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This toolkit is intended to be used by school boards and schools to manage COVID-19 in a school 
setting. These tools also apply to childcare centres and before/after school programs that operate 
within schools. This toolkit includes the following:

• Action #1: COVID-19 School Screening

• Action #2: Managing Students with COVID-19 Symptoms at School - Instructions for Staff

• Action #3: Your Child Had Symptoms While at School

• Action #4: School Protocol When Staff or Students Test Positive for COVID-19

• Action #5: Communication Protocol for COVID 19 Case

• Action #6: Return to School Protocols for Staff and Students with COVID-19 Symptoms

Key information

Local Public Health Units:

• Leeds, Grenville & Lanark District Health Unit: 1-866-236-0123

• Eastern Ontario Health Unit: 1-800-267-7120 (press “5”)

COVID-19 School Online Screening Tool

This provincial screening tool is intended to be used by parents, students, employees and visitors. 
This tool provides guidance on whether or not is it advised to go to school or work along with next 
steps. 

To find a local COVID-19 Assessment Centre:

• Leeds, Grenville & Lanark

• Eastern Ontario

Local School COVID-19 Cases and Statistics

To assist school boards and schools with their provincial COVID-19 reporting requirements, the local 
health units have developed webpages to host information on outbreaks in a school setting. The 
Government of Ontario provides information about COVID-19 cases in schools.

• Leeds Grenville & Lanark District Health Unit

• Eastern Ontario Health Unit

https://healthunit.org/health-information/covid-19/
https://eohu.ca/en/covid-19-novel-coronavirus
https://covid-19.ontario.ca/school-screening/context
https://healthunit.org/health-information/covid-19/assessment-testing-results/
https://eohu.ca/en/covid/covid-19-testing-assessment-centres
https://healthunit.org/health-information/covid-19/local-cases-and-statistics/schools/
https://eohu.ca/en/covid/school-outbreaks
https://www.ontario.ca/page/covid-19-cases-schools-and-child-care-centres


COVID-19 SCHOOL SCREENING
Should My Child Attend School?

You must screen for COVID-19 every day before going to school. You can fill this out on behalf of your child. 

• Has your child travelled outside of Canada in the 
last 14 days?

• In the last 14 days, have they tested positive for 
COVID-19?

• In the last 14 days, have they been in close 
physical contact with someone who currently has 
COVID-19? 
This includes getting a COVID-19 Alert exposure 
notification.

• Has a doctor, health care provider, or public health 
unit told them that they should currently be 
isolating (staying at home)?

NO to all questions  

Is your child currently experiencing any of these symptoms?
• Fever- Temperature of 37.8 degrees Celsius/100 degrees Fahrenheit or higher
• Chills
• Cough that’s new or worsening-Continuous, more than usual, not related to other known causes or 

conditions (for example, COPD)
• Barking cough, making a whistling noise when breathing-Croup, not related to other known causes or 

conditions
• Shortness of breath-Out of breath, unable to breathe deeply, not related to other known causes or conditions 

(for example, asthma)
• Sore throat-Not related to other known causes or conditions (for example, seasonal allergies, acid reflux)
• Difficulty swallowing-Painful swallowing, not related to other known causes or conditions
• Runny nose-Not related to other known causes or conditions (for example, seasonal allergies, being outside in 

cold weather)
• Stuffy or congested nose-Not related to other known causes or conditions (for example, seasonal allergies)
• Decrease or loss of taste or smell-Not related to other known causes or conditions (for example, allergies, 

neurological disorders)
• Pink eye-Conjunctivitis, not related to other know causes or conditions (for example, reoccurring styes)
• Headache that’s unusual or long lasting-Not related to other known causes or conditions (for example, 

tension-type headaches, chronic migraines)
• Digestive issues like nausea/vomiting, diarrhea, stomach pain-Not related to other known causes or 

conditions (for example, irritable bowel syndrome, anxiety in children, menstrual cramps)
• Muscle aches that are unusual or long lasting-Not related to other known causes or conditions (for example, 

a sudden injury, fibromyalgia) 
• Extreme tiredness that is unusual-Fatigue, lack of energy, not related to other known causes or conditions 

(for example, depression, insomnia, thyroid dysfunction)
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YES to one 
of more 
of these 
questions

DO NOT Go to School

Go to School





Next steps
1. Contact the school to let 

them know about this 
result 

2. They should isolate (stay  
home) and not leave 
except to get tested or for a 
medical emergency

3. Talk with a doctor/health 
care provider or visit an 
assessment centre to get a 
COVID-19 test

You can go to school because you seem to be 
healthy and have not been exposed to COVID-19.

