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Communication 

Schools and teachers know that good communication with parents and guardians is an important part of 
their jobs.  Effective communication is critical for the transfer of information concerning COVID-19 to  
students, staff, parents and guardians, and the community.  It is as important that communication is ongoing 
and transparent.  The trust of families during this time is extremely valuable.  The school should also act as a 
place for parents and guardians to obtain information regarding COVID-19.  Not only is it important to share 
accurate information, but the way we share information is important. 
 
Schools face many barriers for successful communication to parents and guardians.   
 

              
 
 
During this time, schools will also need to have effective, ongoing communication with other 
members of the community including: 
 

Þ Local Health Department 
Þ Community Health Clinics 
Þ School-Based Health Centers 
Þ Local Pediatricians 
Þ Local Physicians 

 
 

Many families do not have      
internet access.

Grandparents may not have the 
techincal skills to locate and 

retrieve messages.

Middle School & High School 
students do not have folders that 

parents check every day.

Incorrect parent/guardian contact 
information that has not been 

updated. 

Barriers to Effective 
Communication



In order for the school nurse to follow-up with students that were suspected of having 
COVID-19 or those that were diagnosed with the virus, they will need to have strong 
communication with local pediatricians and physicians.  Paula McCoy BSN, RN, NCSN of 
Greenbrier County has drafted a letter to Health Care Providers explaining the need for this 
continued communication which will allow school nurses to keep all students and staff safe.   
(Please see Appendix A & B for references.) 
 
Although a packet of information and Emergency Forms are sent home to all students on 
the first day of school, counties and/or schools may consider sending home a separate 
packet of information regarding COVID-19 and policies for their county and/or school. 

 
Information to consider sending home on the first day of school: 

A COVID-19 Information Packet 
 

1. Basic COVID-19 information, including signs and symptoms.  (Appendix C) 
 

2. Clear directions on when to keep a student home and the process for notifying the school if  
COVID-19 is suspected.   

 
3. Importance of maintaining mandatory immunizations and information on locations where these can 

be obtained.  If you have a School-Based Health Center, be sure and work with them on maintain 
immunizations and “catching-up” students who missed well-child appointments during quarantine. 

 
4. Cleaning and disinfecting guidelines the school will have in effect to help keep students safe. 

 
5. Locations where COVID-19 testing is available in the community. 

 
6. A way in which parents/guardians and students can contact the school outside of regular school 

hours when they think they may have symptoms of COVID-19 or have been exposed to COVID-19.  
This is another great opportunity to work with your School-Based Health Center.   

 
7. Information regarding the methods the school will be using for communication so that parents are 

aware.  Examples include:  Callouts, letters sent home, postings on the school website or Schoology. 
 

8. A survey to determine exposure by the family and student to COVID-19 and if there has been a 
change in guardianship or insurance.  Families may have lost insurance due to unemployment.  
School counselors and school nurses have resources to help in the interment.  
 

Schools and counties will need to work with their School Nurses, Department of Health, and 
School-Based Health Centers to develop the forms for this packet of information. 
 
 
 



Personal Protective Equipment (PPE) 

All employees will need appropriate Personal Protective Equipment (PPE) and the training necessary on 
how to properly put on, use, take off, and dispose of.  Some employees may find it necessary to require PPE 
items while performing certain procedures or tasks. 
 
Recommendations for appropriate PPE should be made available to all staff and students. 
 

• Medical grade masks should be available for health care providers which includes school nurses, 
speech language pathologists, physical and occupational therapy, and trained unlicensed assistive 
personnel (UAP).  

 
• Non-medical grade masks for others, if appropriate and developmentally tolerated. 

 
• All school nurses and UAPs will need to have access to complete sets of PPE.   This includes face 

protector (face mask or face shield), bonnet, booties, gown, and gloves.  NASN (2020), recommends 
N95 masks for school nurses and must be fitted to ensure proper protection. 
 

• According to the CDC/NASN (2020), even though schools are not identified as a “healthcare 
setting”, school nurses are working inside of a school building to provide healthcare services.  During 
the performance of those services there is a level of risk associated with direct or indirect contact to 
students and/or staff to environmental surfaces or bodily fluids that may be considered contaminated 
or infectious during this time. 
 

• Custodial Staff will need to have access to medical grade face masks, face shields or goggles, 
gloves, and gowns.  
 

• Nebulizer and suctioning treatments require a N95 mask as recommended by the CDC due to these 
being aerosol generating activities. 

 
All staff should receive proper training on PPE. 
 

• Donning PPE 
 

• Doffing PPE 
 

• Disposal of PPE 
 

Please see Appendix D & E for information on PPE and donning & doffing of PPE. 
Please see Appendix F for Personal Protective Equipment Chart. 

 
 



Social Distancing Recommendations 

• All field trips, assemblies, and other large group activities should be cancelled. 
 

• Modify classes so students are less likely to be in close contact (less than 6 feet apart).  These 
classes include band, chorus, music, physical education. 

 
• Have the teachers travel to the classrooms when possible. 

 
• Increase space between desks to 6 feet if possible. 

 
• Avoid mixing students in common areas for example the cafeteria.  Students may need to eat in 

classrooms if possible.  If not, stagger lunches as well as the use of the playground. 
 

• Stagger arrival and/or dismissal times. 
 

• Limit the number of students in the bathroom at one time. 
 

• Decrease congestion in the health office. 
 

• Non-essential visitors NOT allowed in school buildings. 
 

• Limit cross-school transfer for special programs such as robotics, magnet programs, gifted programs.  
Utilize distance learning or temporarily offering duplicate programs within the school. 

 
• Utilizing teleconference meetings for IEP’s, SATs, 504s, MDETs, etc. when possible. 

 
• Pre-K and Kindergarten classrooms with 2 or more adults supervising should consider dividing into 2 

separate groups and keep siblings together.  One designee for specific tasks such as food prep and 
diaper changes, based on staffing and acuity of needs. 
 

• Special consideration and guidance will be needed in regard to the meeting of required IEP 
modifications and services students are required to receive. 
 

• The administration will need to make decisions regarding the transfer of students to and from 
vocational programs which take place in separate school buildings. 

 
 
 
 
 
 



Immunosuppressed Students & Students with                               
Chronic Health Conditions 

 
Why are students with chronic health conditions at an increased risk for more severe illness 
if they contract COVID-19? 
 

