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Proposed Caraga State University (CSU)  
Protocols and Guidelines for Contact Tracing 

 
Pursuant to Memorandum No. 2020-0189 of the Department of Health on “Updated 
Guidelines on Contract Tracing of Close Contacts of Confirmed Coronavirus Disease 
(Covid-19) Cases” and the Department of Health “Workplace Handbook On COVID-19 
Management and Prevention (Version 1, September 2020)”, the following specific 
protocols and guidelines regarding contact tracing shall be observed by the entire 
stakeholders of Caraga State University to identify, monitor, and refer COVID-19 
confirmed cases. 
 
Guidelines: 
 

1. CSU shall ensure strict compliance with the protocols established by the DOH and 
LGUs for contact tracing of employees in close contact with a COVID19 case, as 
specified in DOH Memorandum No. 2020-0189 entitled, “Updated Guidelines on 
Contact Tracing of Close Contacts of Confirmed Coronavirus Disease (COVID-
19) Cases. 
 

2. Faculty member, Staff and Students identified as close contact with a 
confirmed/suspect COVID-19 case shall be the subject of contact tracing. An 
individual is considered as close contact in the following circumstances: 
 

a. Face-to-face contact with a probable or confirmed case within 1.5 meter and 
for more than 15 minutes; (enclosed or ventilated space) 

b. Direct physical contact with a probable or confirmed case; 
c. Direct care for a patient with probable or confirmed COVID-19 

 
3. Contact tracing of CSU constituents 

 
a. The University, through the Health and Wellness Office, shall conduct 

contact tracing within their workplace to identify close contacts.  
b. Health and Wellness Personnel shall ensure that close contacts of 

person(s) whose RT-PCR test confirmed positive undergo a facility-based 
14-day isolation period. 

c. During the 14-day isolation, close contacts shall be required to regularly 
report to their Health and Wellness personnel and/or supervisor any 
development, including new symptoms. Symptomatic person(s) shall 
provide update regarding their COVID19 test results from a nationally 
accredited testing facility. 

d. Close contacts who remain asymptomatic for 14 days may return to work 
without need for a test not earlier than the 16th day of their quarantine period. 
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e. The supervisor concerned, in coordination with the Director of HRMS, shall 
make available work-from-home (WFH) arrangements for the close 
contacts when feasible. 

 
4. Contact Tracing of Clients and Visitors 

 
a. Clients, including visitors, entering University premises shall be required to 

completely accomplish the Contact Tracing Form. 
b. Contact tracing forms shall be surrendered daily to the Health and Wellness 

Personnel for future reference and safekeeping. 
c. The Management Information System shall explore the use of technology 

in the use contactless forms. 
d. Contactless forms shall be handled with the highest degree of confidentiality 

and securely disposed of after thirty (30) days. 
 

5. Contact tracing shall be initiated after case investigation of every reported 
confirmed COVID-19 cases. to include the following actions; 

 
a. Identify the area where the individual has visited or social interactions 

happened; 
b. Identify all persons who have had contact with a confirmed case from 2 days 

before symptom onset until the time that said case test negative on 
laboratory confirmation. 

c. Create a line list: 
i. Exact permanent address of student, faculty and staff ; 
ii. Exact address of boarding house of student, faculty and staff 
iii. Name of the boarding house; 
iv. Name of the owner of the boarding house, and; 
v. Contact number of the owner of the boarding house, 
vi. Date of first and last exposure or date of contact with the confirmed 

or probable case. 
vii. For symptomatic close contacts, date of onset of fever, respiratory 

symptoms, or other significant signs and symptoms; 
d. Immediate referral to their BHERT (Barangay Health Emergency Response 

Team) or City Health Office. (Refer to Annex A “Contact tracing process 
flow) 
 

6. Contact tracing shall prioritize listing of the following close contacts: 
 

a. Person(s) who mingled with the confirmed COVID-19 case 
b. Person(s) who lived with the confirmed COVID-19 case 
c. Person(s) who worked with the confirmed case 
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7. A person who is presenting with any of the conditions below will be subject for 

case investigation such as: 
 

a. All sudden Flu like symptoms such as, fever, cough, runny nose, congested 
nose, difficulty of breathing, body malaise, fatigue. 

b. Loss of smell and/or loss of taste 
c. With contact to a confirmed or probable case of COVID-19 disease during 

the 14 days prior to the onset of symptoms. 
 

