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ADDENDUM 

CPP 

COVID-19 Prevention Program 

 
What is CoronaVirus Disease (COVID-19) 

 
On February 11, 2020 the World Health Organization announced an official name for the disease that is causing 
the 2019 Novel CoronaVirus outbreak, first identified in Wuhan China. The new name of this disease is 
CoronaVirus disease 2019, abbreviated as COVID-19. 
 
There are many types of human coronaviruses including some that commonly cause mild upper respiratory tract 
illnesses. COVID-19 is a new disease, caused by a Novel (or new) Corona Virus that has not previously been 
seen in humans. The name of this disease was selected following the World Health Organization’s (WHO) best 
practice for naming of new human infectious diseases. 

How Does the Virus Spread (COVID-19)? 
 
The virus that causes COVID-19 is thought to spread mainly from person to person through respiratory droplets 
produced when an infected person coughs or sneezes. These droplets can land in the mouths and/or noses of 
people who are nearby or possibly be inhaled into the lungs. Spread is more likely when people are in close 
contact with one another (within about 6 feet). 
 
COVID-19 seems to be spreading easily and sustainably in the community (community spread) in many affected 
geographic areas. Community spread means people have been infected with the virus in an area, including some 
who are not sure how or where they became infected. 
 
It may be possible that a person can get COVID-19 by touching a surface or object that has the virus on it and 
then touching their own mouth, nose, or eyes. This is not thought to be the main way the virus spreads, but the 
Center for Disease Control and Prevention (CDC) is still learning more about how this virus spreads 
 
COVID-19 Prevention Program (CPP) for MetroED. 
This CPP is designed to control exposures to the SARS-CoV-2 virus that may occur in our workplace.  

Authority and Responsibility 
Meagan Azevedo, Director of Human Resources has overall authority and responsibility for implementing 
the provisions of this CPP in our workplace. In addition, all managers and supervisors are responsible for 
implementing and maintaining the CPP in their assigned work areas and for ensuring employees receive 
answers to questions about the program in a language they understand. 

All employees are responsible for using safe work practices, following all directives, policies and procedures, 
and assisting in maintaining a safe work environment. 
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Identification and Evaluation of COVID-19 Hazards 

We will implement the following in our workplace: 

● Conduct workplace-specific evaluations using the Appendix A: Identification of COVID-19 
Hazards form.  

● Evaluate employees’ potential workplace exposures to all persons at, or who may enter, our 
workplace. 

● Review applicable orders and general and industry-specific guidance from the State of California, 
Cal/OSHA, and the local health department related to COVID-19 hazards and prevention. 

● Evaluate existing COVID-19 prevention controls in our workplace and the need for different or 
additional controls.  

● Conduct periodic inspections using the Appendix B: COVID-19 Inspections form as needed to 
identify unhealthy conditions, work practices, and work procedures related to COVID-19 and to 
ensure compliance with our COVID-19 policies and procedures. 

● Review with the MetroED Safety Committee existing and new prevention controls. 

Employee participation 
Employees and their authorized employees’ representatives are encouraged to participate in the 
identification and evaluation of COVID-19 hazards. Information is shared through the following 
documents, communications, and meetings. The documents were developed in conjunction with 
representatives from the District’s various employee groups.  

• Reopening Task Force Meetings 
• Safety Committee Meetings 
• District Reopening Plan 2.0  
• MOU Regarding Corona Virus Response (CSEA) 6-10-20 
• MOU #2 Regarding Corona Virus Response (CSEA) 9-23-20 
• MOU for Covid-19 Response (AFT) 4-23-20 
• MOU Reopening and Operations Related to Corona Virus-19 (AFT) 10-30-20 
• MOU Reopening and Operations Related to Corona Virus-19 (CCOATA/CTA) 11-20-20 
• Wellness and Safety Newsletters 
• Various Emails and Bulletins 
• All-Staff Meetings in August and January 
• Staff meetings 

Hazards may be reported anonymously by completing the Employee Safety Information Form available on 
the District’s Safety Website https://www.metroed.net/safety 

Employee screening 
As the coronavirus (COVID-19) pandemic continues, we monitor the situation closely and follow all local 
authorities, health departments, and state guidance to prevent the spread of the virus and reduce the 
potential risk of exposure. 

