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WHAT WE KNOW CURRENTLY 
 

The following templates can help school and district leaders communicate with parents, staff and 

community members based on what we know as of today. As more information about the Coronavirus 

Disease (COVID-19) in the United States becomes known, and as resources and other information 

is made available, these templates will be updated.  

 

 

Update Message to Families 

This template may be revised and distributed to parents and guardians to share information on what 

the district currently knows and how it is preparing for a potential confirmed case of coronavirus. 

 

Dear Parents and Guardians, 

 

In <NAME_OF_DISTRICT> the health, safety, and well-being of our students and staff are our top 

priorities. With the recently elevated discussion regarding the coronavirus disease (COVID-19) in the 

news, we want to take a moment to reinforce preventive safety measures and reference our process 

and communications. 

 

First, it is important to remember that at this time, there have only been a small number of confirmed 

cases of coronavirus in the United States. As a school district, we are closely monitoring the situation 

and taking guidance from the <NAME_OF_STATE> Department of Health and the U.S. Centers for 

Disease Control and Prevention (CDC). There is currently no recommendation to close schools in 

the United States. 

 

We encourage our students, staff and families to be mindful of key preventive measures. The CDC 

offers some tips on its website that can be useful in avoiding the spread of this and other illnesses.  

 

In addition, please remember that if children are sick, they should not be at school. Students need to 

be fever free for 24 hours before returning to class after any illness. Please refer to the health 

guidelines outlined on our district website. Keeping children home when they are sick is critical to 

prevention.  

 

If you have any questions, please do not hesitate to contact <NAME> at <TELEPHONE> or <EMAIL>.  

 

Sincerely, 

 

<NAME_OF_SUPERINTENDENT>, Superintendent 

 

 

 

  

https://www.cdc.gov/coronavirus/2019-ncov/about/prevention.html


 

Website Content 

The following content may be revised and posted to the school or district’s website to share 

information on what the district currently knows and how it is preparing for a potential confirmed case 

of coronavirus. 

 

Updated <DATE>  

 

In <NAME_OF_DISTRICT> the health, safety, and well-being of our students and staff are our top 

priorities. With the recently elevated discussion regarding the coronavirus disease (COVID-19) in the 

news, we want to take a moment to reinforce preventive safety measures and reference our process 

and communications. 

 

At this time, there have only been a small number of confirmed cases of coronavirus in the United 

States. As a school district, we are closely monitoring the situation and taking guidance from the 

<NAME_OF_STATE> Department of Health and the U.S. Centers for Disease Control and 

Prevention (CDC). There is currently no recommendation to close schools in the United States. 

 

We all play a role in reducing the likelihood of a coronavirus outbreak in our school district community. 

We encourage everyone to practice good habits, including: 

● Wash your hands regularly, especially after using the restroom and before preparing or 

consuming food. Using soap and hot water, wash for about 20 seconds. Be sure to also wash 

your fingertips. 

● Avoid coughing or sneezing into your hands or in the air. Always try to cough or sneeze into 

a tissue, and then throw the tissue away. If you don’t have a tissue, cough/sneeze into your 

arm. 

● As much as you can, avoid touching your eyes, mouth, and nose. 

● If children are feeling sick, please keep them home from school. Allow them some time to feel 

better so that they do not risk infecting others. 

 

If you have any questions, please contact <NAME> at <TELEPHONE> or <EMAIL>.  

 

Additional resources:  

 

● <ADD LINK FROM STATE’S DEPARTMENT OF EDUCATION>   

● U.S. Centers for Disease Control and Prevention Coronavirus Disease (COVID-19) 

Information <https://www.cdc.gov/coronavirus/2019-ncov/cases-in-us.html> 

 

 

  

https://www.cdc.gov/coronavirus/2019-ncov/cases-in-us.html


 

SCHOOL CLOSURE — PRECAUTIONARY 

 
The following templates may be used in the event that you need to close school for an extended 

period of time. 

