening-Form-042620.pdf


COVID-19 Employee Health-Screening Form 
 
 
Employee name: _____________________________________________________ 
Job title: ____________________________________________________________ 
Supervisor’s name: ___________________________________________________ 
 

Date Body temperature Respiratory symptoms? 
(Y/N) 

Screened by 

    

    

    

    

    

    

    

    

    

    

    

 
If an employee’s body temperature is at or above 100.4 degrees Fahrenheit, the employee must be 
sent home immediately and the following completed: 
 

Date employee sent home Recorded Body 
Temperature 

Are visible signs of Respiratory 
symptoms present (Y/N)?  

  ________Yes              ________No 
 

 
 
An employee sent home with a fever can return to work when:  
 

• He or she has had no fever for at least three days without taking medication to reduce fever 

during that time; AND  

• Any respiratory symptoms (cough and shortness of breath) have improved for at least three 

days; AND  

• At least seven days have passed since symptoms began.  

 
The employee may return to work earlier if a doctor confirms the cause of the employee’s fever or other 
symptoms is not COVID-19 and provides a written release for the employee to return to work.  
 
Date the employee returned to work: _____________________ 
 
Date written release received:  ______________________________ 