• Students with underlying health conditions such as diabetes, asthma, hemoglobin disorders, seizure 
disorders, and cystic fibrosis are more vulnerable than most students and are considered to be in the 
high-risk population.  According to Harvard Medical School (2020), It is not entirely clear why these 
students are more vulnerable, but reasons include: 
 

o A weakened immune system which may not be able to fight the virus as well. 
 

o An exaggerated response from the immune system causing inflammation and tissue damage 
which may in turn cause additional complications. 

 
o Present organ damage related to the chronic illness may be exacerbated by COVID-19 and 

may possibly put additional stress on the organ. 
 

o Medications taken to treat chronic illness may increase the severity of the infection or may 
cause the student to be immunocompromised such as biologics and chemotherapy. 

 
What can be done to continue to protect students with chronic health conditions and 
immunocompromised? 
 

• These students should continue to practice the CDC recommended guidelines including: 
 

o Wash your hands often with soap and water for at least 20 seconds or use a hand sanitizer 
that contains at least 60% alcohol. 

 
o Avoid close contact and maintain a distance of 6 feet between others when possible. 

 
o Cover cough and sneezes. 

 
o Avoid touching your face. 

 
o Stay home if you are sick. 

 
 



 
 
 
 
 
    *** The school health office will need to provide a separate and clean space for the 
treatment and care of students with chronic health conditions to prevent coming in contact 
with possible COVID-19 patients.   
 
 
 
 
 
 
 
 
 

ASTHMA

Follow the Asthma Action Plan from physician.

Avoid asthma triggers.
Know how to use inhaler and continue current 
medications prescribed from physician

COVID-19 can affect the respiratory tract, cause an 
asthma attack, which can lead to pneumonia and serious 
illness. 

DIABETES
Continue taking your insulin or medication as prescribed by 
physician.
Test your blood sugar before meals and as recommended by 
your pysician.
Follow the sick day guidelines for people with diabetes.

High blood sugar levels are more likely to cause health 
problems.  Those health problems can make it harder to 
overcome COVID-19.

HEMOGLOBIN DISORDERS
(Sickle-Cell Disease & Thalassemia)

Try to prevent vaso-occlusive episodes or pain crises by 
avoiding possible triggers. 

Living with a hemoglobin disorder can lead to serious 
multi-organ complications, and underlying medical 
conditions (such as heart disease, liver disease, diabetes, 
iron overload, kidney disease, viral infections, or 
weakened immune system) may increase the risk of 
severe illness from COVID-19.

Recommendations 
for Students with 

Chronic Health 
Conditions

IMMUNOCOMPROMISED 

If you are immunocompromised, continue any 
medications or treatments and follow the advice of your 
healthcare provider. 
 
People with a weakened immune system have a reduced 
ability to fight infectious diseases, including viruses like 
COVID-19.  Knowledge is limited about the virus that 
causes COVID-19, but based on similar viruses, there is 
concern that immunocompromised patients may remain 
infectious for longer than other COVID-19 patients.   



School Health Office Recommendations for Students with Chronic Health Conditions 
 
 
Students with Diabetes: 

 
 
Students with Asthma: 

 
Please Note:  Nebulizers can be much more effective at delivering medications slowly into the airways and tend to be very effective in children.  
However, when used by a patient with a respiratory infection, the nebulizer could aerosolize droplets containing virus, allowing the virus to stay 
in the air longer.  The CDC has advised if a nebulizer is used, it should be used in a room that is isolated from others, (HSC News, 2020). 
 
 
 
 
 

Requirements 

• A sink for handwashing

• Allows for confidentiality 
and privacy to be 
maintained for the student 
at all times

• Bottles of water

• No touch trash can

• Approved cleaning wipes

This area will be used for:

• Monitoring blood glucose 
levels

• Carbohydate counting & 
Calculating of insulin 
dosage

• Administration of Insulin

• Ability to treat and recover 
from events of 
hyperglycemia or 
hypoglycemia

Supplies required 

• Alcohol Swabs
• Student's Glucometer
• Inusulin provided by 
student

• Pen Needles or Syringes
• Sharps Container
• Carbohydrate Count 
Reference

• Snacks, Juice, and/or fast 
acting source of 
carbohydrates

• PPE
• Student's Diabetes Log
• Parent Emergency Contact 
Information

Requirements

• A sink for handwashing

• Allows for confidentiality and 
privacy to be maintained for 
the student at all times

• Bottles of Water

• No touch trash can 

• Approved cleaning wipes

This area will be used for:

• Assessment of lung sounds

• Assement of pulse oximeter

• Administration of inhaler

• Administration of nebulizer

• Ability to treat and recover 
from an asthma crises

Supplies Required:

• Stethoscope
• Pulse Oximeter
• Personal Rescue Inhaler for 

each student as ordered by a 
physician

• Spacer for any student ordered 
by a physician

• Nebulizer*
• Nebulizer tubing and mask or 

mouthpiece
• Nebulizer medication for each 

student as ordered by a 
physician 

• Alcohol Swabs
• PPE
• Parent Emergency Contact 

Information



Health Office Guidelines & Recommendations 

 
School health offices are where actual and potential health problems, including first aid, emergency care 
and assessment and planning for the management of chronic conditions (such as asthma or diabetes) 
occurs in a school.  In the presence of COVID-19, there are many new recommendations to be considered 
to keep both staff and students safe and healthy. 
 
 Ventilation: 

- Proper ventilation is necessary in the school health office.  Adequate airflow is necessary to maintain 
a healthy environment within the school building and in the health office.  Obstacles to proper 
ventilation can be found in many schools and health offices.  Many health offices are placed in small, 
dark, windowless closets or “extra” space found in the school building. 
 
Ventilation can be provided in the health office by: 

§ A window than can be opened. 
§ Use of fans/circulating fans for adequate air exchange. 
§ Proper and frequent cleaning of all vents and returns found in the health office.  

