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Phases and Timeline 

Phase Timing Action Items 

Planning May 2020 ● SVdP Catholic Schools Task Force Initial 

Meeting 

Phase 1 June 2020 ● Health and Safety Task Force Meetings 

● SCOE Zoom Meetings 

● Prepare detailed work schedule for 

reopening 

● Installation of health and safety 

infrastructure 

Phase 2 July 2020 ● Finalized Health and Safety 

Protocols/Reopening Plan and shared with 

employees and school families 

● Disinfecting/Cleaning of Campus 

● Reconfiguration of learning spaces 

Phase 3 August/September 

2020 

(anticipated) 

● Reopening of campus for on-campus 

instruction 

● Implement Health and Safety Protocols 

● Re-evaluate protocols (ongoing) 

Introduction 

During the COVID-19 pandemic, St. Vincent de Paul Elementary School remains committed to 

its Mission and Philosophy. The faculty and staff are committed to supporting students as they 

grow and develop as Catholic Learners, Lifelong Learners, Responsible Citizens, and Effective 

Communicators. This document, outlining the school's safe return to campus plan, was created 

to mitigate the risks associated with COVID-19 to the school’s employees, students, and families. 

Mission Statement 
Established in 1888, as a Roman Catholic elementary school and a ministry of St. Vincent de 
Paul Church, our mission is to educate and form the whole child, made in the image of God,  

within a faith-filled community in which all students develop skills as caring and 
compassionate Christians, critical and creative thinkers, responsible citizens, and lifelong 

learners. 
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Philosophy 
Students enter St. Vincent de Paul Elementary School as unique children of God with 

individual talents and backgrounds.  In partnership with parents, as the primary educators 
of their children, the faculty and staff are committed to guiding students in reaching their 

full potential through a Catholic curriculum emphasizing spiritual, intellectual, physical, and 
social development while encouraging creativity.  Integrating the teaching of gospel values 
across the curriculum, we strive to cultivate socially responsible citizens who contribute to 

their faith, their family, and the global community.  

General Recommendations 

The primary goal of these recommendations is to limit transmission of contagious pathogens in 

a school setting. By limiting transmission there is not only a direct reduction in infected 

individuals but also the added benefit of easier contact tracing in the event that there is an 

infected individual. Some of these recommendations are of a temporary nature whereas others 

have long-term benefits and may be considered long-term capital improvements.  

● Establish and maintain communication with local and state authorities to determine 

current mitigation levels in our community. 

● Establish a parent communication strategy to inform families and to obtain information 

on the health of family members. 

● Identify, protect, and support staff, faculty and students who are at higher risk of severe 

illness, or who have household members at risk. 

● Require staff, faculty, and students to stay home if sick. Require parents to keep sick 

children at home. 

● Implement at school Health Screening processes 

● Reinforce sanitary practices: handwashing, face covering, social distancing, cleaning and 

disinfecting surfaces 

● Modifications and Use of Facilities :  

○ Ventilation - increase outdoor air in buildings 

○ Water fountain retrofit to water bottle filling stations 

○ Restrooms - staggered use/disinfecting regularly 

○ Main office - dutch door to limit access and exposure 

○ Maintain limited access of staff areas - copy/work room 

○ Limit use of staff lounge 

○ Establish outside eating areas 

○ Reconfiguration of classrooms and facilities 

● Modifications and Use of Classrooms - entrance and exit protocols, phone policy, student 

seating, coatroom closure, identified teacher space, doors and windows open, utilization 

of individual supplies and learning materials 

● Scheduling 

○ Staggered drop off and pick up times  

○ Use of cohorts and subcohorts with minimal contact with other groups or 

individuals 

○ Staggered lunch time and break times 

○ Limited locker use 
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Communication with State and Local 

Authorities 

It is important to keep up to date in regard to mandates from local and state authorities 

including mandates on what, when, and how we are required to provide information. It is also 

the school’s responsibility to accurately convey pertinent information from these authorities to 

staff, parents, faculty, and students. Included in this communication is our Pastor/President, 

Rev. William P. Donahue, at least one member of the St. Vincent de Paul Catholic Schools 

Board of Regents and Superintendent Dr. Linda Norman, especially in regard to any major 

changes in the running of the school and/or a possible case of COVID-19. The school will follow 

all guidelines for communication as recommended by the CDC and local public health officials. 