Each employee and visitor must conduct a self-screening and complete an online health assessment prior 
to entering campus and is assessed for COVID-19 symptoms and risk factors upon arrival at our facility. 
No one is allowed on campus if they are experiencing one or more symptoms related to COVID-19. We 
maintain a daily log to keep track of all visitors at our workplace. 

By completing this assessment, employees acknowledge they will follow ALL MetroED's District COVID-
19 safety protocols and will: 

● not come on campus while sick; 

● have my temperature taken prior to entering the campus; 
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● wear a face covering (with the exception of eating or drinking, or virtual teaching alone in their 
room); 

● practice social distancing (minimum 6 feet apart); 

● wash or use hand sanitizer upon arrival, before/after preparing food, after using the toilet, 

● blowing my nose, touching garbage; and 

● wash hands every two hours while on campus. 

● Employees displaying one or more COVID like symptoms are to stay home and not report to 
campus and get tested  

Correction of COVID-19 Hazards 

Unsafe or unhealthy work conditions, practices or procedures will be documented on the Appendix B: 
COVID-19 Inspections form, and corrected in a timely manner based on the severity of the hazards, as 
follows: 

● The severity of the hazard will be assessed and correction time frames assigned, accordingly. 

● Individuals are identified as being responsible for timely correction. 

● Follow-up measures are taken to ensure timely correction. 

The District will not discriminate or retaliate against any District employee who makes a report of a hazard. 
 
Accommodations Process for MetroED District Employees with Medical or Other Conditions that put 
them at Increased Risk of Severe COVID-19 Illness  

MetroED District policy provides for an accommodation process for employees who have a medical or 
other condition identified by the Centers for Disease Control and Prevention (“CDC”) or the employees’ 
health care provider as placing or potentially placing the employees at increased risk of severe COVID-
19 illness.  

Control of COVID-19 Hazards 

Physical Distancing 
Where possible, we ensure at least six feet of physical distancing at all times in our workplace by:  
● Eliminating the need for some workers to be in the workplace – e.g., Zoom meetings, classrooms 

or other remote work arrangements. 
● Reducing the number of persons in an area at one time, including visitors. 
● Visual cues such as signs and floor markings to indicate where employees and others should be 

located or their direction and path of travel where and when necessary. 
● Staggered arrival, departure, work, and break times. 
● Adjusted work processes or procedures to allow greater distance between employees. 
● Individuals will be kept as far apart as possible when there are situations where six feet of physical 

distancing cannot be achieved. 

Face Coverings 
We train employees to wear clean, undamaged face coverings properly over the nose and mouth when 
on campus as required by orders from the California Department of Public Health (CDPH) or local health 
department. If a person comes to the site without a mask, a mask will be provided to them by the front 
office. 
The following are exceptions to the use of face coverings in our workplace: 

● When an employee is alone in their office 
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● While eating and drinking at their desk, provided employees are at least six feet apart and outside 
air supply to the area, has been maximized to the extent possible. 

● Employees wearing respiratory protection in accordance with CCR Title 8 section 5144 or other 
safety orders.  

● Employees who cannot wear face coverings due to a medical or mental health condition or 
disability, or who are hearing-impaired or communicating with a hearing-impaired person. 
Alternatives will be considered on a case-by-case basis. 

Engineering controls 
We implement the following measure for situations where we cannot maintain at least six feet between 
individuals:  

● Solid and raised partitions are installed 

● Sneeze barriers installed 

● Relocating individuals, were feasible, so as to not have too many persons in one area 

We maximize, to the extent feasible, the quantity of outside air for our buildings with mechanical or natural 
ventilation systems by:  

● Circumstances where the amount of outside air needs to be minimized due to other hazards, 
such as heat and wildfire smoke.  

● COVID-19 Hazard Correction  
● In addition to the engineering controls, administrative controls, and PPE provisions of our COVID-

19 Prevention Program, we will do the following: 
● Filter recirculated air with Minimum Efficiency Reporting Value (MERV) 13 or higher efficiency 

filters if compatible with our ventilation system. If MERV 13 or higher efficiency filters are not 
compatible with our system, we will use the highest MERV rated filter possible.  