 
 
Quarantine Area of School Health Office: 
 
Students and school staff that are displaying symptoms of infection need to be separated from healthy 
students and staff that are utilizing the health office for daily medications, first aid treatment, physical injury 
assessment, and the care of chronic health conditions.  
 

w As discussed in the section concerning students with chronic health conditions, the school health 
office will need to provide a quarantine area and a separate “clean” space.  Each school will need to 
determine an area where students and/or staff which are being evaluated for possible infection of 
COVID-19 can be placed.  According to NASN (2020), if an adjacent space is not available, consider 
moving the school nurse work area to another larger location with a separate adjacent space.  
Computer, phone, internet, and restrooms with handwashing facilities are required in the school 
nurse designated space.  It is most important to remember that this quarantine area will need to be 
where the Unlicensed Assistive Personnel (UAP) will be able to monitor these students.   
 
Proper ventilation is an important part of this strategy.  Each county will ensure that these two 
separate areas are in place before schools re-open.  

 
 
 
 
 
 



Standards for the Health Office 
 

 
 
Visiting the Health Office – Necessary or Not? 
In order to prevent potential exposure to infectious disease, promote isolation, and decrease congestion, 
students do not need to present to the health office for the following common situations. 
 

 

•Required before and after each health office encounter and each intervention.
•Recommended by the CDC is with soap and water for at least 20 seconds.
•Hand sanitizer is acceptable as long as it is 60% alcohol and after using 3 times, hands 
must be washed with soap and water. 

Hand Hygeine

•School Nurse or UAP to wear PPE (N-95 mask and goggles or facial shield and gown) 
when working with ill students.

•School Nurse or UAP may wear a facial mask or facial sheild when dealing with well 
students.

PPE

•Scrub tops and pants which are able to be washed in very hot water and stronger 
detergants.

•Scrubs help the school nurse to be easily identified.
•No open-toe shoes.  Wear shoes to work and have another pair to change into.

Uniform 
Recommendations

First Aid

• Paper cuts, small abraisions, previous injuries students have picked.
• Students can wash their hands and apply a band aid if necessary.

Headaches

• Minor headaches and/or fatigue
• Allow student to have snack or drink water first.  Re-evaluate after 20 minutes.

Stomache

• Minor stomache and/or nausea. 
• Allow student to use the restroom, drink water, and have snack.  Re-evaluate after 20 minutes.

Bug Bite

• Localized bug bite.  
• If no history of allergy, apply cool paper towel to area to help prevent scratching.

Anxiety

• Anxiety/Stress/Psychosocial Issues if not affecting breathing or medical health.
• Allow student to have snack or drink of water, redirect, or refer to counseling services.



§ It is recommended that each classroom be provided with a basic first aid kit containing band-aids, 
bee sting relief swabs, gloves, and gauze pads. 

 
§ Please refer to “Guidelines for Staff for Sick Visits” – Appendix G. 

 
§ When schools re-open it will be more important than ever to keep the traffic in the office and in the 

health office to a minimum.  Teachers will play a large part in helping to reduce this traffic.  All staff 
will need to be educated on these new guidelines prior to school starting. 

 
Students Needing to Visit the Health Office 
 
Teachers and staff will need to notify the school nurse prior to sending a student to the health office in 
order to ensure the office and health office can provide social distancing. 
 
Students may independently ambulate to the health office when the following symptoms are not present: 
 

à Confusion, “Doesn’t seem to be themselves”, or disoriented 
 

à Decreased level of consciousness 
 

à Shortness of breath or respiratory distress 
 

à Dizziness/Lightheaded Feeling 
 

à Spinal cord injury suspected or Head injury complaining of neck pain – DO NOT MOVE POSITION 
 

à Vision Impairment 
 

à Hypoglycemia/Low blood sugar 
 
 
Health Office Recommendations for Non-Respiratory Conditions 
 
Gastrointestinal: 
 

• Consider the use of gowns, mask/face shield, protective eye wear and shoe covers in the occurrence 
of active or impending emesis. 

 
• Move student to separate isolation area in the occurrence of active emesis. 

 
Integumentary: 
 

• Standard precautions evaluate the need of PPE depending upon clinical picture.  i.e. draining 
wounds, potential exposure to blood borne pathogens. 



Health Office Recommendations for Respiratory Conditions 
 
Respiratory Complaint and Afebrile: 
 

• If lung sounds are clear to auscultation, secretions are clear or absent, and cough is intermittent or 
absent in nature, teach student proper respiratory hygiene etiquette.  Evaluate clinical picture to 
determine if student should remain in school. 

 
• If lung sounds auscultate other than clear and/or secretions are yellow or green, and cough is 

persistent - move the student to the quarantine area of the health office and refer student out for 
further evaluation. 

 
Respiratory Complaint and Febrile: 
 

• Isolate student in quarantine area of health office. 
 

• Student must be sent home and follow up with a medical provider with a clearance note prior to 
returning to school.   

 
• Follow temperature guidelines. 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 



Guidelines for Students with Infectious COVID-19 Symptoms 
 
 

Signs and Symptoms of COVID-19: 
 

 
 

If a student presents with any of the signs or symptoms above, the following guidelines are to be used. 
 

1. Apply your face mask and PPE.   
 

2. Student may walk independently to Quarantine area of Health Office where he/she will receive a 
mask.  If the student needs assistance, a staff member wearing a mask can accompany the student 
to the designated area while maintaining a distance of six feet apart when at all possible. 
 

3. Assist or instruct student to enter Quarantine area of Health Office for assessment. 
 

4. The School Nurse or Unlicensed Assistive Personnel (UAP), or LPN wearing appropriate PPE will 
assess for symptoms. 
 
a) Check temperature, check O2 saturation level, check for abnormal respiratory symptoms, and 

document other symptoms and findings.  If the student has any respiratory distress such as a 
sudden shortness of breath, rapid shallow breathing, blueness of lips and/or fingernail beds, 
diminished responsiveness, CALL 911, Call School Nurse (if not present), call parent. 

 
b) If 911 is not called for student, call the parent or guardian to notify of symptoms and to request 

their child to be picked up as soon as possible. 
 
c) Instruct the parent to call their health care provider for instructions. 

Fever of 100 or >

Coughing

Shortness of 
Breath

Headache Muscle Pain

Repeated shaking 
with chills

Sore Throat

New loss of taste 
or smell Rash

Abdominal Pain

Vomiting/Diarrhea

Red Eyes Simiar to 
Pink Eye



 
d) Student will wait in quarantine area for pick up. 
 
e) Ventilate room with open window or open door if possible. 
 