 

Message to Families: School Closing 

 

Dear Parents and Community Members: 

 

As a school district, we have been closely monitoring the news and best practices regarding the 

spread of the coronavirus disease (COVID-19). After taking guidance from the 

<NAME_OF_COUNTY> Department of Health, we have decided to close the 

<NAME_OF_DISTRICT> for the next <##> weeks. This closure will take effect immediately.  

 

The closure affects all school programming, including before- and after-school activities, all athletic 

and extracurricular practices and competitions, and all weekend events.  

 

District teachers and staff have been preparing e-learning plans for our students. Your teachers will 

be providing more information soon. If you have any questions, please contact your child’s building 

principal.  

 

The coronavirus is thought to be spread via person-to-person contact through contaminated air 

droplets from coughing and sneezing by an infected person. As with controlling the spread of other 

viruses, we urge you to speak to your child about the following prevention measures: 

 

● Wash your hands regularly, especially after using the restroom and before preparing or 

consuming food. Using soap and hot water, wash for about 20 seconds. Be sure to also 

wash your fingertips. 

● Avoid coughing or sneezing into your hands or in the air. Always try to cough or sneeze into 

a tissue, then throw the tissue away. If you don’t have a tissue, cough/sneeze into your arm. 

● As much as you can, avoid touching your eyes, mouth and nose. 

 

The symptoms of coronavirus are similar to the regular seasonal influenza and include fever, lethargy, 

lack of appetite, and coughing. Some people with coronavirus have reported additional symptoms, 

such as a runny nose, sore throat, nausea, vomiting, and diarrhea. In some situations, the virus can 

develop into pneumonia.  

 

Individuals who need medical care should call their medical provider to report their illness prior to 

seeking care at a clinic, physician’s office, or hospital. 

 

Parents of students exhibiting flu-like symptoms or staff exhibiting flu-like symptoms are asked to 

contact the <NAME_OF_COUNTY> County Health Department at <TELEPHONE_NUMBER>. 

 

If you have questions, please do not hesitate to contact <NAME> at <TELEPHONE_NUMBER>. 

 

Sincerely, 

 

<NAME_OF_SUPERINTENDENT>, Superintendent 



 

Website Content: School Closure 

 

Alert: <DATE> 

 

As a school district, we have been closely monitoring the news and best practices regarding the 

spread of the coronavirus disease (COVID-19). After taking guidance from the 

<NAME_OF_COUNTY> Department of Health, we have decided to close the 

<NAME_OF_DISTRICT> for the next <##> weeks. This closure will take effect immediately.  

 

The closure affects all school programming, including before- and after-school activities, all athletic 

and extracurricular practices and competitions, and all weekend events.  

 

District teachers and staff have been preparing e-learning plans for our students. Your teachers will 

be providing more information soon. If you have any questions, please contact your child’s building 

principal.  

 

The coronavirus is thought to be spread via person-to-person contact through contaminated air 

droplets from coughing and sneezing by an infected person. As with controlling the spread of other 

viruses, we urge you to speak to your child about the following prevention measures: 

 

● Wash your hands regularly, especially after using the restroom and before preparing or 

consuming food. Using soap and hot water, wash for about 20 seconds. Be sure to also 

wash your fingertips. 

● Avoid coughing or sneezing into your hands or in the air. Always try to cough or sneeze into 

a tissue, and then throw the tissue away. If you don’t have a tissue, cough/sneeze into your 

arm. 

● As much as you can, avoid touching your eyes, mouth and nose. 

 

The symptoms of coronavirus are similar to the regular seasonal influenza and include fever, lethargy, 

lack of appetite, and coughing. Some people with coronavirus have reported additional symptoms, 

such as a runny nose, sore throat, nausea, vomiting, and diarrhea. In some situations, the virus can 

develop into pneumonia. It is believed the seasonal influenza vaccine does not provide protection 

against coronavirus. 

 

Individuals who need medical care should call their medical provider to report their illness prior to 

seeking care at a clinic, physician’s office, or hospital. Parents of students exhibiting flu-like symptoms 

or staff exhibiting flu-like symptoms are asked to contact the <NAME_OF_COUNTY>  County Health 

Department at <TELEPHONE_NUMBER>. 