Information Sources to be Monitored for Updates 

National, State and Local informational websites: 

CDC  Center for Disease Control 

CDPH  California Department of Public Health 

SCDPH  Sonoma County Department of Public Health 

CDE  California Department of Education 

SCOE  Sonoma County Office of Education 

Protocol for Reporting a Potential or Confirmed Covid-19 Case 

Anyone in charge of public or private schools or preschools must report cases or 

suspected cases of COVID-19. 
https://sonomacounty.ca.gov/Health/Disease-Control/Disease-Reporting/  

● Reporting  Phone Number: (707) 565-4567 

● Reporting Fax Number: (707) 565-4565 

○ When calling any information that can be provided for contact tracing should be 

provided. 

○ Below is a link to information about testing in Sonoma County 

https://socoemergency.org/emergency/novel-coronavirus/stay-healthy/covid-19-testing-in-son

oma-county/ 
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Communication with Parents, Students, 

Faculty, and Staff 

Communication with Parents 

To mitigate the spread of COVI-19, information will be provided to families to inform and 

educate on sanitation and hygiene practices. Resources from the CDC 

Templates to be utilized for communication to exposed students, faculty, and staff (See 

Appendix A templates). 

The school’s communication platform, Beehively, will be utilized for urgent alerts (via email, 

text, and phone call). 

Parents and employees are strongly encouraged to read all school announcements thoroughly. 

Communication Regarding a Requirement to Stay at Home 

Communication to students and parents should implore students that are not feeling well, even 

if not feverish, to stay home. Students’ work should not be counted as late and assignments 

should be available/provided (ie. google classroom, scanned documents).  

 

Faculty and staff are required to stay at home if exhibiting symptoms of illness.  

Communication with Faculty and Staff  

Training will occur prior to student return during back to school meetings on protocols outlined 

in this manual. Training will be ongoing and include, but is not limited to: daily health screening 

protocols, disinfecting and cleaning of classrooms, hand washing techniques, proper wearing of 

masks, drop-off and dismissal procedures, and classroom/school routines to support social 

distancing to protect the health and safety of students and staff while on campus.  

 

Faculty and staff will train students on school health and safety protocols, including but not 

limited to proper techniques and frequent handwashing.  The faculty and staff will regularly 

monitor adherence and review health and safety protocols with students as needed. 

 

Health Screenings/Protocols 

Daily Screening of Faculty, Staff, and Students 

Because risk of infection increases with proximity to a carrier, it is imperative that the screening 

process take as little time as possible and that congregation is kept to a minimum.  
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Faculty and staff will self-assess and record responses to a health screening that will be 

submitted monthly to administration. All employees will participate in a no-contact temperature 

screening each school day. Should an employee respond “yes” to a health screening question, 

they are to notify the administration immediately.  

 

Student health screening (grades 1-8) will take place on Howard Street, following traffic protocol 

as outlined by the Petaluma Police Department. Student screening will begin at 7:45 am and be 

scheduled in 10 minute increments by last family name. These students will utilize the Howard 

Street gate for morning drop off.  Drivers are to enter the loading zone via Union Street. Drop off 

times will be staggered. Kindergarten students will be screened at the Union Street gate. Social 

distancing will be required and students and parents will be required to wear a mask. All parents 

will depart following the completion of their child’s health screening. 

 

For  screening, students, faculty, staff must: 

1. be wearing masks 

2. maintain social distancing 

3. answer health questions 

4. have a no-contact temperature taken and recorded  

5. have a brown bag lunch/snack in their possession (per schedule) 

 

Health questions will include, but are not limited to: 

1. Is your child or anyone in your household experiencing any of the following: a fever, 

feeling hot/feverish, or experiencing chills recently, having difficulty breathing or 

shortness of breath, have a cough or sore throat, have any flu-like symptoms such as 

gastrointestinal upset, headache, fatigue or recently lost sense of smell or taste? 

2. Has your child(ren) taken medication in the past 12 hours for any of the above 

symptoms? 

3. Has your child(ren) or anyone in your household been in contact with anyone with a 

suspected or confirmed case of COVID-19 or  traveled to an area with a significant 

increase in COVID-19 cases  in the past 14 days?  

 

Health screeners and monitors will be present to assist students and release parents. 

 

Once “cleared” students will proceed to the playground and stand in designated, socially 

distanced areas supervised by faculty and/or staff. 

 

Should a health question be  answered with  “yes” or a student exhibit symptoms of illness, or 

not have  a mask or lunch, he/she will not be “cleared” for attendance. Should one student in the 

vehicle/carpool/household answer “yes” to a health question or exhibit symptoms of illness, all 

students in the vehicle will not be “cleared” for attendance.  

 

The screeners will wear: 

1. mask 

2. face shield, glasses, or goggles to protect eyes from droplets 

3. gloves 
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Testing and Screening 

To detect asymptomatic infections and as recommended by state and county health officials, 

teachers and staff members will be tested for COVID-19 so that all staff will be tested over a 2 

month period, where 25% of staff are tested every 2 weeks, or 50% every month to rotate which 

staff members are tested over time. This testing schedule will be reviewed and adjusted as 

needed based upon recommendations in consultation with Sonoma County Department of 

Public Health.  