YES to one or more symptoms

NO Symptoms

DO NOT Go to School
Next steps

1. Contact the school to let them know about this 
result 

2. They should isolate (stay  home) and not leave 
except to get tested or for a medical emergency

3. Talk with a doctor/health care provider or visit 
an assessment centre to get a COVID-19 test

Leeds, Grenville & Lanark District

HEALTH UNIT
Your Partner in Public Health

www.healthunit.org

Siblings or other people you live with who do not 
have symptoms are not required to isolate. They 
should monitor for symptoms and be assessed/
tested if symptoms develop.



Managing Students with COVID-19 Symptoms at School – Instructions for Staff

Student presents with at least one COVID-19 symptom

*If COVID test comes back negative the contents can be removed from bag.

Perform hand hygiene, put on procedural/surgical mask (if not already wearing one), and goggles or face shield, and 
immediately bring student to isolation room.
Gown and gloves are advised if bodily fluids are involved and/or 2m distance cannot be consistently maintained at all 
times. Refer to Recommended Steps for Putting On and Taking Off PPE (Personal Protective Equipment)

1

Provide student with a procedural/surgical grade mask to be worn if tolerated and ensure student remains in 
isolation room until able to leave.

2

Notify student’s emergency contact and advise regarding: 
• Symptoms
• That student needs to be picked up ASAP
• Asymptomatic siblings may remain in school. Family members are not required to self isolate or be tested unless 

advised by Public Health.
• Public transportation must not be used (taxi is ok)
• Need to notify school upon arrival (e.g,. through intercom or by calling) and wait outside of school
• Advise contact to complete the COVID-19 School Screening Tool with their child and follow guidance provided. 

3

Monitor the student until they are picked up. 
Maintain at least a 2m distance (if possible). Hand hygiene and respiratory etiquette should be practiced while the ill 
individual is waiting to be picked up.
If student must use washroom, ensure it is vacant before use and that it is not used by others until it is cleaned and disinfected.

4

When student’s emergency contact arrives, ensure a clear pathway to the exit and bring student to the door.
5

Once student has departed, remove PPE and and seal in a bag for disposal. 
Perform hand hygiene
Refer to Recommended Steps for Putting On and Taking Off PPE

6

Ensure that all items used by symptomatic student and the isolation room are identified and are cleaned and disinfected. 
Any school items that cannot be cleaned must be stored in a labelled and sealed bag or container for 7 days*.

7

Principals must contact the appropriate local public health unit (PHU) to report a confirmed COVID 19 individual. Schools are not 
required to report all ill individuals to the PHU. Schools are welcome to call the PHU if clarification is required.

• Leeds, Grenville & Lanark District Health Unit: 1-866-236-0123
• Eastern Ontario Health Unit: 1-800-267-7120 (press “5”) 

8
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https://healthunit.org/wp-content/uploads/3733-COVID-Screening-School-Visitors-UCDSB.pdf
https://www.publichealthontario.ca/-/media/documents/r/2012/rpap-recommeded-ppe-steps.pdf?la=en
https://covid-19.ontario.ca/school-screening/
https://www.publichealthontario.ca/-/media/documents/r/2012/rpap-recommeded-ppe-steps.pdf?la=en


FACT SHEET
Your Child had Symptoms While at School

During the school day, your child presented with symptoms. As a precaution, your child was separated from 
other children and monitored by a staff member until you were able to bring them home. This action was 
carefully explained to your child.

What Should You Do Now?
• Take your child directly home. Siblings in the school who do not have symptoms can stay at school.
• To help guide you, complete the COVID-19 School Screening Tool with your child: 

 � https://covid-19.ontario.ca/school-screening/
• If you have questions call your health care provider or your local public health unit: 

 � Leeds, Grenville & Lanark District Health Unit: 1-866-236-0123 or
 � Eastern Ontario Health Unit: 1-800-267-7120 (press “5”)

• Inform the school to let them know about the next steps and if your child can return to school.