Cleaning and disinfecting 
We implement the following cleaning and disinfection measures for frequently touched surfaces:  

● Ensuring adequate supplies and adequate time for cleaning and disinfecting to be done properly. 
● Log cleaning and disinfecting of offices, classrooms, and bathrooms 
● Informing the employees and authorized employee representatives of the frequency and scope of 

cleaning. 
● Provide continuous training for custodial staff regarding COVID-19 protocols. 
● Use approved EPA disinfectant products  
● Provide proper personal protective equipment (PPE) 
● PPE must not be shared, e.g., gloves, goggles and face shields, gowns 
● Create a schedule for frequently clean and disinfect (at least twice daily) high touch areas including 

door handles, sink handles, bathroom and break room surfaces, and countertops  
● Items that employees come in regular physical contact with, such as phones, headsets, desks, 

keyboards, writing materials, instruments and tools must also not be shared, to the extent feasible. 
Where there must be sharing, the items will be disinfected between uses by employees that have 
passed the Healthy School Act and Department of Pesticide Regulation Integrated Pest 
Management certification.  

● An approved cleaning product and disinfectant wipe will be supplied to classrooms and office areas 
through the Manager of Maintenance and Operations, Ricky Carrillo. 

● Sharing of vehicles will be minimized to the extent feasible, and high-touch points (for example, 
steering wheel, door handles, seat belt buckles, armrests, shifter, etc.) will be disinfected between 
users.  

Should we have a COVID-19 case in our workplace, we will implement the following procedures:  
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1. Determine the day and time the COVID-19 case was last present at the workplace, the date of the 
positive test/diagnosis, and the date the COVID-19 case first experienced symptoms. 

2. Determine who may have had exposure to the COVID-19 case by reviewing the case’s activities 
during the high-risk period while on campus.  

3. Within one day of becoming aware of a positive diagnosis, notify in writing, all employees and their 
authorized representatives, independent contractors and other employers onsite who were 
potentially exposed. Individuals with close contact will be instructed to quarantine at home. CDC 
defines close contact as being within six feet of an infected person for 15 cumulative minutes 
or more over a 24-hour period, starting 2 days prior to symptom. When providing notice under 
this section, we will not disclose the identity of the infected person(s). 

4. We will provide employees with potential COVID-19 exposure information about access to COVID-
19 testing, which will be offered at no cost during working hours, and isolation requirements 
resulting from a positive test.  

5. Investigate whether any workplace factors contributed to the infection and how to further reduce 
that potential exposure.  

6. We will provide information about COVID-19 related leave benefits. Confidentiality will be 
maintained at all times. 

7. We keep a record of and track all COVID-19 cases to include: employee’s name, contact 
information, occupation, location where the employee worked, the date of the last day at the 
workplace, and the date of a positive COVID-19 test. This information is kept confidential. 

a. Follow the state, local, Cal/OSHA and CDC guidelines and requirements 
● Close off areas used by the person who is positive. 
● Wait 24 hours before you clean or disinfect. If 24 hours is not feasible, wait as long as 

possible. 
● Temporarily turn off in-room, window-mounted, or on-wall recirculation HVAC to avoid 

contamination of the HVAC units. 
● Consider temporarily turning off room fans and the central HVAC system that services 

the room or space, so that particles that escape from vacuuming will not circulate 
throughout the facility. Open outside doors and windows to increase air circulation in 
the area. 

● Clean and disinfect all areas used by the person who is positive, such as offices, 
bathrooms and common areas. Rooms/areas will be cleaned and disinfected 
thoroughly using the mister/electrostatic  

● Vacuum the space if needed. Use a vacuum equipped with a high-efficiency particulate 
air (HEPA) filter, if available 

Hand sanitizing 
In order to implement effective hand sanitizing procedures, we: 

● Evaluate handwashing facilities. 
● Determining the need for additional facilities. 
● Encourage and allow time for employee handwashing. 
● Provide employees access to an effective hand sanitizer, and prohibit hand sanitizers that contain 

methanol (i.e. methyl alcohol). 
● Provide handwashing stations and hand sanitizer throughout the campus. 
● Encourage employees to wash their hands for at least 20 seconds each time at a minimum of 

