
School Notification and Contact Tracing 
Process



DOH NOTIFICATION TO SCHOOL
1. Following notification to positive case, DOH investigator will notify school point of contact (POC)
2. School POC will be requested to assist DOH in identifying students who meet the criteria of “close contact”.

• For COVID-19, a close contact is defined as any individual who was within 6 feet of an infected person for at 
least 15 minutes starting from 2 days before illness onset (or, for asymptomatic patients, 2 days prior to positive 
specimen collection) until the time the patient is isolated.

• Identifying close contacts is not limited to “6 foot for 15 minutes or longer”. 
• Length of exposure in confined settings, heavy exertion, contact sports and other factors are considered 

when identifying close contacts. These factors can impact who is considered a close contact.
• Masking is effective in reducing the risk of transmission to others but does NOT rule that person out as a 

close contact.
3. DOH will provide school with COVID-19 Reporting Document to record the following information for the positive case 

and school-close contacts. Please submit this information to the DOH Investigator as soon as possible.
• Name
• Parent(s) / Guardian
• Indicate if close contact is a student or faculty member
• Birthdate
• Address
• Phone number/ other contact method
• Timeframe of attendance and setting

• Classroom (gym, music), bus, extracurricular activity (sport / club name), lunchroom, after school care, locker 
/ backpack area

• Potential, school rosters
4. DOH will notify close contacts and provide quarantine recommendations. 
5. School may consider providing COVID-19 letters, drafted by DOH

• School Close Contact Letter– General notification to parents of a positive case in the classroom
• School General Notification Letter– General notification to parents of a positive case in the school
• Confirmed Letter– Verified Close Contact
• Non-confirmed Letter– Potential Close Contact

6. After investigation is complete, DOH investigator will provide mitigation strategies to POC
• DOH will share identified spaces in the school where exposure occurred
• Preventative measures (i.e. masking, hand hygiene, clean high touch surfaces, avoid sharing items)

7. School can participate in daily DOE/DOH “Office Hours” for additional questions and assistance as necessary 
• Monday through Friday, 9:00AM-10:00AM CT



As a rule, investigators are looking for students and staff who have been within 6 feet 
for 15 minutes or longer, 

Other factors are considered, for example:
 Length of exposure in confined settings, heavy exertion, contact sports and other factors are 

considered when identifying close contacts. 
 Masking is effective in reducing the risk of transmission to others but does NOT rule that person out as 

a close contact.

HOW DO I HELP DOH NARROW DOWN CLOSE CONTACTS?

CLOSER THAN
6 FEET

=+ CLOSE 
CONTACT



To identify all school-close contacts, consider positive student’s / staff’s daily activity, starting 
2 days prior to their illness onset. Ask the following questions and focus on people who may 
have been within 6 feet for 15 minutes.

 Does student ride a bus to and from school?
 Do they leave the school during the day? Lunch? Off-site school 

class?
Who do they eat lunch with?
Who do they spend time with between classes?
Who is their locker/coat hook neighbors?
Who do they sit next to in class? Do you have a seating chart? 
Were there any classroom group activities?
 i.e. Reading buddies (older students reading to younger students)
 Are they in extra curricular activities?
 Did the recently travel with the team?
 Did they have a game?
 Did they receive one on one or small group tutoring?
 Did they visit school nurse, principal, counselor or other?

WHAT QUESTION MIGHT DOH INVESTIGATOR ASK ME?



WHAT CAN I DO IF I LEARN ABOUT CASE BEFORE DOH NOTIFIES ME?

1. Exclude positive student / staff from school. 
2. Begin COVID-19 Reporting Document
3. If school POC is confident determining close contacts without confirmation by DOH, 

school may consider providing COVID-19 letter drafted by DOH. 
• Non-confirmed Letter– Potential Close Contact

• This is optional and at discretion of school
• If school notifies individuals who are not confirmed by DOH through 

investigation, the school will be responsible for calling those students/faculty 
to return to school. 

4. Once DOH receives a positive result, disease investigators will contact the positive 
individual and gather close contacts.

5. Following notification to the positive case, DOH will contact the school POC and 
follow the DOH notification to school process.



COVID-19 REPORTING DOCUMENT
COVID-19 Reporting Excel Document, Page 1 - Case Information



COVID-19 REPORTING DOCUMENT
Page 2 – School Close Contacts
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