 

If you have questions, please do not hesitate to contact <NAME> at <TELEPHONE_NUMBER>. 

  



 

News Release: School Closure 

 

Please direct inquiries to:  

<NAME_OF_MEDIA_CONTACT>, <TITLE> 

<TELEPHONE_NUMBER> 

<EMAIL_ADDRESS>  

 

FOR IMMEDIATE RELEASE: <DATE> 

 

<NAME_OF_DISTRICT> CLOSES AS PRECAUTIONARY MEASURE AGAINST 

TRANSMISSION OF CORONAVIRUS  

 

Closures affect all programming at the school until further notice 

 

<CITY>, <STATE> — After taking guidance from the <NAME_OF_COUNTY> Department of Health, 

the <NAME_OF_DISTRICT> has decided to close all schools for the for the next <##> weeks. This 

closure will take effect immediately and include all school programming, including before- and after-

school activities, all athletic and extracurricular practices and competitions, and all weekend events.  

 

District teachers and staff have been preparing e-learning plans for students. Teachers will be 

providing more information soon. Parents and guardians are asked to direct any questions to their 

child’s building principal.  

 

The coronavirus is thought to be spread via person-to-person contact through contaminated air 

droplets from coughing and sneezing by an infected person. As with controlling the spread of other 

viruses, we urge you to speak to your child about the following prevention measures: 

 

● Wash your hands regularly, especially after using the restroom and before preparing or 

consuming food. Using soap and hot water, wash for about 20 seconds.  

● Avoid coughing or sneezing into your hands or in the air. Always try to cough or sneeze into 

a tissue, and then throw the tissue away. If you don’t have a tissue, cough/sneeze into your 

arm. 

● As much as you can, avoid touching your eyes, mouth and nose. 

 

The symptoms of coronavirus are similar to the regular seasonal influenza and include fever, lethargy, 

lack of appetite, and coughing. Some people with coronavirus have reported additional symptoms, 

such as a runny nose, sore throat, nausea, vomiting, and diarrhea. In some situations, the virus can 

develop into pneumonia.  

 

Individuals who need medical care should call their medical provider to report their illness prior to 

seeking care at a clinic, physician’s office, or hospital. Parents of students exhibiting flu-like symptoms 

or staff exhibiting flu-like symptoms are asked to contact the <NAME_OF_COUNTY>  County Health 

Department at <TELEPHONE_NUMBER>. 

 

### 

  



 

Signage: School Closure 

The following language can be modified, printed and posted on exterior school doors in the event of 

a school closure due to coronavirus: 

 

NOTICE: SCHOOL CLOSED 

 

Starting <DATE>, all <NAME_OF_DISTRICT> schools will be closed to students. The closures affect 

all programming, including before- and after-school activities, all extracurricular and athletic practices 

and competitions, and weekend events. 

 

By closing schools to prevent the potential spread of COVID-19, we help lessen the burden on 

hospitals, which will need to focus their energy on people who are ill. 

 

We are not aware of anyone in <NAME_OF_DISTRICT> who has been infected or exposed to the 

coronavirus. This is a purely precautionary measure to help safeguard our community. 

 

For more information or updates, please consult the school district’s website at 

<DISTRICT_WEBSITE> or contact <NAME> at <TELEPHONE_NUMBER>. 

 

<NAME_OF_SUPERINTENDENT>, Superintendent 

 

 

 

  



 

Call Script: School Closure 

The following call script can be modified, printed and provided to anyone who answers the school’s 

telephones. 

 

To:  All Staff  

From:   <APPROPRIATE PERSON> 

Re:    Phone inquiries from students or families about coronavirus disease (COVID-

19) 

  

Please use the following information when responding to telephone inquiries from students, staff, or 

other community members.  

    

DETAILS OF INCIDENT 

As a school district, we have been closely monitoring the news and best practices regarding the 

spread of the coronavirus disease (COVID-19). After taking guidance from the 

<NAME_OF_COUNTY> Department of Health, we have decided to close the 

<NAME_OF_DISTRICT> for the next <##> weeks. This closure will take effect immediately.  

