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SAFEGUARDS AND EXPECTATIONS 
 

The COVID-19 pandemic has challenged our daily lives. Operating a school system will 
likely not return to the way we knew it prior to March 13, 2020, for some time. As we work 
through the pandemic, our processes continue to evolve based on guidance from the 
Centers for Disease Control and Prevention (CDC), Maryland Department of Health 
(MDH), Maryland State Department of Education (MSDE), and the Charles County 
Department of Health. The goal of these processes and policies is to reduce the risk of 
exposure to our staff, students, and community. As guidance is updated, this document 
will be edited and redistributed.  

UNIVERSAL PRECAUTIONS 
COVID-19 is a respiratory disease spread through respiratory droplets. Following the 
universal precautions below has proven to reduce the transmission of COVID-19 
drastically: 
  

 Strongly suggest those who are eligible obtain the COVID-19 vaccination. 

 Take care of your personal protective equipment (PPE): keep it clean and 
disinfected, along with discarding it when it becomes unserviceable or reaches the 
end of its life cycle. 

 Where possible, maintain a safe distance when having conversations and 
meetings. 

 When possible, meet in larger spaces such as lobbies, classrooms, auditoriums 
and large conference rooms with a limited number of people. 

 Practice good hand washing and hygiene. 
 
HEALTH QUESTIONNAIRE AND PRE-SCREENING 
Parents/guardians must pre-screen their child(ren) each morning before they arrive at 
school. Failure to accurately complete the pre-screening may temporarily result in a 
student's removal from school if the student is ill. The most up-to-date health-screening 
questionnaire is posted on the CCPS website (https://www.ccboe.com/index.php/road-to-
reopening). By sending the student to school, the parent/guardian is acknowledging the 
health-screening questionnaire was completed and their child is not ill.  
 
DISINFECTING AND SANITIZING CLASSROOMS 
Each classroom will have disinfectant spray and hand sanitizer. At the minimum, students 
must clean their hands routinely, between activities or movements. Each room will have 
a bottle of disinfectant, which is to be used to clean hard surfaces at the teacher's 
discretion. Recent CDC guidance suggests COVID-19 is eliminated by wiping high-touch 
surfaces with soap and water.   
 
Teachers are responsible for disinfecting and sanitizing shared class materials as 
needed.  
 

https://www.ccboe.com/index.php/road-to-reopening
https://www.ccboe.com/index.php/road-to-reopening
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When the hand sanitizer or disinfectant is running low, the teacher should contact the 
designated school personnel who will order additional supplies from the central office.  
 
PHYSICAL DISTANCING AND CLASSROOM SET-UP  
Desks and work areas must be organized to maximize space and allow separation 
between students (more if possible). Where possible, desks should be facing in the same 
direction. Personally installed or owned (staff or student) barriers such as Plexiglas or 
shower curtains are not allowed.  
 
Current CDC guidelines indicate when indoors, student-to-student physical distancing 
should be three-feet or greater when possible, as long as masks are properly worn. When 
eating, there must be at least three-foot of distance between students.   
 
Staff to student and staff to staff physical distancing: the recommendation remains 
six feet while indoors, especially for unvaccinated staff. Maintaining a six-foot distance 
between staff and students will not be possible in many circumstances when instruction 
is being provided, especially in small group work, hand-over-hand instruction, and guided 
reading groups. These proven and successful learning strategies must not be excluded; 
however, care should be taken. Teachers should be mindful of maximizing space when 
possible. Teachers should ensure proper mask usage (by everyone), notes that include 
who participated in the small group, for how long, and on what date (can be destroyed 
after 1 week). Maintaining the same students in these groups should be considered when 
possible.      
 
SEATING CHART 
In order to assist in contact tracing, teachers and bus drivers should assign students seats 
and create seating charts for each class/bus. Teachers and bus drivers will maintain the 
charts and provide them to the administration when requested.  To assist with contact 
tracing, seating charts should be created for the cafeteria.   
 
STUDENT AND VISITOR MASKS  
Use of cloth face coverings in school are required in all school buildings, with the 
exception of students with a documented medical exemption or if a school-based 
assessment team determines that a student is unable to wear a mask due to a 
documented disability. Students may remove their masks when eating, drinking, 
participating in strenuous activities, or napping. When possible, strenuous activities and 
exercising should be done outside.  

 All students, or other adults, and bus drivers must wear a cloth face covering while 
on a school bus or school-provided transport. 

 Face shields may be worn by students and visitors but only in conjunction with a 
cloth mask, not as a replacement.    

 Other adults must wear cloth face coverings when they enter the school building. 

 Students must wear cloth face coverings in the school building.  

 Cloth face coverings should not be worn by children younger than 2 years and 
anyone who has trouble breathing or is unconscious, incapacitated or otherwise 
unable to remove a face covering without assistance. 

 Students who are authorized not to wear a mask due to a documented, approved 
and confirmed medical condition will appear on the classroom health conditions 
list provided by the school nurse.    



P a g e  | 6  Revised Nov 17, 2021 

 A cloth face covering should:  

 Be worn to cover the nose and mouth. 
 Never be worn around the neck or over the head. 
 Never be shared with other children. 
 Be removed and replaced if it becomes wet or soiled, and 
 Be removed (and not replaced) if the child experiences difficulty breathing. 

 Home and Hospital, Infants and Toddlers (ITP) and other employees who deliver 
services to clients inside their homes must wear a mask while providing services.  
The client must also be masked unless they are medically unable to wear a mask.   

 
MEDICAL EXEMPTION FOR THE WEARING OF A MASK  
Unvaccinated students who are unable to wear a mask must provide a medical 
contraindication from a licensed provider stating the need for the accommodation to the 
school nurse prior to returning to in-person instruction. Students needing this 
accommodation who are not already covered by an educational/health plan will be 
referred to the 504 Team. Students with an existing educational/health plan after a 
meeting may have the accommodation added to their health care plan. Additionally, the 
504 Team will make consideration for special transportation.   
 
VISITING THE NURSE  
Outside of life-threatening emergencies, teachers must consult with the nurse via 
telephone or video call prior to sending a student to the nurse.  
 
ATHLETICS AND COVID-19 
All high school students participating in interscholastic athletics will be required to either:  

 Provide proof of having been fully COVID-19 vaccinated (completion of the 
vaccination series, plus 14 days) OR 

 Submit to CCPS's COVID-19 screening testing program.1 
 
Students who are fully vaccinated may voluntarily participate in the screening testing 
program. 
 
Athletes who fail to provide proof of being fully vaccinated or fail to screen in accordance 
with CCPS's COVID-19 screening testing program will not be allowed to participate with 
the team at practices or games until they comply.   
 