every two hours (before entering the building, after blowing nose, before and after eating, toileting, 
throwing away trash) 
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Personal protective equipment (PPE) used to control employees’ exposure to COVID-19 
We evaluate the need for PPE (such as gloves, goggles, and face shields) as required by CCR Title 8, 
section 3380, and provide such PPE as needed. 
When it comes to respiratory protection, we evaluate the need in accordance with CCR Title 8 section 
5144 when the physical distancing requirements are not feasible or maintained. Respiratory training and 
information is provided to all employees through newsletters, online training, consultant training, safety 
plans on the district website and staff meetings.   
We provide and ensure use of eye protection and respiratory protection in accordance with section 5144 
when employees are exposed to procedures that may aerosolize potentially infectious material such as 
saliva or respiratory tract fluids.   
Investigating and Responding to COVID-19 Cases 
This will be accomplished by using the Appendix C: Investigating COVID-19 Cases form.  
Employees who had potential COVID-19 exposure in our workplace will be: 

● Offered COVID-19 testing at no cost during their working hours. 
● The information on benefits described in Training and Instruction, and Exclusion of COVID-19 

Cases, below, will be provided to them.   
● Information on COVID-19-related leave benefits available under workers’ compensation law, the 

federal Families First Coronavirus Response Act, Labor Code sections 248.1 and 248.5, Labor 
Code sections 3212.86 through 3212.88, local governmental requirements, the (Company Name) 
leave policies, and leave guaranteed by contract.  

System for Communicating 
Our goal is to ensure that we have effective two-way communication with our employees, in a form they 
can readily understand, and that it includes the following information: 

● Who employees should report COVID-19 symptoms and possible hazards. 
● That employees can report symptoms and hazards without fear of reprisal. 
● Our procedures or policies for accommodating employees with medical or other conditions that put 

them at increased risk of severe COVID-19 illness. 
● Where testing is not required, how employees can access COVID-19 testing  
● In the event we are required to provide testing because of a workplace exposure or outbreak, we 

will communicate the plan for providing testing and inform affected employees of the reason for the 
testing and the possible consequences of a positive test. 

● Information about COVID-19 hazards employees (including other employers and individuals in 
contact with our workplace) may be exposed to, what is being done to control those hazards, and 
our COVID-19 policies and procedures. 

 
Notification Requirements 

AB 685 — Notice Obligations for COVID-19 Exposures in the Workplace and Cal/OSHA Enforcement 
Changes (Effective Jan. 1, 2021) 
AB 685 prescribes notice requirements on employers in the event of a COVID-19 exposure in the workplace, 
enhances reporting requirements to local health authorities in the event of a COVID-19 outbreak, and expands 
the Division of Occupational Safety and Health of California’s (Cal/OSHA) authority to shut down worksites 
deemed to be an “imminent hazard” due to COVID-19 and issue “serious violation” citations. 
 
Under AB 685, private and public employers who receive notice of a potential exposure to COVID-19 must do 
the following within one business day: 
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● Provide written notice to all employees, and the employers of subcontracted employees, who were on 
the premises at the same worksite as the “qualifying individual”2 within the infectious period that they 
may have been exposed to COVID-19. 

● Provide written notice to the exclusive representative (union), if any, of the employees above. 
● Provide all employees who may have been exposed and their exclusive representative, if any, with 

information regarding COVID-19-related benefits to which they may be entitled, including but not limited 
to worker's compensation, COVID-19-related leave, and paid sick leave, as well as the employer's anti-
discrimination and anti-retaliation policies. 

● Provide notice to all employees, the employers of subcontracted employees, and the exclusive 
representative, if any, of the disinfection and safety plan that the employer plans to implement and 
complete, per CDC guidelines. 
 

The written notice provided to employees may include, but is not limited to, personal service, email or text 
message if it can reasonably be anticipated to be received by the employee within one business day of 
sending and shall be in both English and the language understood by the majority of the employees. 
 
AB 685 also imposes reporting obligations on employers who are notified of a COVID-19 outbreak, as defined 
by the CA Department of Public Health. Within 48 hours of learning of the outbreak, employers must notify the 
local public health agency in the jurisdiction of the worksite of the names, number, occupation and worksite of 
qualifying individuals, as well as the employer's business address and NAICS code of the worksite where the 
qualifying individuals worked. Following the reporting of an outbreak, the employer must continue to give notice 
to the local health department of any subsequent laboratory-confirmed cases of COVID-19 at the worksite. 
 