 

The closure affects all school programming, including before- and after-school activities, all athletic 

and extracurricular practices and competitions, and all weekend events.  

 

District teachers and staff have been preparing e-learning plans for our students. Your teachers will 

be providing more information soon. If you have any questions, please contact your child’s building 

principal.  

 

SYMPTOMS 

The symptoms of coronavirus are similar to the regular seasonal influenza and include fever, lethargy, 

lack of appetite, and coughing. Some people with coronavirus have reported additional symptoms, 

such as a runny nose, sore throat, nausea, vomiting, and diarrhea. In some situations, the virus can 

develop into pneumonia. It is believed the seasonal influenza vaccine does not provide protection 

against coronavirus. 

 

Anyone who needs medical care should call their medical provider to report their illness prior to 

seeking care at a clinic, physician’s office, or hospital.  

 

Parents of students exhibiting flu-like symptoms or staff exhibiting flu-like symptoms are asked to 

contact the <NAME_OF_COUNTY>  County Health Department at <TELEPHONE_NUMBER>. 

 

ADDITIONAL INFORMATION 

Additional and updated information can be found on the school’s website, <DISTRICT_WEBSITE>. 

  



 

CONFIRMED CORONAVIRUS CASE 

 
The following templates may be used in the event of a confirmed coronavirus disease (COVID-19) 

case in your school—and the school has been closed as a result.  

 

Message to Families: School Closure 

 

Dear Parents and Community Members: 

 

On <DATE>, the <NAME_OF_DISTRICT> was notified by <NAME_OF_COUNTY> Department of 

Health that a <NAME_OF_SCHOOL> student has a probable, presumptive case related to the 

coronavirus disease (COVID-19).  

 

As a result of this identification, the health department has ordered the school immediately closed as 

a precautionary measure against transmission of the coronavirus. The school will remain closed until 

further notice. The closures affect all programming at the school, including before- and after-school 

activities, all athletic and extracurricular practices and competitions, and weekend events.  

 

District teachers and staff have been preparing e-learning plans for students. Teachers will be 

providing more information soon. Parents and guardians are asked to direct any questions to their 

child’s building principal.  

 

The coronavirus is thought to be spread via person-to-person contact through contaminated air 

droplets from coughing and sneezing by an infected person. As with controlling the spread of other 

viruses, we urge you to speak to your child about the following prevention measures: 

 

● Wash your hands regularly, especially after using the restroom and before preparing or 

consuming food. Using soap and hot water, wash for about 20 seconds. Be sure to also 

wash your fingertips. 

● Avoid coughing or sneezing into your hands or in the air. Always try to cough or sneeze into 

a tissue, then throw the tissue away. If you don’t have a tissue, cough/sneeze into your arm. 

● As much as you can, avoid touching your eyes, mouth and nose. 

 

The symptoms of coronavirus are similar to the regular seasonal influenza and include fever, lethargy, 

lack of appetite, and coughing. Some people with coronavirus have reported additional symptoms, 

such as a runny nose, sore throat, nausea, vomiting, and diarrhea. In some situations, the virus can 

develop into pneumonia.  

 

Individuals who need medical care should call their medical provider to report their illness prior to 

seeking care at a clinic, physician’s office, or hospital. Parents of students exhibiting flu-like symptoms 

or staff exhibiting flu-like symptoms are asked to contact the <NAME_OF_COUNTY>  County Health 

Department at <TELEPHONE_NUMBER>. 

 

If you have questions, please do not hesitate to contact <NAME> at <TELEPHONE_NUMBER>. 

 

Sincerely, 

 

<NAME_OF_SUPERINTENDENT>, Superintendent 

 



 

Website Content: School Closure 

 

Alert: <DATE> 

 

On <DATE>, the <NAME_OF_DISTRICT> was notified by <NAME_OF_COUNTY> Department of 

Health that a <NAME_OF_SCHOOL> student has a probable, presumptive case related to the 

coronavirus disease (COVID-19).  