The school will contract with testing companies, such as ADx Healthcare, to facilitate 

regular, routine testing of all employees and rapid testing in the event of a suspected case. 

The testing of students with a suspected case of COVID-19 will be the responsibility of the 

parents. When a suspected case of COVID-19 is identified or while waiting for test results, 

employees and students will be provided with instructions per letters (see Appendix A). 

Late Arrivals 

Students who arrive late to school MUST be accompanied by an adult to the office for a health 

screening.  Once clearance is established, the child will be issued a pass to be admitted to class, 

and the adult may leave campus.  

Early Departure 

If students need to depart campus prior to scheduled dismissal times, parents must contact the 

office (707-762-6426) prior to inform school personnel. The parent will be met at the front door 

of the school to sign the student out. Masks must be worn by all persons. 

Temporary Quarantine Area 

The nurse’s room will be utilized as the isolation area for students exhibiting symptoms. This 

room will be off-limits when occupied by a student for quarantine and will be disinfected before 

reuse. Parents will be notified to pick up their child immediately if a student is running a 

temperature of 100.0 or above or is exhibiting any symptoms of illness.  

● Students MUST remain home until fever and symptom free without medication for 24 

hours. 

● In some cases, students who are picked up from school due to illness, may require a 

doctor’s note in order to return to campus. 
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COVID-19 Symptoms and Case Response 

When an employee or a student is showing symptoms of an illness, they will be immediately 

placed in the school’s Isolation Room. The school nurse’s room will be the designated Isolation 

Room. The best place for anyone who does not feel well is at home. When a student or employee 

is experiencing symptoms of any illness, whether it is COVID-19 or not, we will air on the side of 

caution and send them home to rest and recover. A major symptom of illness is a fever and 

anyone with a fever of 100.0 or higher will automatically be sent home. St. Vincent de Paul 

Elementary School Protocol for Onset of Symptoms Chart will be followed by all who show 

symptoms of illness. This chart can be found below. The following procedures will take place to 

limit exposure to all.  

Students  

1. The student’s teacher will keep the student at his/her desk while the teacher calls the office to 

communicate that they have a student who does not feel well and to communicate observed 

symptoms.  

2. School personnel will walk to the classroom to escort the student to the Isolation Room, 

utilizing PPE. 

 3. Once the students have left the classroom, the teacher will sanitize the student’s desk and all 

high touch areas along with any other surfaces the student may have been around.  

4. The student exhibiting symptoms will be placed in the Isolation Room and their temperature 

will be taken along with a discussion about symptoms the student is experiencing. The school 

personnel giving the student a health screening will wear gloves, a face mask, and a face shield. 

A record of this assessment and the temperature will be recorded utilizing the school’s Illness at 

School Form to document symptoms (see Appendix C) . 

5. The student’s parents will be called to pick up the student exhibiting symptoms immediately.  

6. The Isolation Room will be wiped down and sanitized directly after the student has left by the 

attending staff member. 

7. St. Vincent de Paul Elementary School Protocol for Onset of Symptoms will be followed.  

Teacher/Staff Member  

1. The teacher/staff member will call the office to communicate that they do not feel well and to 

communicate symptoms. 

 2. School personnel members will walk to the classroom.  

3. Sanitation of the teacher’s desk and all high touch areas along with any other surface the 

teacher/staff member may have been around will occur.  

4. The teacher/staff member will be placed in the Isolation Room and their temperature will be 

taken along with a discussion about symptoms they are experiencing. The school personnel 

giving the student a health screening will wear gloves, a face mask, and a face shield. A record of 

this assessment and the temperature will be recorded utilizing the school’s Illness at School 

Form to document symptoms (see Appendix C). 

5. The teacher/staff member will be sent home immediately.  

6. The Isolation Room will be wiped down and sanitized directly after the teacher/staff member 

has left.  

7. St. Vincent de Paul Elementary School Protocol for Onset of Symptoms will be followed.  

10 



SVES Protocols on the Onset of Symptoms,  

Potential Exposure to and/Close Contact with an I1==-098ndividual 

Testing Positive for COVID-19 in a School Classroom/Cohort Setting 

 

Scenario Action Communication 

 

1 

A student/staff member either 

exhibits COVID-19 symptoms, 

answers yes to a health screening 

question, or has a temp of 100 or 

above prior to entering campus.  