5.  Parent Arrival: 
 
a) Parent will sign the student out according to the school’s COVID-19 protocol. 

 
b) Student will be instructed to leave the building through the designated exit per their school’s 

protocol to minimize contact with other staff and students. 
 

6. Disinfect Equipment and Quarantine Area: 
 
a) Staff member will call for custodian for disinfection per protocol. 

 
b) Clean all equipment used with student per protocol. 
 
c) Clean areas of contact by student such as cot, sink, doorknobs, and other frequently touched 

areas. 
 

7. Remove PPE Using Safety Measures: 
 
a) Place PPE in designated disposal. 

 
b) Wash hands for at least 20 seconds using soap and water. 
 

Notify School Nurse (if not present) of complete COVID-19 symptoms and provide documentation sheet. 
(Please see Appendix F for sample of sheet) 
 

 
 
 
 
 
 
 
 
 
 
 
 
 



Additional Recommendations from the National Association of School Nurses (NASN, 2020) 
 

Create a “When to Isolate & Send Students & Staff Home” Flow Chart (Example – Appendix I) for UAP and 
school administrators to follow if the school nurse is always present at the school. 
 
Refer parents of high-risk students to their healthcare providers to determine when school re-entry is 
recommended. 
 
Send ill staff immediately home with administrative support. 
 
Train UAPs on the administration of the Flow Chart, proper temperature taking procedure, and the of PPE. 
 
Establish a process for immediate handwashing or the use of hand sanitizers prior to school building entry. 
 
Although hand sanitizer can be used, handwashing is the preferred method if available. 
 
It suggested to have additional thermometers, PPE, and hand sanitizer.  These items may be available from 
local health departments or from state stockpiles. 
 
Use a COVID-19 Tracking Form to track students with symptoms and report to the local public health 
department per guidelines.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Recommendations for Custodial Staff 

 
 
All custodial staff will complete the Safe Schools module “Coronavirus Cleaning and Disinfecting Your 
Workplace” in addition to “Coronavirus Awareness” prior to the start of the school year. 
 
Day Shift Assignments: 
 

Þ Clean Bathrooms 
Þ Refill hand sanitizer stations 
Þ Disinfect water fountains 
Þ Maintain trash in hallways from meals 

 
Evening Shift Assignments: 
 

Þ Clean doorknobs and light switches in front office, school entrances, and classrooms 
Þ Disinfect water fountains 
Þ Wipe/Mop health office and quarantine nursing area daily 
Þ Wipe handrail on stairwells 
Þ Refill soap dispensers in bathrooms 
Þ Disinfect bathrooms 
Þ Restock disinfectant wipes in classrooms 

 
High Touch Areas: 
 
It is essential that the surface being cleaned remain wet with the disinfectant solution for at least one minute 
before wiping off or as per the manufacture’s guidelines for cleaning and disinfecting, (CDC, 2020). 
 

à Table 
à Doorknobs 
à Light Switches 
à Countertops 
à Handles 
à Desks 
à Phones 
à Keyboards 
à Toilets 
à Faucets 
à Sinks 
à Water Fountains 
à Stairwell Handles 

 



Disinfectant Solutions: 
 
Each county will determine which disinfectant solutions they will be using.  These are recommendations 
from the CDC and DHHR. 
 
Bleach can be used if other disinfectants are not available.  5 Tablespoons (1/3 cup) bleach per gallon of 
water or 4 teaspoons per quart of water.  It is unsafe to mix bleach with other agents. 
 
School Nurse Recommendations for Disinfecting: 
 
Clean desk surfaces will be essential for all students.  This will be especially important if students remain in 
the same classroom for most of the day, including breakfast and lunch. 
 
Disinfectant wipes should be made available to classrooms so that students and teachers can clean desks 
after breakfast, lunch, and before the dismissal bell.  These supplies need to be made available to 
classrooms prior to the start of the school year. 
 
Classroom teachers and aides will need to make the school nurse aware of any student or staff member 
with allergies or sensitivities to cleaning agents.   
 
Outdoor play and fresh air daily while students are attending school is highly recommended.  Therefore, the 
playground equipment, balls, and other equipment will need to be cleaned after each class.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 



Educational Resources 

General Audience: 
 
How to Protect Yourself & Others 
https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/prevention.html 
 
Handwashing for You & Your Family 
https://www.cdc.gov/handwashing/pdf/family_handwashing-508.pdf  
 
Social Media Tool Kit  
https://www.cdc.gov/coronavirus/2019-ncov/communication/social-media-toolkit.html  
 
40 Print Resources Including Posters 
https://www.cdc.gov/coronavirus/2019-ncov/communication/print-resources.html?Sort=Date%3A%3Adesc 
 
Symptoms of Coronavirus (Appendix C) 
https://www.cdc.gov/coronavirus/2019-ncov/downloads/COVID19-symptoms-11x17-en.pdf 
 
What You Should Know About COVID-19 to Protect Yourself & Others (Appendix J) 
https://www.cdc.gov/coronavirus/2019-ncov/downloads/2019-ncov-factsheet.pdf 
 
Prevent the Spread of COVID-19 if You are Sick – 2 page (Appendix K) 
https://www.cdc.gov/coronavirus/2019-ncov/downloads/sick-with-2019-nCoV-fact-sheet.pdf 
 
How to Safely Wear & Take Off A Cloth Face Covering (Appendix L) 
https://www.cdc.gov/coronavirus/2019-ncov/downloads/cloth-face-covering.pdf 
 
Stop the Spread of Germs (Appendix M) 
https://www.cdc.gov/coronavirus/2019-ncov/downloads/stop-the-spread-of-germs.pdf 
 
Stay Home When You Are Sick - Poster  
https://www.cdc.gov/coronavirus/2019-ncov/downloads/316129-B-StayHomeFromWork_Poster.pdf 
 
Stay Home When You Are Sick – Flyer (Appendix N) 
https://www.cdc.gov/coronavirus/2019-ncov/downloads/StayHomeFromWork.pdf 
 
Share Facts About COVID-19 (Appendix O) 
https://www.cdc.gov/coronavirus/2019-ncov/about/share-facts-h.pdf 
 
 
 
 
 
 
 



 
Students: 
 
