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This Surveillance for Infectious Conditions (SIC) Module Guide for Schools will take you step by step 

through the weekly process of reporting absenteeism and COVID activity in your school(s) or school 

district(s), as well as reporting for school screening and testing. School-based data must be entered into 

this module between Tuesday 12:00 am and Wednesday 5:00 pm each week. Access to the NJDOH 

Communicable Disease Reporting and Surveillance System (CDRSS) is required to enter data into the SIC 

module.  

This user guide and other SIC Module training materials are on the CDRSS homepage: 

https://cdrs.doh.state.nj.us/cdrss/login/loginPage. To enroll in reporting, review the instructions for K-

12 SIC Module Enrollment and Training under System Announcements.  

When you are ready to report in the module, begin by logging into CDRSS at 

https://cdrs.doh.state.nj.us/cdrss/login/loginPage with your issued user ID and password. 

 

 

 

 

 

 

 

https://cdrs.doh.state.nj.us/cdrss/login/loginPage
https://cdrs.doh.state.nj.us/cdrss/login/loginPage
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After signing onto CDRSS, in the upper left navigation bar:  

• Click Surveillance 

• Click Influenza-like Illness  

• Click Data Entry  

 

 

 

In the Data Entry box, click the Schools button, and for School Type, click K-12:  

 
 

The Start Date and End Date fields should auto-populate. If they do not, select the Tuesday of the 

current week with the calendar icon for both the reporting Start Date and End Date. Then check the 

school(s) for which you will be entering data into the Select Schools box and click Select. This will allow 

you to complete reporting for one or more schools in a single step. After selecting the schools which you 

will be reporting on, click on ‘Search’ in the lower left-hand side of the box. 
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Scroll down to view the reporting module screen and scroll across to the right to move through the 

fields.  

 
 

 

Scroll over to the Total # of Students and Staff column and enter the total number of students at the 

school from school census records. Enter the total student enrollment of the school, regardless of 

whether students are physically present in the building. Then enter the total number of staff associated 

with the school. Include school-employees as well as staff physically present in the building on a regular 

basis. Census numbers shouldn’t change substantially from one week to the next. 
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Next, enter the total number of students absent on the reporting date, or the Tuesday of the reporting 

week, for any reason. An absent student may have called out sick with a specified or unspecified illness, 

observed a religious holiday, or went on vacation.  

 

 

Enter number of students absent due to COVID-19 on the reporting date. Enter the number of students 

absent due to influenza, other respiratory illnesses (not influenza or COVID), gastrointestinal illness and 

non-illness related reasons on the reporting date as well. Note that the sum of students absent on the 

reporting Tuesday for any specified reason should not exceed the total number absent on the reporting 

date. If there are students who are absent for other known reasons not specified in the module, you may 

note that in the “Comments” field.  
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Enter the number of new COVID-19 cases from Monday through Sunday of the prior week among 

students and among staff.  

 

 

Next, indicate whether your school had an outbreak (from any illness(es)) at any point in the prior week.  
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If an outbreak(s) occurred, please specify the outbreak type(s)in the following field.  There are six (6) 

outbreak types to select from: COVID-19, Influenza, Respiratory (not Influenza or COVID), Norovirus, 

Gastrointestinal (not Norovirus), and Other. The menu is check all that apply, so multiple selections are 

permitted. 

 

Note that for COVID-19, a school-based outbreak is defined as three or more laboratory-confirmed 

COVID-19 cases among students or staff with onsets within a 7-day period, who are epidemiologically 

linked, do not share a household, and were not identified as close contacts of each other in another 

setting during standard case investigation/contact tracing. Schools must immediately report any 

suspected outbreak to their local health department http://localhealth.nj.gov  

For non-COVID-19 outbreaks, please refer to 

https://www.nj.gov/health/cd/documents/topics/outbreaks/Guidelines_Outbreaks_School.pdf and see 

the FAQ section of this guide.  

Please specify any “Other” outbreak type selected in the “Comments” field, if applicable.  