Your Child May Go To School If: Your Child Must Stay At Home 
(Self-Isolate) If:

• Your child’s symptoms are related to an existing medical condition or 
other known cause (e.g., anxiety, food intolerance) and can pass the 
COVID 19 screening tool. 

Note: While a cold may seem like a normal thing for your child at 
certain times of the year, it is not considered a “normal” symptom. 
Your child should be assessed by a health care provider or COVID-19 
assessment centre.

• A doctor or nurse practitioner has said that your child does not require a 
COVID-19 test and all of the following apply:

 � No fever for 24 hours (without using medication).
 � 24 hours since symptoms started improving  ( e.g. only 

occasionally clear mucous from nose, no discharge from eyes, 
coughing doesn’t interfere with activity, no headache, throat not 
sore with eating or drinking). 

 � Signs your child is feeling well (e.g., eating, drinking and sleeping 
well, normal personality, enough energy for daily activities).

• Your child receives a negative COVID-19 test result and all of the 
following apply:

 � No fever for 24 hours (without using medication).
 � 24 hours since symptoms started improving  (e.g. only occasionally 

clear mucous from nose, no discharge from eyes, coughing doesn’t 
interfere with activity, no headache, throat not sore with eating or 
drinking). 

 � Signs your child is feeling well (e.g., eating, drinking and sleeping 
well, normal personality, enough energy for daily activities).

• Your child is experiencing any new 
symptoms or symptoms that get worse.

• Your child is waiting to be assessed by a 
doctor or nurse practitioner, or waiting 
for an appointment at a COVID-19 
assessment centre. Even if your child’s 
symptoms improve while waiting, they 
must continue to self-isolate.

• Your child is awaiting COVID-19 test 
results.

• Your child receives a positive COVID-19 
test result.

• Your child has travelled outside of 
Canada in the last 14 days.

• Your child has been identified by 
Public Health as a close contact (high 
risk exposure) of someone who tested 
positive for COVID-19.

Note: Other people within the 
household should try to limit close 
contact with the child, and carefully 
self-monitor for symptoms and get 
tested if symptoms develop. If close 
contact is required, have only one 
person take care of the child, where 
possible.

3170_57 JD Sep 2020

1-866-236-0123
www.healthunit.org

1-800-267-7120
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https://covid-19.ontario.ca/school-screening/


School Protocol When Staff or Students 
Test Positive for COVID-19

Information needed may include:

• Attendance records
• Class/cohort lists and seating charts
• Before and after school child care lists
•

•

Current contact information for
students/staff

• Special assignments/programs/activities
(e.g., Special Education)

• Records of essential visitors

Symptomatic 
students/
staff should 
be tested.

Asymptomatic 
students/
staff who 
are identified 
as high risk 
contacts (e.g., 
student/staff in 
the same class 
as a lab 
confirmed 
COVID-19 
positive case), 
are advised to 
go for testing 
no earlier than 
5 days after 
initial close 
contact with 
the case.

High-risk contacts will be required to
• Self-isolate at home for 14 days after they

were in contact with student/staff who
tested positive and be tested as per
Public Health advice.

Low-risk contacts will be required to
• Self-monitor for symptoms for 14 days;

at the first sign of possible COVID-19
symptoms, self-isolate, go for testing
and notify the local PHU.

• May continue to attend school/work

Students/staff who test 
positive for COVID-19 will 
remain in isolation until 
three conditions have 
been met or as directed 
by Public Health.

1. They have isolated
for 14 days after the
onset of symptoms
AND

2. They no longer
have a fever
AND

3. Their symptoms
have been improving
for at least 72 hours.

Students or staff do not 
need clearance testing 
or medical notes to 
return to school. Check 
with your school board's 
protocols.

PHU will provide 
guidance and conduct 
daily follow-up with the 
family of a positive case.

School distributes communications to parents, 
guardians, and staff and conducts infection 
prevention and control measures as advised by 
PHU. Refer to "Communication Protocol for 
COVID 19 Case". 

Local Public Health Unit (PHU) receives the positive test result and contacts 
the staff, student (or student’s parent/guardian) to conduct case management. +
PHU contacts the school administration to ensure notification of the school and 
request cohort information of positive person.

