
 
 

Guidance for Supervisors and COVID-19 POCs 
Mandatory Employee COVID-19 Testing Program 
 
Important: The information below does not apply to the following groups: Judicial branch employees, FRS, DOCR, 
contractors, volunteers (including board members), interns, and participating agency employees. Also, based on department 
protocols, POL employees have testing options available to them in addition to the ones outlined below. (POL supervisors, 
please contact your departmental COVID-19 POC for more information.) 
 
With continued effort to mitigate the spread of COVID-19, Montgomery County Government has launched a mandatory 
testing program for employees, including temporary and seasonal employees, who have not yet provided proof of full 
vaccination via the Employee COVID-19 Vaccination Disclosure System. Email notifications to employees who are required 
to submit for testing are sent on a weekly basis. To opt out of mandated weekly testing, employees must upload proof of full 
vaccination to the Employee COVID-19 Vaccination Disclosure System.  
 
Overview 
 
The following is a general look at how the Mandatory Employee COVID-19 Testing Program works each week.  
 
1. Every Monday, a system email is sent to employees who are required to be tested. To help supervisors and COVID-19 

POCs track departmental compliance, a system email is also sent to supervisors and COVID-19 POCs if they have 
employees who are required to be tested. The email provides a confidential link to review which employees are 
required to submit for testing; it also includes a link to the Bypass feature of the system so that supervisors and COVID-
19 POCs can request a Bypass on behalf of an employee. Note: For POL, FOP supervisors do not receive a system 
email or access to view who is required to test.  
 

2. The email to employees directs them to complete one of the actions below by end of day Saturday (11:59 pm):  
 
• Option 1: Using their employee number, register for and take a COVID-19 test at a County-run testing site, which 

will automatically mark the employee as in compliance in the COVID-19 Testing Compliance System, 
 

• Option 2: Take an FDA-approved test and upload their results into the system, which will mark the employee as in 
compliance in the COVID-19 Testing Compliance System, 
 

• Option 3: Request a Bypass via the COVID-19 Testing Compliance System if they are not entering the worksite 
that week (due to full-time teleworking or extended leave), or 
 

• Option 4: Upload proof that they are fully vaccinated to the Employee COVID-19 Vaccination Disclosure System, 
at which point they will be removed from the Mandatory Employee COVID-19 Testing Program and will stop 
receiving weekly emails. 

 
3. If employees do not come into compliance by Friday of that same week, the system automatically sends the employee 

a reminder email directing them to take action by end of day Saturday (11:59 pm). An email is also sent to supervisors 
and COVID-19 POCs if they have employees who are out of compliance.  

 
4. For employees who are out of compliance after the weekly deadline passes, departments should take the necessary 

personnel actions based on the applicable MOA, CBA, and/or MCPR. (For new hires, there is a one-week grace period 
from the hire date before enforcement measures should be taken by the supervisor and COVID-19 POC.) 
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Your Responsibilities 
 
Track Compliance 
If you receive a system email informing you that one or more employees are out of compliance, access the COVID-19 
Testing Compliance System via the link provided in the email. For employees who are out of compliance, the COVID-19 
POC and supervisor should work together to take the necessary personnel actions based on the applicable MOA, CBA, 
and/or MCPR. If unsure what to do, consult with your Office of Labor Relations (OLR) representative. Also, be sure to keep 
your department Director in the loop.  

 
Note: COVID-19 POCs can view all employees in their department who are required to test; supervisors can only view 
employees on their staff who are required to test. (For the Department of Police, only COVID-19 POCs in the department 
can see who is required to test.)  
 
Assist Employees Who Need Help Uploading Test Results 
Test results for employees who test at a County-run test site are automatically submitted to the COVID-19 Testing 
Compliance System. However, some employees may choose to get tested at a non-County test site, and will need to upload 
their test results in the system. Or, they may get tested at a County test site but enter an incorrect ID number or use the 
wrong registration link, and their test results will not automatically be sent to the system. In either case, employees can 
upload test results to the system. Also, COVID-19 POCs (but not supervisors) can submit test results on behalf of 
employees. For instructions, review the COVID-19 Testing Compliance System User Guide.  
 
Note: You do not need to audit the test results of employees, but please reiterate that the picture (e.g., a .jpg file) or PDF of 
their results should include the date the test was taken. If submitting a picture, they should write the date they took the test 
on the test itself.  