 

 

 

 

 

http://localhealth.nj.gov/
https://www.nj.gov/health/cd/documents/topics/outbreaks/Guidelines_Outbreaks_School.pdf
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Please select the mask policy in place at your school in the prior week. You may select a universal mask 

requirement (where all students and staff are required to wear a mask at all times), masking only certain 

students/staff (e.g., school requires masking after COVID-19 related isolation/quarantine, those that are 

quarantining, masking only staff, in certain settings Etc.), or no mask requirement (where masks are 

optional for all students/staff in any school setting/circumstance). 

 

After selecting your mask policy, you may use the "Comments" field to detail the specifics of your school's 

mask policy, if needed. The “Comments” field should be used to report any additional information and to 

further detail the data submitted. Some examples of information that could be included in Comments are:  

• Providing details on any outbreak type(s) selected 

• Detailing the masking policy at your school  

• Absenteeism for other reasons/illnesses 
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The next field begins the COVID-19 screening testing section of the module. Please enter your schools’ 

screening testing data if your school is performing or participating in any type of screening testing 

program- including the NJDOH Testing Program of bulk distribution of OTC tests.  Enter the total in-person 

student enrollment of the school, or the total number of students attending school in-person in the prior 

week (M-F). This number should carry into subsequent weeks of reporting and should closely match your 

reported student census. 

 

Next, enter the total number of POC (point of care) Antigen tests conducted among students. Point-of-

care antigen tests are antigen tests conducted in a care setting- administered by either a nurse, doctor, 

pharmacist, or another healthcare professional. Then enter the total number of PCR or NAAT (Nucleic acid 

amplification) tests performed among students, and the total number of unknown tests (or tests of an 

unknown test type) conducted among students during M-F of the prior week.  
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Then enter the total number of OTC (over the counter) Antigen tests distributed to students in the prior 

week.  OTC antigen tests are self-tests that are usually conducted in a non-care setting.  Then scroll over 

to the staff testing section.  If your school did not participate or perform any test of any particular test 

type during the week, enter “0” in appropriate fields. Do not leave the fields blank. 

 

The staff testing fields should be completed in the same way as the student testing fields. Enter the total 

number of covered workers and the number of tests performed in Monday-Friday of the prior week 

(whether school-based or off-site). Then enter the total number of OTC (over the counter) Antigen tests 

distributed among your school’s staff in the prior week.  If your school did not participate or perform any 

test of any particular test type during the week, enter “0” in appropriate fields. Do not leave the fields 

blank. This concludes the school screening testing section of the SIC module.  
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If you are reporting surveillance data for multiple schools, scroll down and over to the left to complete 

data entry for any additional schools. 

 

 

When data entry for all schools is complete, ‘Save’ click at the bottom of the screen to submit 

surveillance data.  

 

 

Once the user receives the message below, they have successfully completed entering their surveillance 

information and can click ‘close’ to exit the module.  

 

 

 

**Remember: Information can be entered until the close of the reporting period, or until Wednesday at 

5:00 PM 
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Frequently Asked Questions (FAQs) 

 

What if I forget my CDRSS username or password?  

If you forget your CDRSS username, please email CDS.COV.RPT@doh.nj.gov   You can reset your password 

via the “Reset Password” link on the CDRSS homepage. CDRSS sends an e-mail containing a temporary 

password to your e-mail address. Copy the password from the email, paste in the password field on the 

CDRSS login page, and click Submit to login. When prompted, change the temporary password to a 

password of your choice. Passwords must be 6-14 characters in length, and contain at least one upper-

case letter, one number and one symbol (!/@/#\$/^/*).  

How does my CDRSS account become locked?  

Your CDRSS account will become locked after multiple failed attempts to log on to CDRSS. You should 

email CDS.COV.RPT@doh.nj.gov with subject line “Unlock User [Username]” for assistance with unlocking 

your account.  

When can data be entered for schools?  

The SIC module of CDRSS opens at 12am Tuesday and closes at 5pm Wednesday every week. This means 

that data cannot be entered from 5:01pm Wednesday until 11:59pm the following Monday.  

 

Why are the boxes “grayed-out”?  

The data entry boxes become grayed-out when the surveillance module closes. The module opens at 

12:00am Tuesday morning and closes at 5pm Wednesday. At all other times (e.g., 9am Friday), data 

cannot be entered into CDRSS SIC module.  