Athletes who test positive for COVID-19 must isolate for at least 10 days from symptom 
onset.  Athletes who are not fully vaccinated and are exposed to a known COVID-19 
positive person must quarantine for at least seven days (7) and test negative for COVID-
19 (on the seventh day after the exposure) in order to return to the team for practices or 
games.  
 
                                                           
1 CCPS may, due to extenuating circumstances, allow a student to obtain a “PCR” COVID-19 test from an outside 
vendor if the athlete is not able to be tested at the school during the scheduled testing time. These situations must 
be reported to the Office of School Safety and Security, who will work with the parent to ensure compliance and 
the appropriate documents are provided to limit the amount of time the athlete misses. Parents should contact 
301-392-5597 or 301-392-5550.   
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Any positive COVID-19 screening results will be investigated, and contact tracing 
completed by the Office of School Safety and Security in conjunction with the athletic 
director and coaches. 
 
Proof of COVID-19 vaccination must include the student's name, date of birth, vaccine 
manufacturer, vaccine lot number, date of each vaccination, and health care professional 
or clinic site. The preferred vaccination card is the Centers for Disease Control "COVID-
19 Vaccination Record Card." If any other type of vaccination proof is provided, at a 
minimum, it must include the above information plus contact information (including a 
phone number) for the health care provider who provided the vaccination.   
 
CCPS does not need to maintain a copy of the vaccination card. The card needs to be 
presented to the Athletic Director at the student's school. Parents may elect to "upload" 
proof of COVID-19 vaccination during the athletic clearance process. 
 
COVID-19 screening testing will be provided by CCPS free of charge. Parents must 
register with the contractor and provide permission for their athlete to be screened.  The 
screening testing program will be overseen by a certified medical contractor. Results will 
be shared with the parent, Director of School Safety, and the high school athletic director. 
 
The amount of weekly screenings will be based on recommendations from public health 
officials and/or other guidance.   
 
EXTRACURRICULAR AND COVID 
Charles County Public Schools (CCPS) has expanded COVID-19 screening 
requirements to students in Grades 6-12 who participate in CCPS-sponsored 
extracurricular activities. The expansion is effective immediately for high school students 
who participate in school marching bands. 

Students in Grades 6-12 who participate in specific extracurricular activities must provide 
proof of having been fully COVID-19 vaccinated (completion of the vaccine series, plus 
14 days) or participate in the free CCPS COVID-19 weekly screening program. This is 
the same requirement already in place for CCPS high school student athletes. 

The requirement applies to the following extracurricular activities for CCPS students in 
Grades 6-12. 

 Band, chorus and orchestra programs (not scheduled classes) 
 JROTC 
 Theater and musical productions, drama clubs 
 Students participating in student government association (SGA) 
 Students participating in the Charles County Association of Student Councils 

(CCASC) 
 Destination Imagination (DI) 
 Mathematics, Engineering and Science Achievement (MESA) 
 Key Clubs 
 Math teams and Math Counts 
 Mock Trial teams 
 Students Against Destructive Decisions (SADD) and Just Say No clubs 
 Model United Nations 
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 K-Kids clubs 
 Builders clubs 
 Robotics clubs and teams 
 SkillsUSA clubs 
 Environmental clubs 
 Best Buddies program 

The requirement applies to the above-listed groups as CCPS has determined students in 
these groups participate or practice regularly in close proximity with each other for 
extended periods of time, and may also travel for competitions and club-based events. It 
also supports CCPS in providing continuous opportunities for students to participate in 
clubs and activities in a safe way. 

Students in Grades 6-12 who are part of an extracurricular activity group listed and do not 
provide proof of a full COVID-19 vaccination or fail to participate in the weekly screening 
program will not be allowed to participate with the team or group. Activity and club 
sponsors will confidentially collect vaccination records from participating students and 
have access to a list of students enrolled in the screening program.  

Additionally, Grade 6-12 students in activities that may require limited travel, such as 
Educators Rising, It's Academic, the Student Page program, and Spelling Bee will be 
required to submit two negative COVID-19 tests (if not vaccinated) for two consecutive 
weeks prior to the travel date in order to participate. 

The screening program is free, and parents only need to register their child once. Middle 
school students are tested during lunch, and high school students are tested during the 
school day or after school. The screening includes a nasal swab PCR test, which is done 
by staff with the Maryland Department of Health contracted provider.  

 
MEALS  
Lunchrooms should be set up to maintain at least 3 feet of distance between students. 
Alternative locations (including classrooms) can be used if needed. Distancing between 
students should be maintained while in line to get meals. Breakfast may be eaten in 
classrooms. Students should have the opportunity to sanitize their hands before and after 
eating. Students should remove their masks to eat. Once done eating, students must put 
their masks back on before leaving their eating area. Desks may be used in lieu of 
cafeteria tables to maximize space and encourage strict physical distancing.  
 
RECESS  
Children must wear masks when transitioning to and from recess. Masks may be removed 
once outside. Students should not be required to wear a mask during recess unless they 
choose to or parents have specified they must. In order to assist in contact tracing, 
teachers monitoring recess should maintain knowledge of groups of students who 
routinely play and congregate together. After recess, masks must be put back on properly 
to transition back into the building. Children must be provided an opportunity to 
wash/disinfect their hands after recess.  
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Volunteers 
In general, volunteers are not allowed in CCPS buildings for the start of the 2021-2022 
school year.  In some cases, volunteers are needed to ensure the operational capacity of 
special events.  In these cases, and when there is a reasonable belief, the volunteer could 
be unsupervised or alone with students' schools may elect to have a limited number of 
volunteers screened through the CCPS background process. A link will be provided to a 
private page where the volunteer can register and complete the CCPS volunteer training 
and background process.  
 
Field trips 
For the start of 2021-2022 school year, CCPS will limit educational field trips to venues 
within one hour of the county. When planning field trips, staff should make all efforts to 
meet chaperone requirements with CCPS staff members. If volunteers are needed, see 
the information listed above titled Volunteers. While participating in field trips, CCPS 
masking and distancing rules must be followed when indoors.  
 
WATER FOUNTAINS 
Water fountains will remain accessible and may be used to fill bottles, but no one should 
drink directly from them.  
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MAIN OFFICE PROCEDURES 
 
STAFF SIGN IN 
In order to enhance the ability to contact trace, staff are expected to individually swipe 
their CCPS-issued identification card at the door card reader.  
 