What is Coronavirus? – A video for Young Children 
https://www.youtube.com/watch?v=FqaXBtSaiUE 
 
What is Coronavirus? – A video for Older/Middle School Children 
https://www.youtube.com/watch?v=D9tTi-CDjDU  
 
Which is Better?  Soap or Hand Sanitizer 
https://www.youtube.com/watch?v=x7KKkElpyKQ   
 
How to Wash Your Hands – Young Children (Appendix P) 
https://www.cdc.gov/handwashing/pdf/wash-your-hands-poster-english-508.pdf 
 
How to Wash Your Hands – Middle School (Appendix Q) 
https://www.cdc.gov/handwashing/pdf/Handwashing-Middle-School-8x11-p.pdf 
 
Keep Calm and Wash Your Hands Flyer (Appendix R) 
https://www.cdc.gov/handwashing/pdf/keep-calm-wash-your-hands_8.5x11.pdf 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Appendix A 
 
 
 

 
 
 

DRAFT 
Date 

Dear Health Care Provider: 

As we make plans for safely resuming school for school year 2020 – 2021, strong communication 
channels between you and our school nurses and administrators will be essential.  The purpose of this 
letter is to establish some parameters at which students would be excluded from school and criteria for 
their return if COVID-19 was confirmed or suspected.  In compliance with the most recent Centers for 
Disease Control and Prevention (CDC) guidelines, The American Academy of Pediatrics,  WV DHHR, and 
others, the school nursing staff has drafted a plan to follow in the schools.   

Symptom identification and exclusion from school.  The CDC COVID – 19 guidance recommends that 
students (and staff also) with temperatures over 100.4 be excluded.  There is not a nurse available in 
every school every day, thus we are teaching staff how to respond to  COVID symptoms including fever 
100.4 or greater, coughing, shortness of breath, repeated shaking with chills, muscle pain, headache, 
sore throat, new loss of taste or smell, rash, abdominal pain, vomiting, diarrhea, and red eyes. Because 
those with COVID-19 infections can suffer significant oxygen desaturation, usually without symptoms, 
we are also teaching unlicensed staff to use pulse oximeters.  

Return to school.  Greenbrier County Schools will follow the “symptom-based strategy” as outlined by 
the CDC at https://www.cdc.gov/coronavirus/2019-ncov/hcp/disposition-in-home-patients.html 
Students will need to be free of symptoms and fever for at least 72 hours without the use of fever-
reducing medications in order to return to school, and it will need to be at least 10 days since the onset 
of symptoms (the 3 plus 10 rule).  We are requesting a release from the health care provider, preferably 
using the attached form from DHHR for this purpose, to document the date when the student/staff was 
put into isolation and when they should be able to return to school (provided symptoms and fever are 
resolved).   

In order to expedite school receipt of this information you may email it to pbmccoy@k12.wv.us or fax it 
to the Lead Nurse Office at 304-645-0222.  Attached to this letter is also a list of the nurses by school 
with their contact information.  Medication forms for the coming school year can be accessed at 
www.greenbriercountyschools.org , click on Departments, then on Nursing and Wellness.   

Respectfully, 

 

 

Paula B. McCoy, BSN, RN, NCSN 

Attachments  
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cdc.gov/coronavirus
317142-B May 20, 2020 12:58 PM

Symptoms of Coronavirus (COVID-19)
Know the symptoms of COVID-19, which can include the following:

Cough Chills Muscle pain

Shortness of breath  or 
di!culty breathing*

New loss of  
taste or smell

Sore throat

Symptoms can range from mild to severe illness, and appear 2-14 
days after you are exposed to the virus that causes COVID-19. 

*Seek medical care immediately if someone has  
emergency warning signs of COVID-19.

• Trouble breathing

• Persistent pain or pressure  
 in the chest

• New confusion

• Inability to wake or  
 stay awake

• Bluish lips or face

This list is not all possible symptoms. Please call your medical provider for any other 
symptoms that are severe or concerning to you.

Fever
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cdc.gov/COVID19

COVID-19 Personal Protective Equipment (PPE)  
for Healthcare Personnel

Acceptable Alternative PPE – Use    FacemaskPreferred PPE – Use    N95 or Higher Respirator

N95 or higher respirator
When respirators are not 
available, use the best 
available alternative, like a 
facemask.

Facemask
N95 or higher 
respirators are preferred 
but facemasks are an 
acceptable alternative.

Isolation gownIsolation gown

One pair 
of clean, 
non-sterile 
gloves

One pair 
of clean, 
non-sterile 
gloves

Face shield
or goggles

Face shield
or goggles
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www.cdc.gov/coronavirus

Use  Personal Protective Equipment (PPE) When 
Caring for Patients with Confirmed or Suspected COVID-19
Before caring for patients with con!rmed or suspected COVID-19, healthcare personnel (HCP) must:
• Receive comprehensive training on when and what PPE is necessary, how to don (put on) and do! (take o!) PPE, limitations of 

PPE, and proper care, maintenance, and disposal of PPE.
• Demonstrate competency in performing appropriate infection control practices and procedures.

Preferred PPE – Use    N95 or Higher Respirator

N95 or higher respirator
When respirators are not 
available, use the best available 
alternative, like a facemask.

One pair of clean, 
non-sterile gloves

Face shield or goggles

Isolation gown

Acceptable Alternative PPE – Use    Facemask

Facemask
N95 or higher respirators are 
preferred but facemasks are an 
acceptable alternative.

One pair of clean, 
non-sterile gloves

Face shield or goggles

Isolation gown

Remember:
• PPE must be donned correctly before entering the patient area (e.g., isolation room, unit if cohorting).
• PPE must remain in place and be worn correctly for the duration of work in potentially contaminated areas. PPE should not 

be adjusted (e.g., retying gown, adjusting respirator/facemask) during patient care. 
• PPE must be removed slowly and deliberately in a sequence that prevents self-contamination. A step-by-step process 

should be developed and used during training and patient care.

Donning (putting  on the gear):
More than one donning method may be acceptable. Training and practice using your 
healthcare facility’s procedure is critical. Below is one example of donning.