 

I missed the reporting deadline for this past week/previous week. Can I still enter it into CDRSS?  

No. Data can only be entered between 12:01am Tuesday morning and 5:00pm on Wednesday.  

How can I add a school to the SIC module?  

Upon entering the SIC module, first check the drop-down menu of school names for your school(s), as 

new schools will be added to the menu regularly. If your school’s name(s) is missing, please email 

CDS.COV.RPT@doh.nj.gov with the school’s name, address, code, and a description of the school (e.g., 

elementary, middle, high school).  

 

 

 

 

 

mailto:CDS.COV.RPT@doh.nj.gov
mailto:CDS.COV.RPT@doh.nj.gov
mailto:CDS.COV.RPT@doh.nj.gov
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How can I add a user to enter data into the SIC module for my school?  

If the individual is currently a CDRSS user, please email CDS.COV.RPT@doh.nj.gov along with which 

school(s) the user will need access to.  

If the individual is not currently a CDRSS user, please visit the CDSSS homepage: 

https://cdrs.doh.state.nj.us/cdrss/login/loginPage, and under “System Announcements”, watch the SIC 

module Training Videos and then complete the User Agreement. Be sure to specify the school’s name(s) 

and school code(s) you will be reporting surveillance data for on the user agreement. Please email your 

completed agreement to CDS.COV.RPT@doh.nj.gov . Once your user agreement is received, we can begin 

the process of issuing you a user id and password so you can begin surveillance reporting for your school.  

Who can enter weekly data into the SIC module?  

Because SIC module reporting is done on the individual school level, school nurses, administrators and 

other school staff are generally best equipped to enter weekly data for the school on COVID cases and 

screening testing data (whether conducted onsite at the school or offsite at other labs). It is suggested 

that the designated school reporter collaborate with HR representatives and/or vendors to obtain 

screening testing data (if not readily available to them) prior to the surveillance period such that their 

school’s weekly report is complete.  

Can I enroll to report data into the SIC module as a district user?  

You may enroll in SIC as a district-wide user, but reported data is on the individual school (and not on the 

district) level. If a district user wants to enter data on behalf of all schools in the district, it is a good idea 

that they obtain school-specific COVID-19 case, absenteeism, screening, and other data for each school 

they are reporting for in advance of the surveillance period.  

 

How often can my school submit data into the SIC module?  

Reporting into SIC should be done weekly by one user, and each school can submit only ONE weekly 

report. Make sure all of the fields of the report are complete before you submit your school’s data.  

 

What data should be entered into the SIC module?  

For each school, the user will need to report the total number of enrolled students and staff, student 

absenteeism on Tuesday of the current week, student absenteeism, Outbreaks (due to COVID-19, 

Influenza, Norovirus, Gastrointestinal, Respiratory, or Other), masking policy, and new COVID cases 

among students and staff. Schools participating in any sort of screening testing program (whether on or 

offsite) will also be required to report this in the screening testing portion of the module. New cases are 

new COVID cases in the week prior to the current Tuesday (Monday – Sunday).  

 

 

mailto:CDS.COV.RPT@doh.nj.gov
https://cdrs.doh.state.nj.us/cdrss/login/loginPage
mailto:CDS.COV.RPT@doh.nj.gov
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How do I enter new COVID cases in my school for the prior week?  

For the staff and student prior week New Cases field, please enter all new cases in the prior week, which 

includes cases from Monday through Sunday that you are aware of. For example, if you are aware of 

only 4 student cases in the prior week during Monday through Friday, you would enter 4. However, if 

you received information about a weekend case on the following Monday (the day before the Tuesday 

surveillance date), you would enter 5 student cases for the prior week. The same should be done for 

staff cases.  

 

How do I fill out the staff census field, and how are data on contracted or district-wide staff reported 

in SIC? 