SICK STUDENT AND ISOLATION  
Isolation Room: Each school must identify a room for the isolation of sick students, 
preferably near the front office. This room cannot be in the nurses' work area. An empty 
office or conference room should be used. The student must be supervised while in the 
isolation room. Supervision can take place from outside the room. An administrator or 
their designee is to monitor the students. The school nurse should not be the monitor for 
the isolation room.  Students must wear a mask in the isolation room. Multiple ill students 
can wait together in the isolation room. The physical distance between them should be 
maximized. Any staff member entering the isolation room when students are waiting must 
wear a mask.  
 
Sick student: See COVID-19 Staff-Student becomes ill SOP (Pages 15-22).  
 
DISINFECTING THE MAIN OFFICE AND SCHOLARCHIP MACHINE  
Disinfecting and sanitization of high-touch areas is a team effort. Spray disinfectant and 
wipes should be available in the main office. Staff should routinely wipe down counter 
space and other areas that are touched throughout the day. Spray disinfectant or wipes 
should be placed next to the ScholarChip machine and users are encouraged to clean 
the keyboard and/or screen before and after each use. Disinfectant SHOULD NOT be 
sprayed directly on the machine, the screen or keyboard. Spray should be applied to a 
paper towel then used to wipe the machine, keyboard and/or screen.  
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STUDENT BECOMES SICK AT SCHOOL 
 

The below guidelines are established to guide CCPS in cases where a student becomes 
sick while at school. 
 
Students who feel sick SHOULD NOT come to school. 
 
STUDENT WHO FEELS SICK 

 Contact the school nurse via the phone to perform virtual pre-screening. 
 At the school nurse's request, send the child to the school nurse's office (mask is 

required). 
 School nurse will conduct a COVID-19 pre-screen (using the latest CDC/CCPS 

screening tool).  
 If COVID symptoms are present, the student will immediately be placed in the 

predetermined isolation room. 
o Masks must be worn in the isolation room. 
o The student must be supervised in the isolation room. 
o Multiple students can be placed in the same room. Maximum physical 

distancing must be used. 
o Parents/guardians should be contacted immediately upon a symptomatic 

student being placed into isolation. The parent should be provided 
information both on the pick-up procedures (see below) and on CCPS's 
testing capability.  

o Once the parent/guardian/caretaker picking up the student in the isolation 
room arrives, they are not allowed inside of the school. An administrator and 
the nurse must walk the child to the vehicle. 

o Since the child has pre-screened with ANY COVID-19 symptoms, a PCR 
test should be offered to the parent/guardian (see asthma section if 
applicable). A signed consent and FERPA waiver must be obtained.  
Parents of high school students who drive may provide verbal consent for 
testing over the phone. The consent must be witnessed by the nurse and 
an administrator. The nurse and administrator will both sign and date the 
forms. In cases where a person other than parent/guardian picks up the 
student, the parent may give verbal consent for testing over the phone. The 
consent must be witnessed by the nurse and an administrator.  This must 
be documented on both forms.  If possible, the parent should also send an 
email to the school nurse indicating they consent to have their child tested 
for COVID-19 by CCPS.    

o If consent is agreed upon and waivers signed for testing, the tests will be 
given outside in the parent/guardians/student's vehicle. The 
parent/guardian should witness the test. For high school students who do 
not have a parent/guardian on-site, an administrator should witness the test.  

 Tests will be given in the manner prescribed by the manufacturer.  

 Tests should not be given to non-compliant students.   

 Tests can only be administrated by a school nurse. 
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o The student may not return to school until the results of the test are known.  
 

Upon receipt of a positive test result:  

o The principal should be notified and gather potential contact tracing 

information from Synergy, the classroom(s) seating chart, and ScholarChip 

(if needed). 

o Administration should interview the student (See Administration Contact 
Tracing SOP (https://www.ccboe.com/index.php/road-to-reopening). 
Questions should be framed to determine individuals who have met the 
exposure threshold defined by the CDC during the positive person's 
contagious period while at school. Interviewers should remember to ask 
about siblings, playmates who are CCPS students, students who play 
together at recess, and students who ride in the same vehicle.  

o Information should be reported to the Office of School Safety and Security 
301-392-5597 and covid@ccboe.com when possible. 

o After a positive COVID-19 test: 
 Students may not return to school until all the following have been 

satisfied:  
 10 days since onset of symptoms, AND 
 24 hours since last fever, AND 
 Symptoms have improved. 

 
 Students who test positive on a rapid test but negative on a PCR test 

may return to school immediately following a negative PCR test if: 
 The student has no COVID-19 like symptoms, AND 
 The student has no known exposures to a COVID-19 

positive person.  
 Unvaccinated student/staff who have had a medically diagnosed 

case of  COVID-19 are exempt from quarantine if re-exposed within 
90 days of their initial positive test2. 

 Note:  Staff/students participating in weekly screening testing 
who test positive and return to school after their isolation will 
likely continue to test positive for several weeks.  Once two 
negative screenings are received, if the staff/student tests 
positive again, even within the 90 days, this will be treated as 
a new infection.     

 Parents who wish to have their children return to school after their 
child has tested positive for COVID-19 must maintain continuous 
communication with their school's nurse via the telephone between 
the test results and the child's return to school. Telephonic check-in 
should be no less than every two school days. Nurses will add a note 
to Synergy documenting the contact and status of the student.  

 The parent's failure to remain in contact with the school will result in 
a delay of the student returning to in-person instruction.   

 
 Contact tracing for a known positive COVID-19 exposure:  

                                                           
2 https://www.cdc.gov/coronavirus/2019-ncov/community/schools-childcare/k-12-contact-tracing/about-
quarantine.html 

https://www.ccboe.com/index.php/road-to-reopening
mailto:covid@ccboe.com


P a g e  | 13  Revised Nov 17, 2021 

 
o The Office of School Safety and Security will assist in determining who 

meets the exposure threshold. These exposed individuals and/or their 
parents/guardians will be notified as soon as practical.  

o Students who meet the exposure threshold (being within 3 feet of a COVID 
positive student for more than 15 minutes over a 24-hour timeframe) in 
Prek-12 classrooms or on a school bus, AND where masks are worn 
properly throughout the timeframe of the exposure are no longer required 
to be excluded from school. 

 Contact tracing must still be completed and students meeting the 
exposure threshold identified. 

 Parents/guardian must be notified of the exposure and their options. 
 Their student may remain in school but must:   

 Be reminded of the importance of daily pre-screening and 
symptom monitoring for at least seven days after the 
exposure, AND 

 Parents should be encouraged to have their student tested 5-
7 days after the exposure, OR 

 Parents/guardian may elect to quarantine their student (see below 
for quarantine guidelines).  If the parent elects to quarantine their 
student, the absence will be excused, and the "continuity of learning 
plan" implemented. 

 If the student becomes ill within 7 days of the known exposure, the 
child must be excluded from school immediately.  

