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School Liaison TOOLKIT 
This TOOLKIT provides you—the School Liaison—with the information and resources 
your school or district may need to be able to respond in the event that any students or 
staf test positive for COVID-19 or are exposed to the virus. This TOOLKIT also provides 
answers to commonly asked questions and information on who to contact if you have 
additional questions. 

Thank you for playing a crucial role in working with your Local Health Department (LHD) 
to keep your school community safe from COVID-19. 

COVID-19 School Liaison vs. LHD School Specialist 

Throughout this TOOLKIT, you will see references to two key roles: School Liaisons and LHD School Specialists. 
The LHD School Specialist will be the main point of contact for the School Liaison (and vice-versa). 

A School Liaison is someone 
who works for the school district, 
school site, or county ofice of 
education and is designated as 
the point person for the COVID-19 
response on the education side 
working with the School Specialist  
from the LHD. 

An LHD School Specialist is someone 
from the health department team who 
has received additional training in han-
dling the COVID-19 response in a school 
setting. They might be an employee of 
your local health department or a state 
or local employee redirected to help your 
LHD with their COVID-19 response. 

TOOLKIT Resources 

▶ The Contact Tracing section provides an overview of this process and the School Liaison’s role. 

▶ The Key Terms section has definitions for commonly used words and acronyms you might encounter 
during collaborations with LHD School Specialists and their public health colleagues. While your 
LHD School Specialist will make every efort to use jargon-free language, there are some technical 
terms that will be helpful for you to learn. 

▶ The Decision Tree is a tool that outlines the process to follow if you identify students or staf 
members with COVID-19 symptoms, known COVID-19 exposure, or confirmed COVID-19 to help 
you feel more confident in following public health guidance. 

▶ The LHD School Specialist Contact Form can be filled out, printed and posted 
at your School Site for quick reference. 
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Contact Tracing 
As the School Liaison, you may be asked to help with some aspects of Contact Tracing 
afer a school community member tests positive for COVID-19. 

What are some examples  
of close contacts? 
When someone who is 

physically at a school or 
administrative site tests positive for 

COVID-19, close contacts might include: 
▶ M embers of the individual’s classroom/

stable school group
▶ A nyone who traveled to or from school

with the individual, such as carpool
members or riders, and the driver of the
same school bus

▶ I ndividuals who shared the same gym
or locker room space; shared space
during afterschool programming; or
participated on the same sports team
or other extracurricular/afterschool 
activities 

▶ S chool staff, including office
administrators, classroom assistants,
janitorial staff and school clinic staff
who shared the same space

What is Contact Tracing for COVID-19? 

A common public health practice used to identify and notify individuals who have 
been in close contact with someone who has tested positive for COVID-19. 

Who is considered a close contact? 

A close contact is someone who spent a total of 15 minutes or more over a 24-hour  
period within  6 feet of a person who tested positive for COVID-19, while they were  
contagious. The person is considered a close contact whether or not masks were worn.  
See full CDPH guidance. 

What is the role of the School 
Liaison in contact tracing? 

Your School Specialist at the Local 
Health Department (LHD) will need your help in 
identifying the close contacts of any individual 
who has tested positive for COVID-19. 
▶   Everything shared with the LHD is protected  

by California’s privacy laws and FERPA. 
▶   You can help the LHD School Specialist by  

providing information on the infected individual’s  
stable school group and other close contacts 
from your school, including all available details 
such as name, address, contact information, 
date of birth, test results, last exposure date, etc.  

▶  The LHD School Specialist will inform you of ho w 
to provide these details; you may be directed 
to use a “Line List” which is a document used 
for gathering and sharing information abou t
cases and contacts, or you might be asked t o
input the information directly into an online 
portal called the School Portal for Outbreak 
Tracking (SPOT), which connects to the state’s 
CalCONNECT contact tracing data system.

▶  The information you provide will be given to  
a case investigator/contact tracer at the health 
department who will use this information to  
get in touch with those who have been exposed 
to COVID-19.

Your timely efforts can help 
to stop the spread. 

https://www.cdph.ca.gov/Programs/CID/DCDC/CDPH%20Document%20Library/COVID-19/CDPH-Home-Quarantine-Guidance_9-16-2020.pdf