The new law also adds a section to the Labor Code which specifically provides that Cal/OSHA can shut down 
or prohibit operations at a worksite when, in the opinion of Cal/OSHA, a worksite or operation “exposes 
workers to the risk of infection” of COVID-19 so as to constitute an imminent hazard. In addition, it eliminates 
the requirement that Cal/OSHA provide to the employer its notice of intent (1BY) to issue a “serious violation” 
citation for COVID-19 related hazards. This means that employers no longer have a “15-day window” to 
respond to the notice with evidence to support their defense before a citation can be issued. This provision of 
the bill will expire on January 1, 2023. 
 
This bill amends sections 6325 and 6432 of the Labor Code and adds section 6409.6 to the Labor Code 

Training and Instruction 
We will provide effective training and instruction that includes: 
● Our COVID-19 policies and procedures to protect employees from COVID-19 hazards. 
● Information regarding COVID-19-related benefits to which the employee may be entitled under 

applicable federal, state, or local laws.  
● The fact that: 

o COVID-19 is an infectious disease that can be spread through the air. 
o COVID-19 may be transmitted when a person touches a contaminated object and then touches 

their eyes, nose, or mouth. 
o An infectious person may have no symptoms. 

● Methods of physical distancing of at least six feet and the importance of combining physical distancing 
with the wearing of face coverings. 

● The fact that particles containing the virus can travel more than six feet, especially indoors, so physical 
distancing must be combined with other controls, including face coverings and hand hygiene, to be 
effective. 

● The importance of frequent hand washing with soap and water for at least 20 seconds and using hand 
sanitizer when employees do not have immediate access to a sink or hand washing facility, and that 
hand sanitizer does not work if the hands are soiled. 

● Proper use of face coverings and the fact that face coverings are not respiratory protective equipment 
- face coverings are intended to primarily protect other individuals from the wearer of the face covering. 
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● COVID-19 symptoms, and the importance of obtaining a COVID-19 test and not coming to work if the 
employee has one or more COVID-19 symptoms. 
 

 Appendix D: COVID-19 Training Roster or equivalent will be used to document this training. 

Exclusion of COVID-19 Cases 
Where we have a COVID-19 case in our workplace, we will limit transmission by: 
● Ensuring that COVID-19 cases are excluded from the workplace until our return-to-work requirements 

are met. 
● Excluding employees with COVID-19 exposure from the workplace for 10 days after the last known 

COVID-19 exposure to a COVID-19 case. 
● Continuing and maintaining an employee’s earnings, seniority, and all other employee rights and 

benefits whenever we’ve demonstrated that the COVID-19 exposure is work related. This will be 
accomplished through Human Resources and the applicable leave acts. 

● Providing employees at the time of exclusion with information on available benefits. 

Reporting, Recordkeeping, and Access 
It is our policy to: 
● Report information about COVID-19 cases at our workplace to the local health department whenever 

required by law, and provide any related information requested by the local health department. 
● Report immediately to Cal/OSHA any COVID-19-related serious illnesses or death, as defined under 

CCR Title 8 section 330(h), of an employee occurring in our place of employment or in connection 
with any employment. 

● Maintain records of the steps taken to implement our written COVID-19 Prevention Program in 
accordance with CCR Title 8 section 3203(b). 

● Make our written COVID-19 Prevention Program available at the workplace to employees, authorized 
employee representatives, and to representatives of Cal/OSHA immediately upon request. 

● Use the Appendix C: Investigating COVID-19 Cases form to keep a record of and track all COVID-
19 cases. The information will be made available to employees, authorized employee representatives, 
or as otherwise required by law, with personal identifying information removed. 

Return-to-Work Criteria 
● COVID-19 cases with COVID-19 symptoms will not return to work until all the following have occurred: 

o At least 24 hours have passed since a fever of 100.4 or higher has resolved without the use of 
fever-reducing medications. 

o COVID-19 symptoms have improved. 
o At least 10 days have passed since COVID-19 symptoms first appeared. 

● COVID-19 cases who tested positive but never developed COVID-19 symptoms will not return to work 
until a minimum of 10 days have passed since the date of specimen collection of their first positive 
COVID-19 test. 

● A negative COVID-19 test will not be required for an employee to return to work. 
● If an order to isolate or quarantine an employee is issued by a local or state health official, the 

employee will not return to work until the period of isolation or quarantine is completed or the order is 
lifted.  