 If the student becomes sick after a known exposure while in the Prek-
12 classroom the child may not return until: 

 They are no longer ill AND 
 Within the 10 days after symptom onset a negative PCR test 

is provided.    
o Unvaccinated students who met the exposed threshold and determined to 

have been exposed to a known COVID positive person, may remain in 
school because masks were worn consistently and appropriately during the 
exposure;  

 Should continue to quarantine outside of the school settings, AND  
 May not participate in higher-risk school-sponsored activities (ex. 

indoor or high contact athletics, band, chorus, P.E.) for the duration 
of the typical quarantine period (seven days). Teachers are 

responsible for providing alternate work for students affected by this 
situation.   

 Example: an unvaccinated student who is an athlete and 
member of the band participated in a small group activity with 
a COVID positive student, but masks were worn. The 
parent/guardian elects to have the student remain in school 
as a result of the exposure.  The student may continue to 
come to school; however, the student cannot actively 
participate in band or their sport for a minimum of seven days 
from the exposure.  The student can only return to these 
activities on the seventh day if they are not sick.   
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o CCPS may end or temporarily stop the modified quarantine guideline listed 
above if there are indications of ongoing or uncontrolled transmission 
associated with the school.     
 

 Known exposures that occur outside of the Prek-12 classroom or school bus; or 
the parent/guardian elects to quarantine a student as result of an exposure in a 
Prek-12 classroom or school bus or masks were not worn properly or at all during 
the entire timeframe of the exposure:  

 Starting from the last day of known exposure (if the student is living 
with a known positive person, the timeline begins when the student 
stops having contact that meets the exposure threshold with the 
positive person or after 10 days from the positive person's symptom 
onset) 

 No less than seven days if the individual,  
 Has not become ill; and 
 Received a negative COVID-19 test result (test must 

be administered on the fifth day or after, and may be 
rapid or PCR); or 

 After 10 days from exposure  
 The student has not become ill during the 10 days post 

exposure; or  
 No less than 14 days if the student has become ill during the 

quarantine period, unless a negative laboratory COVID-19 
test is obtained after symptom onset. 

 School nurses will not conduct tests for students to return to 
school from quarantine.  Parents are responsible for having 
the test completed at an outside vendor on day five or after if 
they wish to return their student early.    

 
o When a person meets these criteria and quarantine is ended early, the 

following must be implemented:  
 Daily symptom monitoring continues through Day 14; AND  
 The exposed person must strictly adhere to all recommended 

mitigation strategies, including correct and consistent face-covering 
use, social distancing, and self-monitoring for symptoms of COVID- 
19 through Day 14; AND 

 The exposed person must report any symptom development to the 
school; further, they should immediately self-isolate and contact their 
health care provider to determine if they need to be tested and work 
with the school to determine how long they should be excluded. 

 Exposed students should NOT be referred to the school nurse 
for immediate testing.  
     

o Rapid tests may be given at the nurse's discretion. They are not CCPS 
primary tests and only for individuals who display severe COVID symptoms.     

 Positive rapid tests with symptoms will be treated as positive results 
(see above) 
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 Negative rapid test with COVID symptoms will be offered a PCR test.  
The person must remain out of school until results are received.   

 Negative rapid test with COVID symptoms without a follow-up PCR 
will be presumed COVID positive and excluded for no less than 10 
days.   
 

 If testing is not completed on a student who pre-screens as potentially COVID 
positive:  

 
o The parent/guardian/caretaker/student should be interviewed about 

possible exposure to known positive COVID-19 persons. 
 

 If there are no known exposures to a positive COVID-19 person(s):  
 

 The student will be sent home. The student will be presumed 
positive and excluded from school for at least 10 days from 
that day.   
 

 Once the student is picked up, the parent/guardian should be 
instructed to follow up with the child's medical provider.  
 

o If testing was performed, the parent would be provided a copy of the waiver 
and consent with the test results circled. 
  

o When vacated, the isolation room should be cleaned and sanitized. 

o Mitigation strategies that CCPS is prepared to implement when appropriate: 

 Cleaning, disinfecting, and/or sanitizing hard surfaces where a 
person who tested positive or became ill at school sat or reasonably 
would have touched during the same school day the person tested 
positive or became ill.  

 When a person tests positive while at school, trash cans in the room 
(s) where the positive person occupied must be emptied and sprayed 
with disinfectant. 

 Fogging (as needed). 
 Closure of the facility if directed by the health department. 

 
o Students who pre-screen as potentially being positive for COVID-19 while 

at school shall not be placed on the bus to be transported home.   
 

o Walkers who pre-screen as potentially being positive for COVID-19 while at 
school should not be allowed to walk home.   
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ASTHMATIC STUDENTS 
Students who have a physician diagnosis of asthma, have medication at school, and who 
experience an asthma attack or begin to suffer symptoms may be given their prescribed 
medication.  If treatment reduces symptoms, the student may return to class as long as 
they do not have any other COVID-19 related symptoms.  If asthma symptoms AND other 
COVID-19 related symptoms are present, testing for COVID-19 should be offered and the 
processes outlined above followed.   
 
STUDENTS WITH OTHER CHRONIC HEALTH CONDITIONS 
Students who have a physician diagnosed chronic condition can be treated with "as 
needed" medication to alleviate symptoms identified by the provider that are considered 
baseline for the student. The physician's guidance must identify which COVID-19 like 
symptoms may present and should be expected with the chronic condition. If there is a 
prescribed medication that may alleviate the symptom, it should be administered prior to 
the exclusion of the student using to COVID protocols. 
 
PARENT/GUARDIAN NOTIFICATION PROCESS 
The removal of sick students from school must occur as quickly as possible. Having a 
child sit in medical isolation can be traumatic for children. With the limited medical 
resources CCPS has on-site, we must make every effort to have ill students taken home 
as rapidly as possible.  If a parent or guardian refuses to cooperate with CCPS to have a 
child removed in the most expeditious manner, the Office of School Safety and Security 
should be contacted as soon as it becomes evident cooperation is lacking. Multiple phone 
numbers have been provided to school administration to contact members of the Office 
of School Safety and Security.  The activation of the 911 system may only begin after 
consultation with the Office of School Safety and Security or if a life-threatening 
emergency is occurring.    
 
Contact with parents and guardians should begin with the school nurse. However, school 
administrators must be active in the process.  Front office personnel should also be used 
to assist in contacting emergency contacts. 
 

o Note the time. Arrangements should be made to have the student picked 
up as soon as possible with a goal of within 60 minutes of first notification 
but reasonableness must be applied in every situation. 

 Parent/guardian should be informed their child is ill, displaying 
potential symptoms of COVID-19, and must be picked up. 

