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Non-Households: How to Complete an Initial 
Outreach Call

CONTACT TRACING GUIDED SCRIPT
Note: The script that you will read to the contact outreach case is on the right side of the 
screen. We encourage you to familiarize yourself with the scripts before making any calls.

3. Assuming the contact outreach case answers, say “Hello, my name is [your 
name] and I am calling from the Kansas Department of Health and Environment.”

4. If the contact outreach case is 18 or older, say “Can I confirm that I am speaking 
with [contact outreach case name]?” If the contact outreach case is 17 or younger, 
say “Can I confirm that I am speaking with the parent/guardian of [contact outreach 
case name]?” If you are not speaking with the parent or guardian, ask to speak with 
that person.

5. Say, “We are following up on all cases of the novel coronavirus called COVID-19. 
One person who has recently been diagnosed with the virus has been in contact 
with you/your child recently. This does not mean that you/your child have 
coronavirus or will get coronavirus. Do you have a few minutes to discuss what this 
might mean for you?”

6. Click the Yes radio button, assuming that the contact outreach case is available to 
speak with you.

7. Click the Next button.
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CONTACT TRACING GUIDED SCRIPT
8. Say, “Thank you for taking time to talk with me today. We have a few questions we 

are asking everyone to help us prevent the spread of this disease. Participation in 
COVID-19 monitoring is voluntary. This information will only be used by the health 
department and will not be shared with anyone else and will be kept confidential. 
You will be immune from all liability for disclosing this information. If you choose not 
to provide any information you also are immune from all liability. If you decide not to 
participate in monitoring you still will need to remain in quarantine for 14 days 
following your last exposure to COVID-19.”

9. Say, “Do you understand the information that I have provided?” Click the Yes radio 
button, assuming that the contact outreach case says that they understand.

10.Say, “May I ask you a few questions about yourself (or your child) and any 
symptoms you may be experiencing?”
• If the contact outreach case says yes to both questions, click the Yes radio button.
• If the contact outreach case says no to either question, click the No radio button. 

Skip to step 26. 
11.Click the Next button.
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CONTACT TRACING GUIDED SCRIPT

12.Say, “Before we start, let’s make sure we have your correct contact information. 
Then we also need a few more details about you and the symptoms you may have 
had. Can you confirm the spelling of your name?”

13.Walk through the fields with the contact outreach case and update their contact 
details where possible.

Note: The Language and Phone Type fields are mandatory.
Note: You will need to scroll down to view all of the fields on this page.
Note: Enter phone number in Phone Type field without dashes.

14.Click the Next button.
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CONTACT TRACING GUIDED SCRIPT
15.On the next page, walk through the fields with the contact outreach case and update 

their personal details where possible.
Note: The Race and Are you of Hispanic Ethnicity fields are mandatory.
Note: To select multiple races, hold down the Ctrl key while clicking each 
race.
Note: If contact outreach case wants to send a letter to their employer, you 
must fill out the Supervisor Name, and the Supervisor Email or Employer 
Address fields.

16. Click on the Next button.
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CONTACT TRACING GUIDED SCRIPT
17.Say, “Let’s first review what symptoms you may have. Please note that I am not a 

nurse or a doctor, and I cannot provide you with medical advice. Based off of your 
answers, we may recommend you see a healthcare provider and have a test done. 
Have you recently experienced or are you now experiencing any of the following 
symptoms?”

18.Confirm if the contact outreach case is experiencing any of the listed symptoms. 
You will need to select each radio button under Yes, No or Unknown to note whether 
the contact outreach case is experiencing the symptom.

Note: You will need to scroll down to view all the fields on this page.
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CONTACT TRACING GUIDED SCRIPT
Note: If the contact outreach case is experiencing a fever, you will need to 
note their high temperature under the If patient has fever symptoms, “How 
high has your temperature been?” field.

19.After you have addressed all the symptoms with the contact outreach case, fill in the 
Symptoms Start Date field if applicable.

20. If the contact outreach case experienced symptoms that have since stopped, enter 
this stop date in the Symptoms Stop Date field.

21.Click the Next button.

Note: If the contact outreach case is experiencing symptoms consistent with 
COVID-19, the contact outreach case will be removed from your list view and 
sent to EpiTrax after you complete the following steps.
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CONTACT TRACING GUIDED SCRIPT
22. The guided script will show different screens, depending on what is selected.

• If no symptoms, the Referrals script will not appear.
• If symptoms consistent with COVID, say, 

“Since you may be experiencing symptoms of COVID-19, I am going to contact 
your local health department and let them know you are sick. Someone from 
the local health department will be calling you to help you arrange to be tested. 
If you need medical care please call your healthcare provider and if you need 
urgent care, please go to the emergency room. If you seek medical care, please 
call your provider or facility before and let them know you have been exposed to 
COVID-19. Please also note that if you are tested and your test shows you 
have COVID-19, we will contact you again to gather information about people 
you have been around since two days before your symptoms started. Start 
thinking about making a list of people you have been around. You should avoid 
close contact with other people and stay in your home.”

23. Click the Next button.
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On the Quarantine Overview screen, multiple scripts are displayed, scroll down as needed to 
find and read the script that fits with the situation of your contact outreach case.