The update IIPP/COVID-19 Addendum has been reviewed by the MetroED Safety Committee on November 6, 
2020 and approved by the Board on December 12, 2020. CPP reviewed by the MetroED Safety Committee on 
February 5, 2020 and approved   
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Appendix A: Identification of COVID-19 Hazards 
All persons, regardless of symptoms or negative COVID-19 test results, will be considered potentially infectious.  
Particular attention will be paid to areas where people may congregate or come in contact with one another, 
regardless of whether employees are performing an assigned work task or not. For example:  meetings, 
entrances, bathrooms, hallways, aisles, walkways, elevators, break or eating areas, cool-down areas, and 
waiting areas. 
Evaluation of potential workplace exposure will be to all persons at the workplace or who may enter the 
workplace, including coworkers, employees of other entities, members of the public, customers or clients, and 
independent contractors. We will consider how employees and other persons enter, leave, and travel through 
the workplace, in addition to addressing fixed work locations. 

Person(s) conducting the evaluation:  

Date:  

Name(s) of employee and authorized employee representative that participated:  

Interaction, area, 
activity, work task, 
process, equipment 
and material that 
potentially exposes 
employees to COVID-
19 hazards 

Places and 
times 

Potential for COVID-19 
exposures and employees 
affected, including 
members of the public and 
employees of other 
employers 

Existing and/or 
additional COVID-
19 prevention 
controls, 
including barriers, 
partitions and 
ventilation 
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Appendix B: COVID-19 Inspections 
 
Review the information available at www.dir.ca.gov/dosh/coronavirus/ for additional guidance on what to 
regularly inspect for, including issues that may be more pertinent to your particular type of workplace.  
 
 
Date:  
 
Name of person conducting the inspection: _________________________________________ 
 
Work location evaluated: ________________________________________________________ 

Exposure Controls Status Person Assigned 
to Correct Date Corrected 

Engineering     

Barriers/partitions     

Ventilation (amount of fresh air and 
filtration maximized) 

    

Additional room air filtration     

COVID-19 Check in Station     

COVID Access Form     

Administrative      

Physical distancing     

Surface cleaning and disinfection 
(frequently enough and adequate 
supplies) 

    

Hand washing facilities (adequate 
numbers and supplies) 

    

Disinfecting and hand sanitizing solutions 
being used according to manufacturer 
instructions 

   

Electrostatic Machine     

Mister Machine     

PPE (not shared, available and being worn)    

Face coverings (cleaned sufficiently often)    

Gloves    

Face shields/goggles    

Respiratory protection    
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Appendix C: Investigating COVID-19 Cases 
All personal identifying information of COVID-19 cases or symptoms will be kept confidential. All COVID-19 
testing or related medical services provided by us will be provided in a manner that ensures the confidentiality 
of employees, with the exception of un-redacted information on COVID-19 cases that will be provided 
immediately upon request to the local health department, CDPH, Cal/OSHA, the National Institute for 
Occupational Safety and Health (NIOSH), or as otherwise required by law. 

All employees’ medical records will also be kept confidential and not disclosed or reported without the employee’s 
express written consent to any person within or outside the workplace, with the following exceptions: (1) Un-
redacted medical records provided to the local health department, CDPH, Cal/OSHA, NIOSH, or as otherwise 
required by law immediately upon request; and (2) Records that do not contain individually identifiable medical 
information or from which individually identifiable medical information has been removed. 

Date:  

Name of person(s) conducting the investigation: Lisa Ketchum, COVID-19 Liaison/Meagan Azevedo, HR 
Director is the alternate and all medical records are kept separately from the personnel file and all 
information is confidential.  

 

Employee (or non-
employee*) name: 

 Occupation (if non-
employee, why they 
were in the workplace): 

 

Location where 
employee worked (or 
non-employee was 
present in the 
workplace): 

 Date investigation was 
initiated:  

Was COVID-19 test 
offered? 

 
Name(s) of staff 
involved in the 
investigation: 

 

Date and time the 
COVID-19 case was 
last present in the 
workplace: 

 Date of the positive or 
negative test and/or 
diagnosis: 

 

Date the case first had 
one or more COVID-19 
symptoms: 

 Information received 
regarding COVID-19 
test results and onset 
of symptoms (attach 
documentation): 
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Results of the 
evaluation of the 
COVID-19 case and all 
locations at the 
workplace that may 
have been visited by 
the COVID-19 case 
during the high-risk 
exposure period, and 
who may have been 
exposed (attach 
additional 
information): 

 

 
Notice given (within one business day, in a way that does not reveal any personal identifying 
information of the COVID-19 case) of the potential COVID-19 exposure to: 

All employees who 
may have had COVID-
19 exposure and their 
authorized 
representatives. 