 Remind parent/guardian they have 60 minutes to pick up their child. 
 Request an estimated time of arrival, note the conversation and time. 
 Inform them that when they arrive, they should call the school and 

the child will be escorted to their vehicle. 
 If parent/guardian says they will not be able to pick up their child 

within 60 minutes, inform them CCPS will begin calling those listed 
on the child's emergency card. Parent/guardian should also be 
attempting to find someone to pick up their child. 

o Thirty minutes after first notification unless there is an agreed-upon time 
within the 60-minute window: 

 Contact the parent a second time. 
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 Inform the parents they have 30 minutes to pick up or have someone 
pick up their child. 

 Request estimated time of arrival. Note the conversation and time.  
o 45 minutes after first notification (if there is no new information): 

 Contact parent/guardian a third time.  
 Inform them they have 15 minutes to pick up or have someone pick 

up their child. 
 Request estimated time of arrival; note the conversation and time.   

o 60 minutes after first notification without resolution or reasonable estimated 
time of arrival: 

 The Office of School Safety and Security: Ext: 5550 or 5551 should 
already be aware of the situation and working with the school to 
rectify the situation.  

o If the isolation room is empty, contact building service to have the room 
cleaned and sanitized. 
 

SICK STUDENTS WHO DO NOT PRE-SCREEN WITH COVID-19 SYMPTOMS 
In order to return to in-person instruction after any non-COVID related illness, the student 
should be symptom free without symptom treating medication for at least 24 hours. 
 
MEDICAL WASTE DISPOSAL 
COVID-19 test kits, swabs and gloves used during testing or handling of a contaminated 
test kit should be placed into a sealable plastic bag, sprayed with an approved school 
disinfectant and disposed of in a "sharps container" in the nurses office.  PPE (other than 
washable gowns) should be disposed of in waste containers.  Washable gowns should 
be washed when soiled. 

 
STUDENT DRIVERS  
Student drivers who become ill at school may drive home if the school nurse determines 
them to be medically able to drive and the parent/guardian provides permission to a 
school administrator. 
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NOTIFICATION OF A POSITIVE COVID-19 STUDENT 
 

Due to accuracy issues and inconsistency related to "take-home" Rapid COVID-

19 tests, CCPS will likely not accept them as confirmatory tests.  Follow-up 

testing through a medical vendor must be provided.  Take home tests will never 

be utilized to meet weekly screening mandates or testing out of quarantine.  

  

The guidance below was established to guide CCPS in cases where a student notifies 
the system that they have a potential/positive test result from an external source and have 
been in a CCPS facility.    
 

o Parents/guardians of students are expected to notify their child's principal of 
positive COVID-19 test results as soon as possible.   

 
When a CCPS administrator is notified of a positive COVID-19 test result from a student 
who has attended school or athletics, the administrator will ask the following:  
 

 When was their test completed? 

 When were the test results received?  

 When were symptoms first noticed? 

 When was the last time the student was at school? 

 Are there any siblings or is the parent a staff member we need to be concerned 
with? 

 Does the child play with any other CCPS students outside of school? 

 Is the student a bus rider? If so, which bus?  

 Where was the COVID-19 test completed?  

 When was the last time the student was in the building? 
o Pull and archive potential contact tracing information:  

 Synergy.  
 ScholarChip. 

 
An email notification with the answers to the above questions should be sent to 
Covid@ccboe.com to ensure members of the team who are not located at the school are 
informed. Include the phone number of the student's parents.   

Notification of contacts who must quarantine: 

 Working with the health department, CCPS will provide written notification to all 
identified contacts. The Office of Communications will provide a template including:  

 When to seek medical care.   

 How to monitor for symptoms.   

 Who to contact and how to contact them if they develop symptoms of COVID-
19 while under quarantine.   

 The projected length of quarantine if a person remains asymptomatic.   

mailto:Covid@ccboe.com
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 Plan for maintaining remote learning for those who remain well enough to 
engage in learning while under quarantine.   

 Information about local COVID-19 testing sites. 

 CCPS will work with the Charles County Department of Health to conduct 
supplemental and additional contact tracing.  

 CCPS will work with the health department to identify persons who may have met 
the COVID-19 exposure threshold defined by the CDC. 

 CCPS will contact those who have been identified as meeting the exposure 
threshold at school.   

 
Mitigation strategies that CCPS is prepared to implement when appropriate: 

 Cleaning, disinfecting and sanitizing.   

 Fogging (as needed). 

 Closure of the facility if directed by the health department. 
 
After a positive COVID-19 diagnosis: 

 Students should not return to school until all the following have been satisfied:  
o 10 days since onset of symptoms, AND 
o 24 hours since last fever AND 
o Symptoms have improved. 

 
Parents who wish to have their children return to school after their child has tested positive 
for COVID-19 must maintain communication with their school's nurse via the telephone 
between the test results and the child's return to school. Telephonic check-in should be 
no less than every two school days.   
 
The parent's failure to contact the school will result in a delay of the student returning to 
in-person instruction.  
 
When CCPS can confirm a person who is positive with COVID-19 and has been inside a 
CCPS facility, the Office of Communications will prepare a letter to the corresponding 
school community notifying them of the event. All notifications will be made in accordance 
with all applicable laws. 
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STUDENTS WHO ARE TESTED DUE TO OUTSIDE-OF-SCHOOL 

EXPOSURE, PLACED IN QUARANTINE DUE TO A KNOWN 

EXPOSURE, OR TRAVEL 
 

 Administrators should review and use the Contact Tracing SOP to assist in these 

situations.  

 Students who are tested for COVID-19 due to a known exposure, possible 
exposure, being ill or "peace of mind" testing are not allowed in CCPS facilities or 
buildings until they receive their results and the results are negative.  

 Students who participate in CCPS's COVID-19 screening testing are allowed to 
remain at school while awaiting testing results.   

 Unvaccinated students who have been exposed to a known positive COVID-19 
person outside of the Prek-12 classroom or bus; or where masks were not properly 
and consistently worn must remain in quarantine for:  

 Starting from the last day of known exposure (if the student is living 
with a known positive person, the timeline begins when the student 
stops having contact that meets the exposure threshold with the 
positive person or after 10 days from the positive person's symptom 
onset), 

o No less than 7 days if the individual,  
o Has not become ill; and 
o Receive a negative COVID-19 test result (test must be 

administered on the fifth day or after and may be rapid 
or PCR); or 

 After 10 days from exposure  
o The student has not become ill during the 10 days post-

exposure; or  

 No less than 14 days if the student has become ill during the 
quarantine period unless a negative laboratory COVID-19 test 
is obtained after symptom onset. 