 
Submit Bypasses If Needed 
Some employees may also need assistance to request a Bypass due to an extended absence, especially if the leave is 
unexpected. (Employees who are working full-time telework should submit a Bypass for themselves every week.) Both 
COVID-19 POCs and supervisors can submit Bypasses on behalf of employees. For instructions, review the COVID-19 
Testing Compliance System User Guide. 
 
Note: COVID-19 POCs can submit Bypasses for all employees in their department who are required to test; supervisors can 
only submit a Bypass for employees on their staff who are required to test.  
 
Review Bypass Status Weekly 
Supervisors are encouraged to regularly review their employees’ Bypass data (i.e., the employee is teleworking full-time or 
is on extended leave) to make sure it is accurate and still applies. If an employee’s Bypass information is inaccurate, 
supervisors should contact their COVID-19 POC to cancel the Bypass. For instructions, review the COVID-19 Testing 
Compliance System User Guide.   

 
Maintain Confidentiality at All Times 
Supervisors and COVID-19 POCs should not share confidential information, such as who in their department or on their 
staff is participating in the Mandatory Employee COVID-19 Testing Program. Also, COVID-19 POCs (but not supervisors) 
have access to see the test results and vaccination status of employees in their department. COVID-19 POCs should never 
share an employee’s vaccination status with any other employee, including Directors and supervisors. This data should be 
considered protected employee information and should only be reviewed for operational purposes or for 
compliance assurance and should be protected and treated as private information. Inappropriate sharing of 
information will be subject to discipline.  
 
For example, it is inappropriate to share with other employees that someone in the department is absent from a meeting or 
event due to mandatory testing. (The supervisor can simply say the employee is absent.)  
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Supervisor / COVID-19 POC FAQs 
 

Q. What should a COVID-19 POC do if an employee’s test results from a County-run testing site do not appear in 
the COVID-19 Testing Compliance System? 
A. The employee can upload the test results in the system or ask their COVID-19 POC for assistance to upload the results. 
The main reasons why County test results do not upload to the system include: 
 
• The employee did not register at the correct link (here) using a Chrome or Edge browser (not Internet Explorer), 
• The employee did not include their correct employee number (located in the system email or their employee ID badge) 

during the registration process, or 
• The employee did not get tested at one of the specific County-run testing sites mentioned in the system email they 

receive each week. 
 
Q. Do new hires need to upload proof of vaccination? 
A. Yes, they must still upload their proof of vaccination to the Employee COVID-19 Vaccination Disclosure System. Once 
that is complete, they will be removed from the Mandatory Employee COVID-19 Testing Program. If the employee is not 
vaccinated (but hired as they have a medical or religious exemption on file), they are required to participate in the 
Mandatory Employee COVID-19 Testing Program. 
 
Even though proof is needed (or exemption approved) during the candidacy phase, the record cannot be filed until the 
employee is active in Oracle, which takes up to four days after their start date. Employees are also told at New Employee 
Orientation to go into the disclosure system and enter their proof if they are vaccinated, in order to be removed from the 
Mandatory Employee COVID-19 Testing Program. There is a one-week grace period from the hire date before enforcement 
measures should be taken by the supervisor and COVID-19 POC. 
 
Q. Do employees who do not have a County email address need to submit for weekly testing? 
Yes; if they have not yet provided proof of full vaccination via the Employee COVID-19 Vaccination Disclosure System, they 
will need to submit for weekly testing. Because they do not have a County email address, supervisors are asked to notify 
them of the need to submit for testing – they will not receive a system email telling them that they need to test.  
 

 
Resources and Questions for Supervisors and COVID-19 POCs 
 
• Program Details: For details about the Mandatory Employee COVID-19 Testing Program, review the Mandatory 

Employee COVID-19 Testing Program FAQs and visit www.montgomerycountymd.gov/EmployeeNewsCOVID19. 
 
• General Questions: Contact ohr@montgomerycountymd.gov.  

 
• Technical /System Assistance: Refer to the COVID-19 Testing Compliance System User Guide or contact 

#OHR.ITTeam@montgomerycountymd.gov. 
 

• Timekeeping Guidance: For the latest guidance, job aids, and other related resources, visit the MCtime website.  
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