 

As a result of this identification, the health department has ordered the school immediately closed as 

a precautionary measure against transmission of the coronavirus. The school will remain closed until 

further notice.  

 

The closures affect all programming at the school, including before- and after-school activities, all 

athletic and extracurricular practices and competitions, and weekend events.  

 

District teachers and staff have been preparing e-learning plans for students. Teachers will be 

providing more information soon. Parents and guardians are asked to direct any questions to their 

child’s building principal.  

 

The coronavirus is thought to be spread via person-to-person contact through contaminated air 

droplets from coughing and sneezing by an infected person. As with controlling the spread of other 

viruses, we urge you to speak to your child about the following prevention measures: 

 

● Wash your hands regularly, especially after using the restroom and before preparing or 

consuming food. Using soap and hot water, wash for about 20 seconds. Be sure to also 

wash your fingertips. 

● Avoid coughing or sneezing into your hands or in the air. Always try to cough or sneeze into 

a tissue, and then throw the tissue away. If you don’t have a tissue, cough/sneeze into your 

arm. 

● As much as you can, avoid touching your eyes, mouth and nose. 

 

The symptoms of coronavirus are similar to the regular seasonal influenza and include fever, lethargy, 

lack of appetite, and coughing. Some people with coronavirus have reported additional symptoms, 

such as a runny nose, sore throat, nausea, vomiting, and diarrhea. In some situations, the virus can 

develop into pneumonia. It is believed the seasonal influenza vaccine does not provide protection 

against coronavirus. 

 

Individuals who need medical care should call their medical provider to report their illness prior to 

seeking care at a clinic, physician’s office, or hospital. Any students or staff member with an influenza-

like illness should stay at home for <# HOURS/DAYS> after the onset of the illness, or for at least 

<AMOUNT_OF_TIME> after the symptoms have disappeared. Parents of students exhibiting flu-like 

symptoms or staff exhibiting flu-like symptoms are asked to contact the <NAME_OF_COUNTY>  

County Health Department at <TELEPHONE_NUMBER>. 

 

If you have questions, please do not hesitate to contact <NAME> at <TELEPHONE_NUMBER>. 

 

 

  



 

News Release: School Closure 

 

Please direct inquiries to:  

<NAME_OF_MEDIA_CONTACT>, <TITLE> 

<TELEPHONE_NUMBER> 

<EMAIL_ADDRESS>  

 

FOR IMMEDIATE RELEASE: <DATE> 

 

<NAME_OF_DISTRICT> CLOSES AS PRECAUTIONARY MEASURE AGAINST 

TRANSMISSION OF CORONAVIRUS  

 

Closures affect all programming at the school until further notice 

 

<CITY>, <STATE> — Earlier today, the <NAME_OF_DISTRICT> was notified by 

<NAME_OF_COUNTY> Department of Health that a <NAME_OF_SCHOOL> student has a 

probable, presumptive case related to the coronavirus disease (COVID-19).  

 

As a result of this identification, the health department has ordered the school immediately closed as 

a precautionary measure against transmission of the coronavirus. The school will remain closed until 

further notice.  

 

The closures affect all programming at the school, including before- and after-school activities, all 

athletic and extracurricular practices and competitions, and weekend events.  

 

District teachers and staff have been preparing e-learning plans for students. Teachers will be 

providing more information soon. Parents and guardians are asked to direct any questions to their 

child’s building principal.  

 

<IF APPROPRIATE, ADD> The state Department of Education has advised school districts that the 

days lost to Health Department-ordered closures do not have to be made up. 

 

The coronavirus is thought to be spread via person-to-person contact through contaminated air 

droplets from coughing and sneezing by an infected person. As with controlling the spread of other 

viruses, we urge you to speak to your child about the following prevention measures: 

 

● Wash your hands regularly, especially after using the restroom and before preparing or 

consuming food. Using soap and hot water, wash for about 20 seconds. Be sure to also 

wash your fingertips. 