 When a person meets the criteria and quarantine is ended early (seven or 10 
days), the following must be implemented:  

o Daily symptom monitoring continues through Day 14; AND  
o The exposed person must strictly adhere to all recommended mitigation 

strategies including correct and consistent face-covering use, social 
distancing and self-monitoring for symptoms of COVID-19 through Day 14; 
AND 

o The exposed person must report any symptom development to the school; 
further, they should immediately self-isolate and contact their health care 
provider to determine if they need to be tested and work with the school to 
determine how long they should be excluded.  

 Students who have been exposed to a person who is ill and the person is awaiting 
COVID-19 test results may not return to school until the test results of the person 
they have been exposed to are known. If the person's test results are negative, the 
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student may return immediately. If the person is positive, the student must 
quarantine using the guidelines described above.   

 Students who travel must follow the latest State of Maryland law, order, or 
advisory.  CCPS may require documentation of compliance with current law, order 
or advisory prior to the student's return to school. 

 
VACCINATED STUDENTS 
According to the CDC, vaccinated persons exposed to someone with suspected or 
confirmed COVID-19 are not required to quarantine if they meet all of the following criteria: 

 Are fully vaccinated (i.e., greater than two weeks following receipt of the second 
dose in a two-dose series, or greater than two weeks following receipt of one dose 
of a single-dose vaccine) . 

 Self-monitor for symptoms for seven days. If symptoms appear, seek testing. 
 Consider being tested five to seven days after the exposure. 

For additional information, click on the following link: 

https://www.cdc.gov/coronavirus/2019-ncov/vaccines/fully-vaccinated.html  
(Updated 4-2-2021)  

 
VACCINATED STUDENTS WHO ARE ILL 
Fully-vaccinated students who are ill, have no known exposures to a COVID positive 
person in the last 7 days, and have a negative rapid test (completed at a medical or CCPS 
facility), may return while they await PCR results, if they were given that test, as long as 
they are no longer ill.    
 
  

https://www.cdc.gov/coronavirus/2019-ncov/if-you-are-sick/quarantine.html
https://www.cdc.gov/coronavirus/2019-ncov/vaccines/fully-vaccinated.html
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CCPS TESTING OF STAFF/STUDENTS OUTSIDE OF THEIR HOME 

SCHOOL 
 

SYMPTOMATIC STAFF/STUDENTS  
To further encourage parents and staff not to report to the school ill, CCPS will conduct 
free COVID-19 testing for symptomatic students receiving face-to-face instruction and 
staff, on an appointment basis only in the parking lot of the Jesse L. Starkey 
Administration Building. The supervising school nurse may set up appointments and 
make themselves available as needed.  Staff/parents must call 301-932-6615 to be 
screened by the school nursing management team and receive an appointment. Clear 
instructions will be given as to where to park, that masks must be worn by everyone in 
the vehicle, and the person tested will not enter the building. Nurses at schools may 
conduct testing of symptomatic if time allows.   
 
STAFF WHO HAVE TRAVELED OUT OF STATE ON OFFICIAL BUSINESS AND MUST BE TESTED 

BECAUSE OF A LAW, ORDER, OR ADVISORY 
When a law, order or advisory is in place that requires COVID-19 testing after out of state, 
travel is in place, staff who are on official CCPS business may be tested at the Jesse L. 
Starkey Administration Building by the school nurse management team. Staff must call 
301-934-7346 to schedule an appointment.  

 
 
 

COVID-19 STAFF PROCEDURES 
The guidance below was established to assist CCPS with cases where a staff member is 
awaiting COVID-19 test results, has tested positive for COVID-19, met the CDC threshold 
for exposure to a known COVID-19 person, is suffering from a "COVID like illness," or 
other situation where protective mitigation strategies have been determined by CCPS as 
appropriate to protect the employee or other staff. 
 
STAFF MASK USE 
School staff must wear cloth face coverings while in the school building; unless alone in 
a classroom or workspace; those with a cubical workspace who are using standing 
workstations need to wear a mask while standing. 
 
Staff must wear a mask while riding a school bus. 
 
Face shields may be worn by staff, but only in conjunction with a cloth mask. 
 
Staff may wear a clear plastic mask while teaching phonics or for other instructional 
purposes.  The clear plastic mask should be replaced with a cloth mask as soon as 
possible.   
 

 A cloth face covering must: 
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 Be professional in appearance.  

 Be worn to cover the nose and mouth. 

 Never be worn around the neck or over the head. 
 Never be shared. 
 Be removed and replaced if it becomes wet or soiled. 

 
FEELING ILL 
Staff who are ill or not feeling well should NOT report to work. 
 
Staff who report to work or remain at work knowingly suffering from ANY COVID-19 
symptoms are subject to disciplinary actions.  
 
If a staff member is suffering from ANY COVID-19 symptoms (listed below), they must 
notify the Office of Human Resources/Office of School Safety and Security 
(covid@ccboe.com) and their supervisor. Staff should include their phone number in the 
email. They should also seek COVID-19 testing as soon as possible.   
 
Current list of COVID-19 priority symptoms:  
 

 New uncontrollable cough      

 Fever (over 100.4) or higher      

 New onset of severe headache, with a fever of over 100.4  

 Sore throat with visible redness      

 Difficulty breathing       

 Vomiting         

 Diarrhea   

 New loss or change in your ability to taste or smell  
  

For staff with chronic conditions such as asthma or allergies, the symptoms should 
represent a change in their baseline health.   

 
VACCINATED STAFF 
According to the CDC, fully vaccinated persons with an exposure to someone with 
suspected or confirmed COVID-19 are not required to quarantine if they meet all of the 
following criteria: 

 Are fully vaccinated (i.e., greater than two weeks after receiving the second dose 
in a two-dose series, or greater than two weeks after receiving one dose of a 
single-dose vaccine). 

 Self-monitor for symptoms for seven days. If symptoms appear, seek testing. 
 Consider being tested five to seven days after the exposure. 

For additional information, click on the following link: 

https://www.cdc.gov/coronavirus/2019-ncov/vaccines/fully-vaccinated.html  
(Updated 4-2-2021)  
 
 

mailto:covid@ccboe.com
https://www.cdc.gov/coronavirus/2019-ncov/if-you-are-sick/quarantine.html
https://www.cdc.gov/coronavirus/2019-ncov/vaccines/fully-vaccinated.html
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VACCINATED STAFF WHO ARE LIVING WITH A COVID POSITIVE PERSON  
 Can continue to come to work/school. 

 Utilizing the different scenarios listed below, determine how long caution should be taken 
in participating or facilitating small group work, hand over hand instruction for lengthy 
periods of time, guided reading/math or other activities where 6 foot of distance cannot be 
maintained and the activity last over 15 minutes.  