1. Identify and gather the proper PPE to don. Ensure choice of gown 
size is correct (based on training).

2. Perform hand hygiene using hand sanitizer. 

3. Put on isolation gown. Tie all of the ties on the gown. Assistance may 
be needed by another HCP.

4. Put on NIOSH-approved N95 filtering facepiece respirator or 
higher (use a facemask if a respirator is not available).  
If the respirator has a nosepiece, it should be fitted to the nose with both 
hands, not bent or tented. Do not pinch the nosepiece with one hand. 
Respirator/facemask should be extended under chin. Both your mouth 
and nose should be protected. Do not wear respirator/facemask under 
your chin or store in scrubs pocket between patients.* 

 » Respirator: Respirator straps should be placed on crown of head (top 
strap) and base of neck (bottom strap). Perform a user seal check each 
time you put on the respirator. 

 » Facemask: Mask ties should be secured on crown of head (top tie) and 
base of neck (bottom tie). If mask has loops, hook them appropriately 
around your ears. 

5. Put on face shield or goggles. Face shields provide full face coverage. 
Goggles also provide excellent protection for eyes, but fogging is common. 

6. Perform hand hygiene before putting on gloves. Gloves should cover 
the cu! (wrist) of gown.

7. HCP may now enter patient room. 

Do"ng (taking o! the gear):
More than one do!ng method may be acceptable. Training and practice using your healthcare 
facility’s procedure is critical. Below is one example of do!ng. 

1. Remove gloves. Ensure glove removal does not cause additional contamination of 
hands. Gloves can be removed using more than one technique (e.g., glove-in-glove or 
bird beak). 

2. Remove gown. Untie all ties (or unsnap all buttons). Some gown ties can be broken 
rather than untied. Do so in gentle manner, avoiding a forceful movement. Reach up to 
the shoulders and carefully pull gown down and away from the body. Rolling the gown 
down is an acceptable approach. Dispose in trash receptacle.*

3. HCP may now exit patient room.

4. Perform hand hygiene.

5. Remove face shield or goggles. Carefully remove face shield or goggles by grabbing 
the strap and pulling upwards and away from head. Do not touch the front of face 
shield or goggles. 

6. Remove and discard respirator (or facemask if used instead of respirator).* 
Do not touch the front of the respirator or facemask.  

 » Respirator: Remove the bottom strap by touching only the strap and bring it carefully 
over the head. Grasp the top strap and bring it carefully over the head, and then pull 
the respirator away from the face without touching the front of the respirator.

 » Facemask: Carefully untie (or unhook from the ears) and pull away from face without 
touching the front. 

7. Perform hand hygiene after removing the respirator/facemask and before 
putting it on again if your workplace is practicing reuse.

*Facilities implementing reuse or extended use of PPE will need 
to adjust their donning and do!ng procedures to accommodate 
those practices.
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Personal Protective Equipment  
Required for Student Interaction in School Setting 

For all categories shown:  
Hand hygiene required prior to and after each interaction. 

 

 
 
 

Student 
Not Suspected of 

COVID-19 
 
When: 

• Student exhibits 
no symptoms of 
COVID-19 

• Closer than 6 
feet from student 

Who: 
• School Nurse 
• UAP  

PPE Required 
• Surgical/ear loop 

mask   
 
 

 
 
 
 
 
 
 
 
 
 

 
 
 

Student 
Suspected for 

Positive COVID-19 
 
When: 

• Student has 
COVID 
symptoms  

Who: 
• School Nurse 
• UAP 

PPE Required: 
• Eye 

protection/face 
shield 

• Surgical/ear loop 
mask 

• Gown 
• Gloves 

 
 
 
 
 
 
 
 
 

 
 
 

Aerosol Generating 
       Procedures 
 
 
When: 

• Aerosol 
generating 
procedure being 
performed 
(suctioning, 
nebulizer) 

Who: 
• School Nurse 
• UAP 

PPE Required 
• N95 Respirator 
• Face shield/eye 

protection 
• Gown 
• Gloves 

 
 
 
 
 
 
 
 

 
 
 
Actual or Potential for  

Vomitus/Feces 
 

 
When:  

• Student is 
nauseated 

• Presence of 
vomitus or feces  

Who: 
• School Nurse 
• Custodial Staff  

PPE Required: 
• Eye 

protection/face 
shield  

• Surgical/ear loop 
mask 

• Gown  
• Gloves  
• Shoe Covers 
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 Guidelines for Staff for Sick Visits 

FOR EMERGENCY SITUATION: CALL 911, CALL SCHOOL NURSE, CALL PARENT. 

Non-infectious Symptoms 

Headache, minor stomach pain, 
fatigue, anxiety 

Student requires minor first aid: 
Paper cut, small abrasion, 

reopen scab 

Student with regular 
medications, inhaler, diabetes, 

allergic reaction, or injuries 

Infectious Symptoms 

Fever, repeated shaking with 
chills, coughing, shortness of 

breath, muscle pain, sore throat, 
new loss of taste or smell, 

abdominal pain, vomiting, rash, 
red eyes, diarrhea 

Stays in Classroom 

Nursing Office 

Well Care 

Nursing Office 

Sick Care 

Call Counseling Office. If 
not available, call nurse 

for direction 

Instruct to wash 
hands and apply 

band-aid 

Try to alleviate 
symptoms in classroom: 

drink of H2O, eat a 
snack, restroom, 

redirection. Wait 20 
minutes 

Symptoms 
Improved? 

NO 

Symptoms 
Improved? 

YES 

 

 Yee 

Anxiety or 
Stress 

Non-
infectious 
symptoms 

Call Nursing 
Office for 
direction 

Apply face mask or 
cloth covering over 

face 

Call Nurse or 
designated Sick Care to 
notify. Include Name, 

Teacher, Class Period & 
Time 
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COVID Sick Area Form 

Staff member should have PPE on, student should have mask. Maintain 6 feet distance.  

 

Name ______________________________________________________________________________ 

Date_____________________________ 

Time_____________________________ 

What classroom are they coming from?___________________________________________________ 

Symptoms___________________________________________________________________________ 

Has student been exposed to a person with COVID 19 _______________________________________ 

If any of these boxes are checked call 911 and school nurse for assistance (school nurse cell ______) 

*Lips Blue 

*Short of breath 

*O2 sat less than 90% 

 

Call parent to notify of symptoms and to request for their child to be picked up. Student waits in 
isolation until picked up.  