24. If the contact outreach case reported symptoms consistent with COVID-19, say, “It 
is important to separate yourself. As much as possible, stay in a specific room and away 
from other people in your home. You cannot leave your home, except for getting medical 
care. For example, do not go to work, school, or public areas.”

25. If the contact outreach case did not report symptoms, say, “Quarantine is at least 
14 days long from when you were exposed. For you, this means until [end of 
quarantine date]. It is important to separate yourself even if you do not have any 
symptoms, because you can transmit the virus before you develop symptoms. As much 
as possible, stay in a specific room and away from other people in your home. You 
cannot leave your home, except for getting medical care. For example, do not go to 
work, school, or public areas until your quarantine period ends.”
If a date does not appear indicating the end of their quarantine, (For you, this means 
until .), then the contact outreach case has ongoing exposure to a positive case (i.e., they 
live in the same household as a positive case), say, “Your exposure is ongoing and we will 
let you know when your quarantine period will end. It is important to separate yourself even 
if you do not have any symptoms, because you can transmit the virus before you develop 
symptoms. As much as possible, stay in a specific room and away from other people in 
your home. You cannot leave your home, except for getting medical care. For example, do 
not go to work, school, or public areas until your quarantine period ends.”
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CONTACT TRACING GUIDED SCRIPT
26. If the contact outreach case has refused to participate in monitoring and there is a 

quarantine end date, say, “Even though you are unwilling to be monitored, you still need 
to remain at home until [end of quarantine date]. It is important to separate yourself even 
if you do not have any symptoms, because you can transmit the virus before you develop 
symptoms. As much as possible, stay in a specific room and away from other people in 
your home. You cannot leave your home, except for getting medical care. For example, 
do not go to work, school, or public areas until your quarantine period ends.”

27. If the contact outreach case has refused to participate in monitoring and the 
quarantine end date is blank, say, “Even though you are unwilling to be monitored, 
you still need to quarantine. Since your exposure is ongoing, please remain at home for 
14 days after the person who tested positive for COVID-19 is feeling well and is 
released from isolation. It is important to separate yourself even if you do not have any 
symptoms, because you can transmit the virus before you develop symptoms. As much 
as possible, stay in a specific room and away from other people in your home. You 
cannot leave your home, except for getting medical care. For example, do not go to 
work, school, or public areas until your quarantine period ends.”

28. Click the Next button. 
Note: If the contact outreach case refused to participate in monitoring, you will be 
routed to Step 43 to thank the person for their time and end the call.
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CONTACT TRACING GUIDED SCRIPT
29. Complete the Home Assessment questions. Say, “We have some questions about your 

living situation and whether you are prepared to quarantine at home.” 

30. Ask, “Do you live in a/n…” and select the type of home the person reports living in.

31. Ask, “Over the next 2-3 weeks, do you have what you need to quarantine successfully?”

Note: Let the contact outreach case elaborate, do not read the list of resources 
under Needs assistance with. 

• If the contact outreach case says no, skip to step 33. 
• If the contact outreach case says yes, say, “Your Local Health Department may be 

able to connect you with resources. They will contact you if they are able to fulfill any of 
these needs.”

32. Based on what the contact outreach case has mentioned, select the resource(s).
Note: To select multiple resources, hold down the Ctrl key while clicking each 
resource.

33. Ask, “Do you require assistance with daily activities?” If Yes, ask “Do you have a 
caregiver?” If the person does have a caregiver, you will be prompted to ask for the 
caregiver’s name and phone number.  Click Next.
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CONTACT TRACING GUIDED SCRIPT
34.Say, “You will be contacted during the time you need to stay at home.”
35.Say, “Do you prefer to receive a call or text?” This denotes the contact outreach 

case’s preferred method of contact during their monitoring and stay at home period.
36.Say, “If you have any questions you can call me back at 785-542-6625 at extension 

[9 + your agent extension number]. Do you have a specific time of day that you 
would prefer that I call?”

37.Select the day(s) and time of day that the contact outreach case would like to be 
contacted.

Note: To select multiple days, hold down the Ctrl key while clicking each day.

35

34

36

37



41
Kansas Department of Health and Environment

41

CONTACT TRACING GUIDED SCRIPT
38. If the contact outreach case is symptomatic, say, “Do you have any questions?” 

If the contact outreach case is NOT symptomatic, say, “During this time, please 
monitor yourself closely for symptoms, including taking your temperature in the 
morning and evening. If you do develop symptoms, please call us at 785-542-6625 
at extension [9 + your agent extension number] for a consultation and to decide if 
testing is warranted. However, if you are experiencing a medical emergency, call 
911. It is very critical that you remain in quarantine during this entire time period. Do 
you have any questions about how to quarantine?

39. If the contact outreach case needs a letter for their employer, check the checkbox. 
Note: If yes, confirm an email and mailing address for the employer has been 
captured on the contact outreach case record.

40.Say, “We will be sending additional information about your quarantine to you.”
41.Select the contact outreach case’s preference for receiving additional information.
42.Click the Next button.

Non-Households: How to Complete an Initial 
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