For staff census, please enter all staff physically associated with your school, even if they are not 

specifically employed by the school, in your staff census count. For “total in-person staff enrollment” 

schools much enter the total number of “covered workers” as defined in NJDOH Executive Directive 21-

011. In school settings, covered workers include all individuals employed by the covered setting, both 

full- and part-time, including, but not limited to, administrators, teachers, educational support 

professionals, individuals providing food, custodial and administrative support services, substitute 

teachers, whether employed directly by a covered setting or otherwise contracted, bus drivers, whether 

employed directly by a covered setting or otherwise contracted, contractors, providers, and any other 

individuals performing work in covered settings whose job duties require them to make regular visits to 

such covered settings, including volunteers. Covered workers do not include individuals who visit the 

covered setting only to provide one-time or limited-duration repairs, services, or construction.  

If some covered workers provide services for multiple schools within the district, or for the district as a 

whole (e.g., bus drivers, cafeteria workers), select one school in your district and include these workers 

in the staff census, “total in-person staff enrollment”, and testing counts. Include these staff in the same 

school’s report each week and make a note in the Comments box: “includes district-wide staff” or 

something similar.  

 

How often should I enter weekly surveillance data for my school?  

Surveillance and testing data should be entered every week even if there are no new COVID-19 cases to 

report at your school or no screening testing was conducted. This helps to give a more accurate 

understanding of weekly COVID-19 activity in your school, and in N.J. schools overall. Weekly reporting 

requirements are also included in NJDOH Executive Directive 21-011. 
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How should I fill out the “Outbreak” field?  

Indicate whether or not your school had a COVID-19, Influenza, gastrointestinal, respiratory, Norovirus, 

or any other outbreak at any point in the prior week. 

Often in the school setting it is difficult to determine whether or not an outbreak exists. The following are 

some examples of confirmed or suspected outbreaks which should be reported by the school to their local 

health department (LHD). This is not a comprehensive list. If the situation does not fit any of these criteria, 

but you think an outbreak might be occurring, it is always a good idea to contact your LHD for guidance.   

An outbreak may be occurring if:   

• Several children who exhibit similar symptoms are in the same classroom, the same wing of a 

facility or they attended a common event.   

• There is an increase in school absences with many parents reporting similar symptoms as the 

reason why their child is not attending school.   

• Two or more students are diagnosed with the same reportable disease (e.g. salmonellosis).   

• A single case of a highly infectious disease (e.g., measles or pertussis) exists, or is suspected to 

exist. Do not wait for confirmation in these instances as the potential for an outbreak exists.   

During seasonal illnesses, such as influenza, schools should expect to see sporadic cases within their 

school. NJDOH recommends that schools monitor students and staff and notify their LHD if the school is 

experiencing clusters as described above. 

Note that for COVID-19, a school-based outbreak is defined as three or more laboratory-confirmed COVID-

19 cases among students or staff with onsets within a 7-day period, who are epidemiologically linked, do 

not share a household, and were not identified as close contacts of each other in another setting during 

standard case investigation/contact tracing. Schools must immediately report any suspected outbreak to 

their local health department.  Information for your LHD can be found here: http://localhealth.nj.gov.  

For additional guidance, please refer to NJDOH’s “GENERAL GUIDELINES FOR THE CONTROL OF 

OUTBREAKS IN SCHOOL AND CHILD CARE SETTINGS”. The link to this document can be found here: 

https://www.nj.gov/health/cd/documents/topics/outbreaks/Guidelines_Outbreaks_School.pdf.   

 

How should I report student absences if no reason was provided for the absence?   

If there is no reason for absence known, enter the number in the “absences due to non-illness related 

reasons” field and note in the “Comments” field that either the child was sick but no sickness type was 

given, or the reason for illness is not known, or the reason for absence is another illness not spelled out 

by any of the absenteeism categories. 

 

 

 

http://localhealth.nj.gov/
https://www.nj.gov/health/cd/documents/topics/outbreaks/Guidelines_Outbreaks_School.pdf
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My school is participating in the NJDOH bulk distribution of OTC tests program. How do I enter data 

into the number of over-the counter antigen tests distributed to or conducted among students and 

staff? 