PHU will:
1. Perform risk assessment of contacts

(cohorts) of positive person.
2. Provide school with list of individuals who are

considered high-risk contacts and low-risk contacts.*
3. Contact all high risk contacts.
4. Provide instructions to school/school

board on parent communication.
5. Provide school with recommendations for

infection prevention and control measures.
6. Determine if an outbreak will be declared.

School and transportation consortium          
(if applicable) provides information to PHU 
on student/staff who tested positive for 
COVID-19 as soon as possible.

Adapted with permission from KFL&A Public Health

1-866-236-0123
www.healthunit.org

1-1-800-267-7120
www.eohu.ca
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Transportation lists and seating charts
(Transportation Consortium will provide)



PHU will be responsible for determining if an outbreak 
exists, declaring an outbreak, and providing direction 
on outbreak control measures to be implemented.
PHU will assist in determining which cohort(s) may be 
sent home, or if a partial or full school closure is 
required.

PHU will also determine when an outbreak can be 
declared over.
PHU will report school outbreaks on their website.

PHU will be responsible for conducting case and contact 
management activities. Measures will be taken to ensure 
privacy and avoid disclosure of details to the school 
community that would lead to the identification of a 
laboratory confirmed COVID-19 case. 
PHU will provide schools with letters that can be used to 
communicate with their school community. The purpose of 
this communication would be to provide reassurance and 
guidance and would not provide specific information or 
identifying details.

*Personal health information may be disclosed to schools and this is for
the purpose of contact tracing and should only be used for that purpose.
Schools have an obligation to protect the personal information of their
students. Do not further disclose the identity of the case except to those
other school board employees who require it as part of their job function.
The identity of the case should not be disclosed to parents, or 
to other students unless deemed necessary by public health or 
unless given permission to do so by the case or their guardian.

+ +

In the event that a school or PHU are made aware of a positive 
COVID-19 diagnosis for staff or students, it is essential that the 
school administrator make key information pertaining to staff and 
students available quickly for the purposes of contact tracing. This 
information needs to be accessible by school administrators on 
short notice, both during and outside of school hours. 
Please prepare to have the following information available:

☐ Attendance records for the specific dates
that PHU requests.

☐ Class lists and seating charts for every class.
☐ Names, date of birth, and address for each student.
☐ Up-to-date contact information for the parent/

guardian of each student, and for staff.
☐ Name and contact info for any staff/outside visitors who are 

not on the class list, that interacted with the class on the 
dates provided (e.g., Rotary teachers, service providers).

☐ Before and after program child care lists.
☐ Special assignments and programs.
☐ Records of essential visitors
☐ Transportation lists and seating charts 

(Transportation Consortium will provide)

School administrator responsibilities Public health responsibilities

Declaring an outbreak

Personal health information



Parents, students and staff will have an interest in knowing when a COVID-19 positive individual has been 
identified in their school. Caution will be used to inform the public while ensuring the identity of the 
student or staff member, that has received a positive COVID-19 test, is protected.

As outlined in the Operational guidance: COVID-19 management in schools, all school boards are to create 
a COVID-19 advisory section on their website. Where schools have websites, they should also create a 
similar section. These sections will provide information on confirmed individuals of COVID-19 that involves 
students or staff members in a school setting.  

To assist school boards/schools, the local health units will host outbreak information on their websites 
whereby the school boards and schools can then provide direct links to this information from their own 
COVID-19 advisory sections. 

Steps when a student or staff member tests positive for COVID-19:
1. Confirmed case(s) is reported to Public Health Unit (PHU).

2. PHU staff contacts school(s) and transportation consortium (if applicable) to retrieve records including:  

• Attendance records
• Class/cohort lists and seating charts
• Before/after school child care lists
• Transportation lists and seating charts
• Current contact information for students/staff
• Special assignments/programs/activities (e.g., Special Education)
• Records of essential visitors
These lists are to be given to Public Health within a timely manner. These will be used to assist in 
identifying high risk, low risk and no risk exposures. 

3. Upon assessment, PHU informs school(s) of the staff/students that are high and low risk exposures, as 
well as, staff and students who are not at risk. 