Date:  

Names of employees that 
were notified:  

Independent 
contractors and other 
employers present at 
the workplace during 
the high-risk exposure 
period. 

Date:  

Names of individuals that 
were notified:  

What were the 
workplace conditions 
that could have 
contributed to the risk 
of COVID-19 exposure? 
 
 

 What could be done 
to reduce exposure 
to COVID-19? 

 
 
 

 

Was the local health 
department notified?  

 
Date: 

 
 

*Should an employer be made aware of a non-employee infection source COVID-19 status.
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Appendix D: COVID-19 Training Roster 
Dates:  
Topics:  
Person that conducted the training:  

Employee Name Signature 

(Please see the link provided for 
employee attendance records) 

 

  

  

  

  

  

  

 
Note: Additional copies of this sheet may be necessary. 

	
 



COVID-19 School
Guidance  
Checklist

January 14, 2021

 

 



2021 COVID-19 School Guidance Checklist 

Name of Local Educational Agency or Equivalent: _____________________________ 
Number of schools: ________________ 

Enrollment: ________________________` 

Superintendent (or equivalent) Name:   ______________________________________

Address: ___________________________ 

____________________________________ 

Date of proposed reopening: 
____________________________________ 

Phone Number: ___________________ 

Email:   ___________________________

County: ____________________________ 

Current Tier: 
(please indicate Purple, Red, Orange or 
Yellow) 

________________________ 

Type of LEA: ________________________ 

This form and any applicable attachments should be posted publicly on the 
website of the local educational agency (or equivalent) prior to reopening or if 
an LEA or equivalent has already opened for in-person instruction. For those in 
the Purple Tier and not yet open, materials must additionally be submitted to 
your local health officer (LHO) and the State School Safety Team prior to 
reopening, per the Guidance on Schools.
The email address for submission to the State School Safety for All Team for LEAs 
in Purple Tier is:  
K12csp@cdph.ca.gov  
LEAs or equivalent in Counties with a case rate >=25/100,000 individuals can 
submit materials but cannot re-open a school until the county is below 25 cases 
per 100,000 (adjusted rate) for 5 consecutive days. 

For Local Educational Agencies (LEAs or equivalent) in ALL TIERS: 
☐ I, _____________________________, post to the website of the local educational
agency (or equivalent) the COVID Safety Plan, which consists of two elements:
the COVID-19 Prevention Program (CPP), pursuant to CalOSHA requirements,
and this CDPH COVID-19 Guidance Checklist and accompanying documents,

Date: ___________ 

Grade Level (check all that apply) 

☐ TK ☐ 2nd  ☐ 5th ☐ 8th  ☐ 11th

☐ K ☐ 3rd  ☐ 6th ☐ 9th  ☐ 12th

☐1st  ☐ 4th  ☐ 7th  ☐ 10th

mailto:K12csp@cdph.ca.gov
https://www.cdph.ca.gov/Programs/CID/DCDC/CDPH%20Document%20Library/COVID-19/Consolidated_Schools_Guidance.pdf
mailto:K12csp@cdph.ca.gov


which satisfies requirements for the safe reopening of schools per CDPH 
Guidance on Schools. For those seeking to open while in the Purple Tier, these 
plans have also been submitted to the local health officer (LHO) and the State 
School Safety Team.  

I confirm that reopening plan(s) address the following, consistent with guidance 
from the California Department of Public Health and the local health 
department:  

☐ Stable group structures (where applicable): How students and staff will
be kept in stable groups with fixed membership that stay together for all
activities (e.g., instruction, lunch, recess) and minimize/avoid contact with
other groups or individuals who are not part of the stable group.

Please provide specific information regarding: 

How many students and staff will be in each planned stable, group 
structure? (If planning more than one type of group, what is the minimum 
and maximum number of students and staff in the groups?) 

_____________________________________________________________________ 

If you have departmentalized classes, how will you organize staff and 
students in stable groups? 