8. For a suspect COVID-19 case, the personnel from Health and Wellness Office 
shall list the pertinent information of the individual following the CSU internal 
guidelines for contact tracing. 
 

9. This list shall facilitate contact tracing for suspect cases who may become re-
classified as probable or confirmed cases. 
 

10. To ensure that the data privacy rights of the patient/data subject are respected and 
that the data or information processed are protected, the provisions on data privacy 
under Republic Act No. 11332 or the Mandatory Reporting of Notifiable Diseases 
and Health Events of Public Health Concern Act, and compliance to the 
Department of Health (DOH) & National Privacy Commission (NPC) Joint 
Memorandum Circular No. 2020-0002 on “Privacy Guidelines on the Processing 
and Disclosure of COVID-19 Related Data for Disease Surveillance and 
Response”, the provisions of the Data Privacy Act of 2012, shall be strictly 
complied with. The aforementioned law, rules and issuances shall also govern in 
case disclosure shall be made by the DOH or other agencies involved in the 
contact tracing to third parties. 
 

11. Confirmed COVID-19 case will be reported to their respective BHERT (Barangay 
Health Emergency Response Team) of City Health Office for monitoring and 
referral. Mandatory quarantine shall be imposed to confirm COVID-19 and close 
contact Faculty, Staff and Students. 
 

 
For information and compliance. 
 
Prepared by: 
 
 
 
JOTHAM A. HUGO 
Head, Health Services Office 



 

HEALTH SERVICES OFFICE 

COVID 19-Contact 

tracing form/MIS 

database   

“ANNEX A” 

COVID-19 

Checklist/Contact 
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COVID-19 Contact tracing 

form /MIS database   

COVID-19 Checklist 

/Contact tracing form  

 

 
 

 
 
 

 
PROCEDURE MANUAL Effective Date: 

Document No.:  

Section No.: Revision No.: 

Page No.: 

 

TITLE COVID-19 CONTACT TRACING  

OBJECTIVE To interrupt ongoing transmission and reduce the spread of infection. 
To alert contacts to the possibility of infection and offer preventive counselling or 
prophylactic care. 

SCOPE This procedure covers the contact tracing of all stakeholders of Caraga State University 
with definite exposure to confirmed COVID-19 positive individual. 

 

Responsible person        Activities              Interfaces 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

Contact the Patient with confirmed positive RT-PCR or probable case 

for history of: 

• Exposure 

• Onset of symptoms (if any) 

• Last day of attending class or work 

• Names of people whom she/he had close contact with 

and amount of exposure. 

 

Call and inform each close contact of exposure to a confirmed 

positive RT-PCR or probable case.   

Create a list of names of individual marked as close contact 

and secure contact information and address from MIS 

database 

Health and 

Wellness 

Personnel 

Assess and verify the amount of exposure with this criteria: 

• Face-to-face contact with a probable or confirmed 
case within 1.5 meter and for more than 15 minutes; 
(enclosed or ventilated space) 

• Direct physical contact with a probable or confirmed 
case; 

• Direct care for a patient with probable or confirmed 
COVID-19 
 

Health and Wellness 

Personnel/ MIS 

Personnel 

Health and Wellness Personnel  

Health and Wellness Personnel  
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COVID-19 Contact tracing 

form 

COVID-19 Referral 

form 

COVID-19 Contact 

tracing form  

 

 

 

 

 

 

 

 

 

 

 

 
 

 
 
Note 1: A person who is presenting with any of the conditions below will be subject for case investigation 

such as: 
a. All sudden Flu like symptoms such as, fever, cough, runny nose, congested nose, 

difficulty of breathing, body malaise, fatigue. 
b. Loss of smell and/or loss of taste 
c. With contact to a confirmed or probable case of COVID-19 disease during the 14 days 

prior to the onset of symptoms. 
 