Please enter the total number of OTC tests distributed to students, and then staff separately, in the past 

week. For example, if a student presented with COVID-19 symptoms and was given 3 OTC tests to use at 

to test themselves (in a non-care setting), that would count as three (3) tests. If you know how many 

individuals (students or staff) were given test kits, you may also multiply the number of individuals by the 

number of tests each individual received. For example, if you distributed tests to 45 students in the past 

week, and each student receives 3 test kits (a set or standard number), you would enter 45x3= 135 tests 

in the corresponding field. 

Please note, that as a condition of participation in NJDOH’s K-12 Testing Program (NJDOH bulk 

distribution of OTC tests) an attestation to report weekly data into the SIC Module is required.  

My school does not have a masking policy (e.g., masking is optional), but we do require students/staff 

to mask when they return to school from COVID-19 isolation or while quarantining. Which mask policy 

option should I select?  

Please select "MASK REQUIREMENT FOR CERTAIN STUDENTS/STAFF" if your school requires masking 

after COVID-related isolation or quarantine but otherwise has no mask requirement. Only select "NO 

MASK REQUIREMENT" if your school does not require masks or masks are optional under any scenario 

or circumstance.  

What do I enter in the Comments field? 

You can use to the comments section to provide detail on your mask policy, detailing the outbreak type 

and scope, specify absenteeism and can also enter reporting questions to the RPT team. For example, if 

your school has a selective masking policy, you may specify what that policy is- whether only staff are 

masked, or if the masking depends on the COVID-19 setting/circumstance. You may provide symptoms 

you are aware of that might accompany an outbreak type selected, and you can specify how many 

students/staff are affected. You may also enter any other data you would like to share with the RPT group 

and the wider NJDOH team.  

I skipped a week of reporting and did not report my surveillance data last week. Should I include all 

new COVID-19 cases during the past two weeks in my current week’s surveillance entry?  

No. Only include cases occurring in Monday-Sunday of the week prior to the surveillance date as your 

new COVID-19 cases for that surveillance period.  

For example, assume you are reporting your data on Tuesday, January 5, and had six new cases at your 

school between December 28 and January 3. You did not report your data on December 29 but had three 

cases in the prior week (December 21 - December 27). Do not include these three cases as new cases 

during January 5th reporting -- You may also include a comment in the comments field explaining your 

data entry.  
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How can I access my school reports? 

From the left navigation bar, under Surveillance and Influenza-like illness, click “View Reports”. Please 

select the date range or specific date for which you would like to access reports, select the Report Type 

(Standard PDF returns a PDF document, Comma Separated (.csv) returns an Excel spreadsheet), and select 

SCHOOL for the facility type. Select the school(s) for which you would like to pull reports from the Select 

Facilities field. Give your report a name and click Submit. You will receive an email when your report has 

been processed, and to access your completed report, click the “Open Report” icon by your 

username/profile in the right-hand corner of your CDRSS homepage to download the report requested.  

 

How can I make changes to my school(s) (e.g., name, address, no longer reporting)?  

Please email CDS.COV.RPT@doh.nj.gov with any changes you may have.  

 

How can I delete a school from my surveillance activity?  

Please email CDS.COV.RPT@doh.nj.gov with the reason for requesting the school be removed.  

 

What does NJDOH do with these numbers?  

NJDOH uses will use these numbers to monitor COVID-19 and influenza-like illness activity levels and 

screening testing programs in K-12 schools. In addition, the data fulfills reporting requirements as outlined 

in NJDOH Executive Directive 21-011. These data will be shared on a public-facing dashboard.   

 

I am a local health department and would like to access SIC module surveillance data for the schools 

within my jurisdiction. What should I do to get access?  

Please contact CDS.COV.RPT@doh.nj.gov and follow the instructions for LHDs on the CDRSS homepage. 

You will be required to watch a brief training video and submit a completed user agreement. Please 

indicate your affiliation and provide a list of all schools you would like to access data for on or with your 

user agreement. 

 

 

Since the non-vaccinated staff no longer need to test-to-work, is filling out a weekly report still 

necessary? 

Yes, weekly reporting is still necessary.  ED 21-011 requires schools to report their surveillance and 

screening/testing data into the SIC module weekly. 

mailto:CDS.COV.RPT@doh.nj.gov
mailto:CDS.COV.RPT@doh.nj.gov
mailto:CDS.COV.RPT@doh.nj.gov