Document time child was picked up_______________________________________________________ 

 

Notify school nurse ( ___________________) of possible COVID-19 symptoms for followup. 
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COVID-19 EXCLUSION GUIDANCE 
Decision Tree for Symptomatic People in Schools & Child Care Programs 

Send home, or deny entry, to children, care providers, or staff with any symptoms of illness.  
For symptoms consistent with COVID-19, reference exclusion criteria below to determine when individuals may return. 

Symptoms consistent with COVID-19 include: new onset or worsening cough OR shortness of breath OR at least two of the 
following symptoms: fever (100.4oF or higher); chills; muscle pain; headache; sore throat; new loss of taste or smell. 

Has the person been 
clinically evaluated? 

Received laboratory test 
for COVID-19 # c 

If POSITIVE: MDH will 
provide instructions to the 
person and household 
contacts about when it is 
safe to return to 
work/school. 

If NEGATIVE: Stay home 
until fever has resolved, 
other symptoms have 
improved, AND either two 
negative tests are received 
in a row at least 24 hours 
apart OR 10 days have 
passed since symptoms first 
appeared. 

Has the person been 
clinically evaluated? 

COVID-19 diagnosis 
without lab test 

Stay home until you have 
had no fever for at least 3 
days AND improvement of 
other symptoms AND at 
least 10 days have passed 
since your symptoms first 
appeared. 

Siblings and household 
members also stay home for 
14 days. 

Has the person been 
clinically evaluated?  

Alternate diagnosis or 
laboratory confirmed 
condition (e.g., norovirus, 
hand/foot/mouth) d 

Follow provider directions, 
treatment,  
and return guidance. 

Follow the Infectious 
Diseases in Childcare 
Settings and Schools Manual 
(https://www.hennepin.us/ 
daycaremanual) 

For a person not 
clinically evaluated 
who is monitoring 
symptoms at home  

If experiencing symptoms 
of COVID-19 (see list 
above) c 

Stay home until you have 
had no fever for at least 3 
days AND improvement of 
other symptoms AND at 
least 10 days have passed 
since your symptoms first 
appeared. 

Siblings and household 
members also stay home for 
14 days. 

For a person not 
clinically evaluated 
who is monitoring 
symptoms at home  

Other symptoms not 
consistent with COVID-19 
(diarrhea, vomiting, rash 
only) d 

Follow the Infectious 
Diseases in Childcare 
Settings and Schools Manual 
(https://www.hennepin.us/ 
daycaremanual) 

Minnesota Department of Health  
Infectious Disease Epidemiology, Prevention and Control Division 
www.health.state.mn.us | 651-201-5414 | 1-877-676-5414 
Updated: 5/6/2020 

# = Household members should isolate at home while awaiting 
laboratory test results.  

c (Green box) = COVID-19 

d (Blue box) = Other symptoms 



 

What you should know about COVID-19  
to protect yourself and others

Know about COVID-19
• Coronavirus (COVID-19) is an illness caused 

by a virus that can spread from person 
to person.

• The virus that causes COVID-19 is a new 
coronavirus that has spread throughout 
the world. 

• COVID-19 symptoms can range from mild 
(or no symptoms) to severe illness.

Know how COVID-19 is spread
• You can become infected by coming into 

close contact (about 6 feet or two 
arm lengths) with a person who has 
COVID-19. COVID-19 is primarily spread 
from person to person.

• You can become infected from respiratory 
droplets when an infected person coughs, 
sneezes, or talks.

• You may also be able to get it by touching a 
surface or object that has the virus on it, and 
then by touching your mouth, nose, or eyes.

Protect yourself and others from COVID-19
• There is currently no vaccine to protect 

against COVID-19. The best way to protect 
yourself is to avoid being exposed to the 
virus that causes COVID-19.

• Stay home as much as possible and avoid 
close contact with others.

• Wear a cloth face covering that covers your 
nose and mouth in public settings.

• Clean and disinfect frequently  
touched surfaces.

• Wash your hands often with soap and water 
for at least 20 seconds, or use an alcohol-
based hand sanitizer that contains at least 
60% alcohol.

Practice social distancing
• Buy groceries and medicine, 

go to the doctor, and 
complete banking activities 
online when possible.

• If you must go in person, 
stay at least 6 feet away from 
others and disinfect items you 
must touch.

• Get deliveries and takeout, 
and limit in-person contact as 
much as possible. 

Prevent the spread of 
COVID-19 if you are sick
• Stay home if you are sick, 

except to get medical care.
• Avoid public transportation, 

ride-sharing, or taxis.
• Separate yourself from other 

people and pets in your home. 
• There is no specific treatment 

for COVID-19, but you can seek 
medical care to help relieve 
your symptoms.

• If you need medical attention, 
call ahead.

Know your risk for 
severe illness
• Everyone is at risk of 

getting COVID-19.
• Older adults and people of 

any age who have serious 
underlying medical conditions 
may be at higher risk for more 
severe illness. 

milk

cdc.gov/coronavirus
CS 314937A    06/01/2020
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Call ahead before visiting your doctor. 
• Call ahead. Many medical visits for routine 

care are being postponed or done by 
phone or telemedicine.

• If you have a medical appointment that cannot be postponed, call your 
doctor’s o!ce. !is will help the o"ce protect themselves and  
other patients.

If you are sick, wear a cloth covering over 
your nose and mouth.
• You should wear a cloth face covering over your 

nose and mouth if you must be around other 
people or animals, including pets (even 
at home).

• You don’t need to wear the cloth face covering if you are alone. 
If you can’t put on a cloth face covering (because of trouble 
breathing for example), cover your coughs and sneezes in some 
other way. Try to stay at least 6 feet away from other people. 
!is will help protect the people around you.

Note: During the COVID-19 pandemic, medical grade facemasks 
are reserved for healthcare workers and some #rst responders. 
You may need to make a cloth face covering using a scarf 
or bandana.

If you develop emergency warning signs for COVID-19 get 
medical attention immediately.  
Emergency warning signs include*:

• Trouble breathing

• Persistent pain or pressure in the chest

• New confusion or not able to be woken

• Bluish lips or face

*!is list is not all inclusive. Please consult your medical 
provider for any other symptoms that are severe or concerning 
to you.