 If at all possible, staff should stop or greatly limit contact with the COVID positive person. 

 If separation is not possible:  
o During the positive person's 10 days of being contagious and 7 days after; 

 Ensure proper mask wearing. 
 Concentrate on maintaining physical distance (this includes limiting small 

group works, eating with co-workers, other higher risk activities that involve 
close proximity) for 17 days. 

 Actively monitor for symptoms for the entire 17 days.  

 As soon as symptoms appear, make arrangements to leave work, 
or not come into work and contact covid@ccboe.com.  

o  Consider seeking testing 5-7 days after exposure.  
 

 If separation is possible,  
o Monitor for symptoms for 7 days. 

 As soon as symptoms appear, make arrangements to leave work, 
or not come into work and contact covid@ccboe.com.    

o Ensure proper mask wearing.  
o Concentrate on maintaining physical distance (this includes limiting small group 

work, eating with co-workers, other higher-risk activities that involve close 
proximity) for 7 days. 

o Consider seeking testing 5-7 days after exposure  
 

VACCINATED STAFF WHO ARE ILL 
Fully-vaccinated staff who are ill, have no known exposures to a COVID positive person 
in the last 7 days, and have a negative rapid test (completed at a medical or CCPS facility, 
may return while they await PCR results if they were give that test, as long as they are no 
longer ill.    
 
CCPS may request proof of vaccinations or may confirm the receipt of the COVID-19 
vaccinations through the Maryland Department of Health. 
 
STAFF WHO BECOME COVID POSITIVE/EXPOSED TO A KNOWN POSITIVE PERSON OR ARE 

AWAITING TEST RESULTS   

 All staff members who test positive for COVID-19 must self-report test results to 
the Office of Human Resources (covid@ccboe.com) within 24 hours of receiving 
notification. Staff should include a phone number in the email.   
 

 Staff members who have not been vaccinated for COVID-19 or are within two 
weeks of receiving their final COVID-19 vaccination who are exposed to a known 
or suspected COVID-19 person must report the event to covid@ccboe.com within 
24 hours of being notified.  Staff should include a phone number in the email. 
 

 Staff who have a question about possible exposure should email 
covid@ccboe.com and include a phone number in the email.   

 

mailto:covid@ccboe.com
mailto:covid@ccboe.com
mailto:covid@ccboe.com
mailto:covid@ccboe.com
mailto:covid@ccboe.com
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 Staff members who are placed into quarantine or isolation due to exposure, 
potential exposure, or testing positive must use their leave during the required 
quarantine or isolation time.   
 

 Staff members who are tested to comply with a State of Maryland order (such as 
travel order) must report the testing to covid@ccboe.com and their supervisor.  
 

 Staff awaiting COVID-19 test results (except exemptions listed below) are not 
allowed in CCPS facilities or buildings until they receive a negative test result.  

 
o Staff who are tested for the purposes of visiting assisted living homes or 

nursing homes due to a state regulation, law or order are NOT required to 
notify CCPS of precautionary testing unless the result is positive for COVID-
19. 

o Staff who work secondary jobs that require routine COVID-19 testing 
(healthcare facilities, assisted living homes, nursing homes) are not 
required to notify CCPS of precautionary testing unless the result is positive 
for COVID-19.  

o Staff who participate in CCPS's COVID-19 screening testing are allowed to 
remain at school while awaiting testing results.   

 Staff members who test positive or are placed on quarantine/ isolation for COVID-
19 must follow the guidance from the Office of Human Resources and/or Office of 
School Safety and Security. 

 Staff who seek COVID-19 testing due to: "peace of mind" (the belief they were 
exposed but not contacted by contact tracers from the State of Maryland or CCPS), 
are ill with other than COVID-19 symptoms, seek testing without a known COVID-
19 exposure or fully vaccinated staff who seek COVID-19 testing after an exposure 
or potential exposure must use their leave while awaiting test results.  

 
STAFF ISOLATION, QUARANTINE, AND CHILD CARE 
Employee tests positive for COVID-19: 

 Employees must self-report to covid@ccboe.com. 

 Individuals with a confirmed positive diagnosis must remain in isolation for no 
less than 10 days. Staff should not return to school until all the following have 
been satisfied:  

o 10 days since onset of symptoms, AND 
o 24 hours since last fever, AND 
o Symptoms have improved. 

 Any time missed from work must be taken as leave.   
 

Exposure (unvaccinated or not considered fully vaccinated):   

 Employees must self-report to covid@ccboe.com. 

 Individuals with a confirmed exposure (defined by the CDC) must remain in 
quarantine for: 

o Starting from the last day of known exposure (if the employee is living with 
a known positive person, the timeline begins when the employee stops 

mailto:covid@ccboe.com
mailto:covid@ccboe.com
mailto:covid@ccboe.com
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having contact that meets the exposure threshold with the positive person 
or after 10 days from the positive person's symptom onset). 

 No less than 7 days if the employee  

 Has not become ill; and 

 Receive a negative COVID-19 test result (test must be 
administered on the fifth day or after and may be rapid or 
PCR); or 

 After 10 days from exposure  

 The employee has not become ill during the 10 days post-
exposure; or  

 No less than 14 days if the employee has become ill during the 
quarantine period, unless a negative laboratory COVID test is 
obtained after symptom onset. 

o When a person meets the criteria and quarantine is ended early (seven or 
10 days), the following must be implemented:  

 Daily symptom monitoring continues through Day 14; AND 
 The exposed person must strictly adhere to all recommended 

mitigation strategies, including correct and consistent face covering 
use, social distancing, and self-monitoring for symptoms of COVID- 
19 through Day 14; AND 

 The exposed person must report any symptom development to the 
school; further, they should immediately self-isolate and contact their 
health care provider to determine if they need to be tested and work 
with the school to determine how long they should be excluded. 
 

 The exposure date is established during the contact-tracing interview. Exposure 
dates can change depending on behaviors.   

 After being placed in quarantine:  
o Staff may return to work after the quarantine time frame has passed; and 

 They are not suffering from COVID symptoms and; 
 No one in their house is ill 

 Any time missed from work must be taken as leave.   
 
TESTING OF SYMPTOMATIC/ASYMPTOMATIC STAFF WHO HAVE BEEN EXPOSED TO A KNOWN 

POSITIVE COVID-19 PERSON OUTSIDE OF WORK:  
Staff members who wish to be tested after a known exposure to a COVID-19 positive 
person outside of school must do so at an outside vendor.  School nurses are not 
available for this type of testing.  Vaccinated staff should wait at least 5 days from the 
known exposure to be tested.  Unvaccinated staff should be quarantined for at least seven 
days after the exposure. Staff may return on day seven with a negative test result on the 
seventh day.  This testing must be done outside of school as well.  School nurses are not 
available for this type of testing.    
 