Note 2: Health history of confirmed case or probable case will be noted accordingly and subject for case 

investigation:  
a. Identify the area where the individual has visited or social interactions happened; 
b. Identify all persons who have had contact with a confirmed case from 2 days before 

symptom onset until the time that said case test negative on laboratory confirmation. 
Create a line list: 

• Exact permanent address of student, faculty and staff ; 

• Exact address of boarding house of student, faculty and staff 

• Name of the boarding house; 

• Name of the owner of the boarding house, and; 

• Contact number of the owner of the boarding house, 

• Date of first and last exposure or date of contact with the confirmed or probable case. 
c. For symptomatic close contacts, date of onset of fever, respiratory symptoms, or other 

significant signs and symptoms; 
d. Immediate referral to their BHERT (Barangay Health Emergency Response Team) or 

City Health Office.  
 
Note 3: Any individual with contact to a confirmed case or probable case will be investigated respectively 

with this criteria: 
 

a. Face-to-face contact with a probable or confirmed case within 1.5 meter and for more 
than 15 minutes; (enclosed or ventilated space) 

b. Direct physical contact with a probable or confirmed case; 
c. Direct care for a patient with probable or confirmed COVID-19 

 

Create list of names of individual that fell into the criteria of 

close contact. 

Refer them to their respective Barangay Health Emergency 

Response Team (BHERT) or to the City Health Office (Contact 

tracing team) for line listing and scheduling for RT-PCR 

testing. 

Health and Wellness Personnel  

Health and Wellness Personnel  
Monitor result of each close contact and conduct contact 

tracing for individual whose result from RT-PCR test is 

positive. 

Health and Wellness Personnel  
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Note 4: Referral to specific Barangay Health Emergency Response Team will be conducted with the use of 
the Covid-19 referral form for appropriate channeling of information, monitoring and recording. 

 
 
Note 5: Update health status of confirmed case or probable case upon completion of 14th day quarantine 

using the Covid-19 Contact tracing form 
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PROPOSED CARAGA STATE UNIVERSITY (CSU) PROTOCOLS AND GUIDELINES FOR CONTACT 

TRACING MATRIX 
 

UPDRC 
COMMENTS 

EXISTING PROPOSAL REVISED PROPOSAL/ACTION TAKEN 
BASED ON UDPRC COMMENTS 

Ensure 
alignment of 
the 
Department 
of Health 
“Workplace 
Handbook 
On COVID-
19 
Management 
and 
Prevention 
(Version 1, 
September 
2020)”  

Pursuant to Memorandum No. 2020-
0189 of the Department of Health on 
“Updated Guidelines on Contract 
Tracing of Close Contacts of Confirmed 
Coronavirus Disease (Covid-19) 
Cases”, the following specific protocols 
and guidelines regarding contact 
tracing shall be observed by the entire 
stakeholders of Caraga State University 
to identify, monitor, and refer COVID-19 
confirmed cases. 
 

Pursuant to Memorandum No. 2020-0189 of 
the Department of Health on “Updated 
Guidelines on Contract Tracing of Close 
Contacts of Confirmed Coronavirus Disease 
(Covid-19) Cases” and the Department of 
Health “Workplace Handbook On COVID-19 
Management and Prevention (Version 1, 
September 2020)”, the following specific 
protocols and guidelines regarding contact 
tracing shall be observed by the entire 
stakeholders of Caraga State University to 
identify, monitor, and refer COVID-19 
confirmed cases. 
 

Consistency 
on the 
Proposed 
Caraga State 
University 
Guidelines on 
the Conduct 
of Critical 
Workshop 
and 
Laboratory, 
Thesis and 
Capstone 
Design, OJT 
Courses, and 
Practicum 
Activities on 
the distance 
of 1.5 meters. 

Guidelines:  
 
2. Faculty member, Staff and Students 
identified as close contact with a 
confirmed/suspect COVID-19 case 
shall be the subject of contact tracing. 
An individual is considered as close 
contact in the following circumstances: 

 
a. Face-to-face contact with a 

probable or confirmed case 
within 1 meter and for more 
than 15 minutes; (enclosed or 
ventilated space) 

b. Direct physical contact with a 
probable or confirmed case; 

c. Direct care for a patient with 
probable or confirmed COVID-
19 

 
 

Guidelines:  