Call 911 if you have a medical emergency. If you have a 
medical emergency and need to call 911, notify the operator 
that you have or think you might have, COVID-19. If possible, 
put on a facemask before medical help arrives.

CS 316120-A     05/03/2020

cdc.gov/coronavirus

Prevent the spread of COVID-19 if you are sick
Accessible version: https://www.cdc.gov/coronavirus/2019-ncov/if-you-are-sick/steps-when-sick.html

If you are sick with COVID-19 or think you might 
have COVID-19, follow the steps below to help 
protect other people in your home and community.

Stay home except to get medical care. 
• Stay home. Most people with COVID-19 

have mild illness and are able to recover at 
home without medical care. Do not leave 
your home, except to get medical care. Do 
not visit public areas.

• Take care of yourself. Get rest and stay hydrated.

• Get medical care when needed. Call your doctor before 
you go to their o"ce for care. But, if you have trouble 
breathing or other concerning symptoms, call 911 for 
immediate help.

• Avoid public transportation, ride-sharing, or taxis.

Separate yourself from other people and 
pets in your home. 
• As much as possible, stay in a speci"c room and 

away from other people and pets in your 
home. Also, you should use a separate 
bathroom, if available. If you need to be around other 
people or animals in or outside of the home, wear a 
cloth face covering.

 ! See COVID-19 and Animals if you have questions 
about pets: https://www.cdc.gov/coronavirus/2019-
ncov/faq.html#COVID19animals

Monitor your symptoms.
• Common symptoms of COVID-19 include fever and 

cough. Trouble breathing is a more serious 
symptom that means you should get 
medical attention.

• Follow care instructions from your healthcare provider and 
local health department. Your local health authorities 
will give instructions on checking your symptoms 
and reporting information.
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How to Safely Wear and Take Off a Cloth Face Covering

cdc.gov/coronavirus
CS 316488A     05/27/2020

PHARMACY

CLOTH B
ARR

IE
R

For instructions on making 
a cloth face covering, see:

Cloth face coverings are not surgical masks or N-95 respirators, both of which should be saved for 
health care workers and other medical !rst responders.

WEAR YOUR FACE COVERING CORRECTLY

USE THE FACE COVERING TO HELP PROTECT OTHERS

FOLLOW EVERYDAY HEALTH HABITS

TAKE OFF YOUR CLOTH FACE COVERING CAREFULLY, 
WHEN YOU’RE HOME

• Wash your hands before putting on your face covering
• Put it over your nose and mouth and secure it under your chin
• Try to fit it snugly against the sides of your face 
• Make sure you can breathe easily
• Do not place a mask on a child younger than 2

• Wear a face covering to help protect others in case you’re infected    
 but don’t have symptoms
• Keep the covering on your face the entire time you’re in public
• Don’t put the covering around your neck or up on your forehead
• Don’t touch the face covering, and, if you do, clean your hands

• Stay at least 6 feet away from others
• Avoid contact with people who are sick
• Wash your hands often, with soap and water, for at least  
 20 seconds each time
• Use hand sanitizer if soap and water are not available

• Untie the strings behind your head or stretch the ear loops
• Handle only by the ear loops or ties
• Fold outside corners together
• Place covering in the washing machine
• Wash your hands with soap and water

Accessible: https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/diy-cloth-face-coverings.html
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6 ft

Stay at least 6 feet  
(about 2 arms’ length)  

from other people.

Stay home when you are sick,  
except to get medical care.

Clean and disinfect 
frequently touched 

objects and surfaces.

Cover your cough or sneeze with a 
tissue, then throw the tissue in the 

 trash and wash your hands.

Wash your hands often with soap  
and water for at least 20 seconds.

Stop the Spread of Germs

cdc.gov/coronavirus
316917-A May 13, 2020 11:00 AM

Help prevent the spread of respiratory diseases like COVID-19.

Do not touch your   
eyes, nose, and mouth.

When in public, wear a 
cloth face covering over 
your nose and mouth.
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Feeling Sick?
Stay home when you are sick!

cdc.gov/CORONAVIRUS
CS 316129-A     March 22, 2020 5:14 PM

DO NOT ENTER if you have:

If you feel unwell or have the following symptoms  
please leave the building and contact your health care provider.  

Then follow-up with your supervisor.

COUGH FEVER SHORTNESS OF 
BREATH

STOP
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Share facts about COVID-19
Know the facts about coronavirus (COVID-19) and help stop the spread of rumors.

FACT 

1

Someone who has 
completed quarantine or 
has been released from 
isolation does not pose a 
risk of infection to 
other people. 

FACT 

5
You can help stop COVID-19 by 
knowing the signs and symptoms, 
which can include:

FACT 

 4
There are simple things you can do to 
help keep yourself and others healthy.

FACT 

2

Diseases can make anyone 
sick regardless of their race 
or ethnicity. 

• Fever
• Cough

• Shortness of breath

Seek medical attention immediately if you or 
someone you love has emergency warning signs, 
including: 
• Trouble breathing
• Persistent pain or pressure in the chest
• New confusion or not able to be woken
• Bluish lips or face

This list is not all inclusive. Please consult your medical provider 
for any other symptoms that are severe or concerning.

For up-to-date information, visit CDC’s 
coronavirus disease 2019 web page.

For most people, the 
immediate risk of becoming 
seriously ill from the virus 
that causes COVID-19 is 
thought to  be low.

Fear and anxiety about COVID-19 can 
cause people to avoid or reject others 
even though they are not at risk for 
spreading the virus. 

Older adults and people of any 
age who have serious underlying 
medical conditions may be at 
higher risk for more serious 
complications from COVID-19.

• Wash your hands often with soap and water 
for at least 20 seconds, especially after blowing 
your nose, coughing, or sneezing; going to the 
bathroom; and before eating or preparing food.

• When in public, wear a cloth face covering that 
covers your mouth and nose.

• Avoid touching your eyes, nose, and mouth with 
unwashed hands.

• Stay home when you are sick.

• Cover your cough or sneeze with a tissue, then 
throw the tissue in the trash.

FACT  

3

cdc.gov/coronavirus
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Hands  
that look 

clean can still 
have icky  

germs!
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Stay healthy.
Wash your hands.

are all around you.

www.cdc.gov/handwashingCS294906-F
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KEEP
CALM

AND
WASH 
YOUR 

HANDS

CS243041B
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