______________________________________________________________________ 

If you have electives, how will you prevent or minimize in-person contact for 
members of different stable groups? 

______________________________________________________________________ 

☐ Entrance, Egress, and Movement Within the School: How movement of
students, staff, and parents will be managed to avoid close contact and/or
mixing of cohorts.

☐ Face Coverings and Other Essential Protective Gear: How CDPH’s face
covering requirements will be satisfied and enforced for staff and students.

☐ Health Screenings for Students and Staff: How students and staff will be
screened for symptoms of COVID-19 and how ill students or staff will be
separated from others and sent home immediately.

☐ Healthy Hygiene Practices: The availability of handwashing stations and
hand sanitizer, and how their safe and appropriate use will be promoted
and incorporated into routines for staff and students.

https://www.cdph.ca.gov/Programs/CID/DCDC/CDPH%20Document%20Library/COVID-19/Consolidated_Schools_Guidance.pdf


☐ Identification and Tracing of Contacts: Actions that staff will take when
there is a confirmed case. Confirm that the school(s) have designated staff
persons to support contact tracing, such as creation and submission of lists
of exposed students and staff to the local health department and
notification of exposed persons. Each school must designate a person for
the local health department to contact about COVID-19.

☐ Physical Distancing: How space and routines will be arranged to allow
for physical distancing of students and staff.

Please provide the planned maximum and minimum distance between 
students in classrooms.  

Maximum: _______________feet 

Minimum: ________________feet.  If this is less than 6 feet, please explain why 
it is not possible to maintain a minimum of at least 6 feet.  

______________________________________________________________________ 

☐ Staff Training and Family Education: How staff will be trained and families
will be educated on the application and enforcement of the plan.

☐ Testing of Staff: How school officials will ensure that students and staff
who have symptoms of COVID-19 or have been exposed to someone with
COVID-19 will be rapidly tested and what instructions they will be given
while waiting for test results. Below, please describe any planned periodic
asymptomatic staff testing cadence.

Staff asymptomatic testing cadence. Please note if testing cadence will 
differ by tier: 
_______________________________________________________________________ 

☐ Testing of Students: How school officials will ensure that students who
have symptoms of COVID-19 or have been exposed to someone with
COVID-19 will be rapidly tested and what instructions they will be given
while waiting for test results. Below, please describe any planned periodic
asymptomatic student testing cadence.

Planned student testing cadence. Please note if testing cadence will differ 
by tier: 
_______________________________________________________________________ 



☐ Identification and Reporting of Cases: At all times, reporting of confirmed
positive and suspected cases in students, staff and employees will be
consistent with Reporting Requirements.

☐ Communication Plans: How the superintendent will communicate with
students, staff, and parents about cases and exposures at the school,
consistent with privacy requirements such as FERPA and HIPAA.

☐ Consultation: (For schools not previously open) Please confirm
consultation with the following groups

☐ Labor Organization
Name of Organization(s) and Date(s) Consulted: 

Name: ________________________________ 
Date:   ________________________________ 

☐ Parent and Community Organizations
Name of Organization(s) and Date(s) Consulted: 

Name: ________________________________ 
Date:   ________________________________ 

If no labor organization represents staff at the school, please describe the 
process for consultation with school staff: 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 

For Local Educational Agencies (LEAs or equivalent) in PURPLE: 
☐ Local Health Officer Approval: The Local Health Officer, for (state Local
Health Jurisdiction ) _________________________________. Local Health
Jurisdiction has certified and approved the CSP on this date:
__________________.  If more than 7 business days have passed since the
submission without input from the LHO, the CSP shall be deemed
approved.

Additional Resources: 

Guidance on Schools  

Safe Schools for All Hub 

Note: This checklist was amended on January 29th to delete language regarding the need to 
submit this checklist to a County Office of Education. The CSP does not need to be submitted to 
the County Office of Education as part of the public health guidance, though the County Office 
of Education may request the CSP as part of other processes.

https://www.cdph.ca.gov/Programs/CID/DCDC/Pages/COVID-19/Schools-Case-Reporting-Directive.aspx
https://www.cdph.ca.gov/Programs/CID/DCDC/CDPH%20Document%20Library/COVID-19/Consolidated_Schools_Guidance.pdf
https://schools.covid19.ca.gov/
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