4. School uses internal communication channels to inform parents and staff using PHU letters. The local 
PHU will provide the school principal with the letters and identify which students/staff are to receive 
them. 

5. School will report positive cases through the Ministry reporting tool. The local PHUs will post outbreak 
information on their respective websites.
• Leeds Grenville & Lanark; Eastern Ontario (SD&G; Prescott Russell)

6. If a class or school is required to be closed based on PHU assessment, parents and school staff will be 
notified immediately. The local health unit will provide the school principal with a notice for circulation 
to the students/staff impacted. 

*An outbreak in a school is defined as two or more lab-confirmed COVID-19 cases in students and/or staff in a school with an 
epidemiological link, within a 14-day period, where at least one case could have reasonably acquired their infection in the school 
(including transportation and before or after school care).

COVID-19 Case & Outbreak Communication Protocol
September 22, 2020

https://www.ontario.ca/page/operational-guidance-covid-19-management-schools
https://healthunit.org/health-information/covid-19/local-cases-and-statistics/schools/
https://eohu.ca/en/covid/school-outbreaks


While a student/staff is waiting for COVID-19 test results, they must 
remain in self-isolation and cannot attend school in-person.

Return to School Protocols for Staff and 
Students with COVID-19 Symptoms

+Negative  
COVID-19 Test Result

Positive  
COVID-19 Test Result

Not Tested  
for COVID-19

If student/staff member has tested negative for 
COVID-19 and is not a contact of someone who 
has tested positive, they can return to school if all 
of the following apply:

• You do not have a fever for 24 hours (without
using medication)

• It has been at least 24 hours since your
symptoms started improving (e.g. only
occasionally clear mucous from nose, no
discharge from eyes, coughing doesn’t
interfere with activity, no headache, throat not
sore with eating or drinking).

• You have signs you are feeling well (e.g.,
eating, drinking and sleeping well, normal
personality, enough energy for daily activities)

Documented proof of the negative test result is 
not required to return to school. 
Check with your school board regarding their 
protocols.

Note: If a staff/student has had known close 
contact with someone who has tested positive 
for COVID-19 or the staff/student has travelled 
out of country, they must self-isolate until 14 days 
have passed since their last exposure 
even if they have a negative test result.

If a test is recommended but the student/staff is 
not tested, they must self-isolate for 14 days from 
the onset of their symptoms. Household member 
must self-isolate as well.

If a test is not recommended after a clinical 
assessment, student/staff may return to school/
work if all of the following apply:

• You do not have a fever for 24 hours
(without using medication)

•

•

It has been at least 24 hours since your
symptoms started improving (e.g. only
occasionally clear mucous from nose, no
discharge from eyes, coughing doesn’t
interfere with activity, no headache, throat not
sore with eating or drinking).

You have signs you are feeling well (e.g.,
eating, drinking and sleeping well, normal
personality, enough energy for daily activities)

It is strongly recommended that an individual with 
any COVID-19 symptom and no known alternative 
diagnosis be tested for COVID-19.
The diagnosis of another infection does not exclude 
the possibility of also being infected with COVID-19. 

Students/staff who test positive will receive 
daily follow up from PHU. 
Students/staff who test positive for 
COVID-19 will remain in isolation until these 
three conditions have been met or as 
directed by Public Health:

1. They have isolated for 14 days
after the onset of symptoms.

AND
2. They no longer have a fever.

AND
3. Their symptoms have been

improving for at least 72 hours.
Students or staff do not need clearance 
testing or medical notes to return to school. 
Check with your school board regarding 
their protocols. 

Adapted with permission from KFL&A Public Health

1-800-267-7120
www.eohu.ca

1-866-236-0123
www.healthunit.org
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Even if your symptoms get better while you are waiting to be assessed or tested, you are still required to self-isolate.

https://forms.office.com/Pages/ResponsePage.aspx?id=E7u5JVnh7kG8ptXvUMaXDHrj0tmwIyxCvRZOMy2DiklURUsxMlU0V0FCU1lHMEU1T1pHMFlUTTFTNC4u
https://forms.office.com/Pages/ResponsePage.aspx?id=E7u5JVnh7kG8ptXvUMaXDHrj0tmwIyxCvRZOMy2DiklURUsxMlU0V0FCU1lHMEU1T1pHMFlUTTFTNC4u
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