STAFF PLACED INTO QUARANTINE AS A RESULT OF AN EXPOSURE AT SCHOOL 
Staff placed into quarantine as a result of an exposure to a known positive COVID-19 
person at a CCPS facility can receive free COVID-19 testing at the Jesse L. Starkey 
Administration Building. In order to be tested the staff or student must:  
 

 Wait at least five days from the last exposure. AND 
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 Contact the school nurse management team at 301-932-6615 to schedule an 
appointment on the prescribed day. 

 Come to the Jesse L. Starkey Administration Building at the appointment time 
and park in the assigned area of the parking lot. 

 Wait for a member of the school nurse management team in their car, wearing a 
mask.   

 
CHILD CARE 
Employees who must miss work because of child-care closures must use their own leave 
during their absence.   
 
CONTACT TRACING 
CCPS, with the authorization of the Charles County Department of Health, is leading the 
contact tracing effort for staff cases. All CCPS employees must have a current and 
working phone number on file with the Office of Human Resources. The Office of Human 
Resources or the Office of School Safety and Security will conduct contact tracing 
interviews with all staff members who are positive for COVID-19, met the CDC definition 
of exposure to known positive COVID-19 persons, or others who may need to be placed 
into quarantine. Staff must be open and honest during the interviews. All interviews are 
confidential and private. Staff members who are placed on quarantine or isolation by 
CCPS are expected to stay away from CCPS facilities, implement suggested protective 
measures at home, and abide by all recommendations provided by the CDC for those in 
isolation or quarantine.  
 
STAFF MEMBERS WHO ELECT TO TRAVEL 
According to the latest Maryland's Governor executive order dated March 12, 2021, 
COVID-19 testing after out of state travel is no longer required. Testing is merely 
"recommended" if staff travels. If staff elects to obtain a COVID-19 test after returning 
from travel they must quarantine while they await the results and use their own leave. 
There is no testing requirement for travel outside of the United States.     
 
CCPS may require proof of compliance with any advisory, rule, law or order.    
 
STAFF WHO ARE SICK WHILE AT SCHOOL 

 Must contact the school nurse. 
 Must report to the school nurse's office for screening (mask is required). 
 Participate in the school nurse's COVID-19 pre-screening (using the latest 

CDC/CCPS screening tool). 
o If symptoms of COVID-19 are present, the school nurse will offer the staff 

member COVID-19 testing (PCR) (see above for policy on the testing 
process and instruction on actions upon receiving the results).  The school 
nurse will determine how the staff member will depart the school (their own 
vehicle, picked up, ambulance). 

o Staff who are COVID tested must remain out of school until the results are 
known.  

o Staff who refused to be tested after pre-screening a potentially positive for 
COVID will be treated as a positive case and excluded for no less than 10 
days from that day.   
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o Staff who are sick, but DO NOT pre-screen as potentially positive for 
COVID-19 should be sent home, and may return once symptoms improve.   

 Human Resources must be contacted at 301-934-7255. 
 Encourage staff members to seek medical attention and a COVID-19 test as soon 

as possible; results must be shared with Human Resources. 
 Potential contact tracing information may include: 

o Synergy. 
o ScholarChip. 
o Door swipe records (email crye@ccboe.com). 

 
 Mitigation strategies that CCPS is prepared to implement when appropriate: 

o Cleaning, disinfecting, and/or sanitizing hard surfaces where a person who 
tested positive or becomes ill at school sat or reasonably would have 
touched during the same school day the person tested positive or became 
ill.    

o When a person tests positive while at school, trash cans in the room(s) 
where the positive person occupied must be emptied and sprayed with 
disinfectant. 

o Fogging (as needed). 
o Closure of the facility if directed by the health department. 

 
FAMILIES FIRST CORONAVIRUS RESPONSE ACT (FFCRA) 
The Families First Coronavirus Response Act (FFCRA) expired on December 31, 2020. 
CCPS voluntarily extended the coverage. Federally supported or required entitlements 
such as telework, and leave reimbursement ended on April 14, 2021.  
 
CCPS COVID LEAVE REIMBURSEMENT  
Charles County Public Schools (CCPS) is providing leave options for employees who 

need to be out of work for a COVID-19 related reason.  

The following options, retroactive to August 23, 2021, are now available for CCPS staff: 

 Any COVID-19 fully vaccinated employee directed by CCPS to isolate may be 

offered administrative leave with pay provided that the COVID-19 positive 

diagnosis resulted from a known exposure while at school.  Contact tracing 

investigations are completed in all positive cases.  The investigation must 

reasonably determine that the exposure was related to work or an exposure at 

work and that the employee properly followed CCPS safety protocols.  

 

 Any unvaccinated employee who is directed by CCPS to quarantine or isolate 

due to a COVID-19 positive diagnosis or possible exposure, whether related to 

work or not, will be required to use their own sick or annual leave, or request 

leave without pay.  If the employee is not able to be COVID-19 vaccinated for 

medical reasons, the employee may be offered administrative leave. This will 

be determined on a case-by-case basis, and medical documentation may be 

requested.  

 

mailto:crye@ccboe.com
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At this time, CCPS is not offering employees telework options. If you have any 

questions about work related COVID-19 leave, please direct them to your 

supervisor or call the Office of Human Resources at 301-934-7255. 

 
VACCINATION APPOINTMENTS DURING WORK HOURS (INCLUDING BOOSTER SHOTS) 
Staff who obtain a COVID-19 vaccine appointment during work hours will be granted up 
to two (2) hours of administrative leave.  
 
Staff is encouraged to schedule appointments after school, when schools are closed to 
students, early dismissal days, or the weekend. If this is not possible and the appointment 
MUST be made during the workday, CCPS offers staff up to two hours of administrative 
leave to obtain their COVID-19 vaccination or booster. Please work with your staff to 
ensure proper coverage of work obligations. Staff needs to provide proof of the 
appointment beforehand and an updated vaccination record to receive the two hours of 
administrative leave upon their return. Supervisors may deny the request and ask the 
employee to change the appointment to ensure continuity of operations or if there 
are coverage issues.  
 

COMMUNITY NOTIFICATION 
When CCPS confirms a current staff member is positive with COVID-19, the Office of 
Communications will prepare a letter to the corresponding school community notifying 
them of the event. All notifications will be made in accordance with applicable laws. 
 
MANDATORY COMPLIANCE 
Failure to abide by these Standard Operating Procedures and other CCPS policies, rules, 
and procedures can result in disciplinary measures up to and including termination. 