 
2. Faculty member, Staff and Students 
identified as close contact with a 
confirmed/suspect COVID-19 case shall be 
the subject of contact tracing. An individual is 
considered as close contact in the following 
circumstances: 

 
a. Face-to-face contact with a probable 

or confirmed case within 1.5 meter 
and for more than 15 minutes; 
(enclosed or ventilated space) 

b. Direct physical contact with a 
probable or confirmed case; 

c. Direct care for a patient with probable 
or confirmed COVID-19 
 

Inclusion of 
Department 
of Health 
(DOH) & 
National 
Privacy 
Commission 
(NPC) Joint 
Memorandum 
Circular 

10. To ensure that the data privacy 
rights of the patient/data subject are 
respected and that the data or 
information processed are protected, 
the provisions on data privacy under 
Republic Act No. 11332 or the 
Mandatory Reporting of Notifiable 
Diseases and Health Events of Public 
Health Concern Act, the provisions of 
the Data Privacy Act of 2012, shall be 

10. To ensure that the data privacy rights of 
the patient/data subject are respected and 
that the data or information processed are 
protected, the provisions on data privacy 
under Republic Act No. 11332 or the 
Mandatory Reporting of Notifiable Diseases 
and Health Events of Public Health Concern 
Act, and compliance to the Department of 
Health (DOH) & National Privacy 
Commission (NPC) Joint Memorandum 
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2020-0002 
on “Privacy 
Guidelines on 
the 
Procession 
and 
Disclosure of 
COVID-19 
Related Data 
for Disease 
Surveillance 
and 
Response”. 

strictly complied with. The 
aforementioned law, rules and 
issuances shall also govern in case 
disclosure shall be made by the DOH or 
other agencies involved in the contact 
tracing to third parties. 
 

Circular No. 2020-0002 on “Privacy 
Guidelines on the Processing and Disclosure 
of COVID-19 Related Data for Disease 
Surveillance and Response”, the provisions 
of the Data Privacy Act of 2012, shall be 
strictly complied with. The aforementioned 
law, rules and issuances shall also govern in 
case disclosure shall be made by the DOH or 
other agencies involved in the contact tracing 
to third parties. 
 

Consider the 
inclusion of a 
flow chart for 
the Contact 
tracing 
process flow. 

5. Contact tracing shall be initiated after 
case investigation of every reported 
confirmed COVID-19 cases. to include 
the following actions; 

 
a. Identify the area where the 

individual has visited or social 
interactions happened; 

b. Identify all persons who have 
had contact with a confirmed 
case from 2 days before 
symptom onset until the time 
that said case test negative on 
laboratory confirmation. 

c. Create a line list: 
i. Exact permanent address of 

student, faculty and staff ; 
ii. Exact address of boarding 

house of student, faculty and 
staff 

iii. Name of the boarding house; 
iv. Name of the owner of the 

boarding house, and; 
v. Contact number of the owner of 

the boarding house, 
vi. Date of first and last exposure 

or date of contact with the 
confirmed or probable case. 

vii. For symptomatic close 
contacts, date of onset of fever, 
respiratory symptoms, or other 
significant signs and 
symptoms; 

d. Immediate referral to their 
BHERT (Barangay Health 
Emergency Response Team) 
or City Health Office.  

 

5. Contact tracing shall be initiated after case 
investigation of every reported confirmed 
COVID-19 cases. to include the following 
actions; 

 
a. Identify the area where the individual 

has visited or social interactions 
happened; 

b. Identify all persons who have had 
contact with a confirmed case from 2 
days before symptom onset until the 
time that said case test negative on 
laboratory confirmation. 

c. Create a line list: 
i. Exact permanent address of 

student, faculty and staff ; 
ii. Exact address of boarding 

house of student, faculty and 
staff 

iii. Name of the boarding house; 
iv. Name of the owner of the 

boarding house, and; 
v. Contact number of the owner 

of the boarding house, 
vi. Date of first and last 

exposure or date of contact 
with the confirmed or 
probable case. 

vii. For symptomatic close 
contacts, date of onset of 
fever, respiratory symptoms, 
or other significant signs and 
symptoms; 

d. Immediate referral to their BHERT 
(Barangay Health Emergency 
Response Team) or City Health 
Office. (Refer to Annex A “Contact 
tracing process flow) 

 

 