● Avoid coughing or sneezing into your hands or in the air. Always try to cough or sneeze into 

a tissue, and then throw the tissue away. If you don’t have a tissue, cough/sneeze into your 

arm. 

● As much as you can, avoid touching your eyes, mouth and nose. 

 

The symptoms of coronavirus are similar to the regular seasonal influenza and include fever, lethargy, 

lack of appetite, and coughing. Some people with coronavirus have reported additional symptoms, 

such as a runny nose, sore throat, nausea, vomiting, and diarrhea. In some situations, the virus can 

develop into pneumonia. It is believed the seasonal influenza vaccine does not provide protection 

against coronavirus. 

 



 

Individuals who need medical care should call their medical provider to report their illness prior to 

seeking care at a clinic, physician’s office, or hospital. Any students or staff member with an influenza-

like illness should stay at home for <# HOURS/DAYS> after the onset of the illness, or for at least 

<AMOUNT_OF_TIME> after the symptoms have disappeared. Parents of students exhibiting flu-like 

symptoms or staff exhibiting flu-like symptoms are asked to contact the <NAME_OF_COUNTY>  

County Health Department at <TELEPHONE_NUMBER>. 

 

### 

 

 

 

Signage: School Closure 

The following language can be modified, printed and posted on exterior school doors in the event of 

a school closure due to coronavirus: 

 

NOTICE: SCHOOL CLOSED 

 

On <DATE>, the <NAME_OF_DISTRICT> was notified by <NAME_OF_COUNTY> Department of 

Health that a <NAME_OF_SCHOOL> student has a probable, presumptive case of coronavirus 

disease (COVID-19).  

 

As a result, the <NAME_OF_COUNTY> County Health Department has ordered the school 

immediately closed as a precautionary measure against transmission of the coronavirus. The school 

will remain closed until further notice.    

 

The closures affect all programming at the school, including before- and after-school activities, all 

extracurricular and athletic practices and competitions, and weekend events. 

 

For more information or updates, please consult the school district’s website,  

<DISTRICT_WEBSITE>, or contact <NAME> at <TELEPHONE_NUMBER>. 

 

<NAME_OF_SUPERINTENDENT>, Superintendent 

 

 

 

  



 

Call Script: School Closure 

The following call script can be modified, printed and provided to anyone who answers the school’s 

telephones. 

 

To:  All Staff  

From:   <APPROPRIATE PERSON> 

Re:    Phone inquiries from students or families about coronavirus disease (COVID-

19) 

  

Please use the following information when responding to telephone inquiries from students, staff, or 

other community members.  

    

DETAILS OF INCIDENT 

<NAME_OF_DISTRICT> was notified by <NAME_OF_COUNTY> Department of Health that a 

<NAME_OF_SCHOOL> student has a probable, presumptive case related to coronavirus. 

 

As a result of this identification, the health department has ordered the school immediately closed as 

a precautionary measure against transmission. The school will remain closed until further notice.  

 

The closures affect all programming at the school, including before- and after-school activities, all 

athletic and extracurricular practices and competitions, and weekend events. 

 

District teachers and staff have been preparing e-learning plans for students. Teachers will be 

providing more information soon. Parents and guardians are asked to direct any questions to their 

child’s building principal.  

 

SYMPTOMS 

The symptoms of coronavirus are similar to the regular seasonal influenza and include fever, lethargy, 

lack of appetite, and coughing. Some people with coronavirus have reported additional symptoms, 

such as a runny nose, sore throat, nausea, vomiting, and diarrhea. In some situations, the virus can 

develop into pneumonia. It is believed the seasonal influenza vaccine does not provide protection 

against coronavirus. 

 

Anyone who needs medical care should call their medical provider to report their illness prior to 

seeking care at a clinic, physician’s office, or hospital. 

 

Parents of students exhibiting flu-like symptoms or staff exhibiting flu-like symptoms are asked to 

contact the <NAME_OF_COUNTY>  County Health Department at <TELEPHONE_NUMBER>. 

 

ADDITIONAL INFORMATION 

Additional and updated information can be found on the school’s website, <DISTRICT_WEBSITE>. 

 

 


