
CLASSIFIED EMPLOYEES 

COVID NOTIFICATION PROCEDURES 

 

POSITIVE TEST 

 
Any classified employee (regular or substitute) who tests positive for COVID, is required to 

complete the following steps immediately after receiving their positive results: 
 

1. Contact Jeff Argend, Safety Manager at jargend@santapaulausd.org or 805-914-3163 

and provide him a copy of your positive test. He will discuss COVID protocols 
regarding quarantine requirements and provide you with an estimated return to work 

date. 
 

2. Contact your principal/supervisor to notify them of your first day of absence and 

your estimated last day of absence. 

 
3. Log onto the Smart Find Express System and report your absence for the entire time 

(or anticipated time) you will be absent due to COVID illness and/or quarantine. 

Your absence should be coded as sick leave. Absences covered under COVID sick 
leave provisions will be adjusted once the dates have been confirmed with by Sonia 

Bautista, in Classified Human Resources.  Note: If you have any difficulty with 
logging on to the absence management system and reporting your absence, please 

contact Amparo Lopez at alopez@santapaulausd.org or 805-933-8805. 
 

4. Contact Sonia Bautista at sbautista@santapaulausd.org or 805-933-8810 with any 

questions regarding COVID leave or any other leave provisions. 
 

5. Confirm with your site principal/supervisor and the Classified Human Resources 
Department, the date you are have been cleared to return to work.  

 

Note: If you have been cleared to return to work and you are still feeling sick, please 

remain off work and repeat steps 2, 3, and 4.  You are entitled to sick leave 
provisions as outlined in Article 9 of the District/CSEA Collective Bargaining 
Agreement. 

 
6. If you are unvaccinated and have been cleared to return to work you must contact 

Classified Human Resources for direction on when you are required to resume 
mandated weekly COVID testing. 

 

7. If you have any further questions, please contact classifiedhr@santapaulausd.org or 
jargend@santapaulausd.org. 

 

Failure to complete these steps could impact your entitlement to the COVID leave provision 
provided by the District. 

 
 

Classified Human Resources 
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