➢ Student/Staff Member not cleared for 

admittance and sent home  

➢ Sibling(s) of Student sent home  

➢ Request individuals to contact Healthcare 

Provider/Public Health for testing  

➢ COHORT OPEN 

➢ No Action Needed 

2 

A student/staff member during the 

school day either exhibits COVID-19 

symptoms, or has a temp of 100 or 

above.  

➢ Student/Staff Member isolated and 

Parent/Guardian contacted  

➢ Student/Staff Member sent home 

➢ Sibling(s) of Student sent home  

➢ Request for individuals to contact 

Healthcare Provider/Public Health for 

testing  

➢ COHORT OPEN 

➢Suspected Case of COVID-19 Employee 

Letter sent to employee exhibiting 

symptoms 

 

➢Suspected Case of COVID-19 Student 

Letter sent to parents of student 

exhibiting symptoms 

3  

A family member or someone in 

close contact* with a student/staff 

member test positive for COVID-19 

➢ Student/Staff Member is not cleared for 

admittance to campus OR is immediately 

isolated if during the school day 

➢ Student/Staff Member is reported to 

Contact Tracer  

➢ Sent home for quarantine for 14 days 

➢ Contact Healthcare Provider/Public 

Health for testing 

➢ COHORT OPEN 

➢Exposure to COVID-19 Student Letter 

 

➢ Exposure to COVID-19 -School 

Employee  

  

➢ Consider Household Member or 

Contact with COVID-19 Letter to cohort 

4 

A student/staff member tests 

positive for COVID-19  

➢ Student/Staff Member is not cleared for 

admittance to campus 

➢ Student/Staff Member is reported to 

Contact Tracer  

➢ Student/Staff Members of cohort are sent 

home and quarantined for 14 days from last 

exposure 

➢ Contact Healthcare Provider/Public 

Health for testing  

➢ COHORT CLOSED FOR 14 DAYS 

FROM LAST EXPOSURE  

➢ POSSIBLE SCHOOL CLOSURE FOR 

14 DAYS 

➢ Phone call to all parents in cohort to 

pick up their child immediately  

➢ Exposure to COVID-19 Student Letter 

to cohort 

➢Exposure to COVID-19 Employee Letter 

sent to all employee 

➢Confirmed Case of COVID-19 Student 

Letter sent to parent of student or 

➢Confirmed Case of COVID-19 Employee 

Letter sent to staff member 

➢ Temporary School Closure due to 

COVID-19 Employee Letter sent to all 

employees 

➢Temporary Closure Due to COVID-19 

Schoolwide Letter sent to entire school 

community 

5 

A student/staff member tests 

negative for COVID-19 after any of 

the reasons in scenarios 1, 2, or 3.  

A) If sent home due to symptoms:  

➢ Student/Staff Member may return to 

cohort 3 days after symptoms resolve with a 

DOCTOR’S NOTE  

➢ COHORT OPEN 

 B) If sent home because of Close Contact 

with someone with COVID-19  

➢ Must continue quarantine for 14 days 

from last exposure  

➢ At the end of the 14 days, Student may 

return to Cohort  

➢ COHORT OPEN 

➢ “Negative Test Cohort Member” Letter 

sent home to Cohort Families  

➢ Communication sent to Staff  
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*CDC Definition of Close Contact: Any individual within 6 feet of an infected person for at least 15 minutes of laboratory 

confirmed or probable COVID-19 patients. Factors to consider when defining close contact include proximity, the duration of 

exposure (e.g., longer exposure time likely increases exposure risk), and whether the exposure was to a person with symptoms 

(e.g., coughing likely increases exposure risk). 

Contact Tracing 

Contact tracing will be conducted by trained school staff  in consultation with the Sonoma 

County Department of Health. 

 
The Office Manager, Joanne Murphy, and Cleary Care Director, Dolores Cuneo, under the 

direction of the administration, will be the identified contact for the public health department 

and charged with facilitating the initiation of contact tracing when a confirmed case of 

COVID-19 is identified in the school. The certification for contact tracing is be obtained from 

Johns Hopkins University:  

https://www.coursera.org/learn/covid-19-contact-tracing (see Appendix C for 

registration information).  

 

The school will identify additional staff and parents who will also receive the contact tracing 

certification to support this process.  

When a positive case of COVID-19 in the school community is identified, contact tracing will be 

initiated immediately. A list of close contacts will be identified and notified of the need to 

isolate and consult with their physician per phone call and communication letters (see 

Appendix A). This list will also be submitted to the Public Health Department and all 

recommendations from health officials will be implemented. Individuals will obtain testing via 

their personal healthcare providers. Those individuals who cannot obtain testing or do not have 

access will utilize the contracted testing facility.  
 

Campus Closure 

A determination to close the campus for in-person learning and transition to distance learning 

will be based upon a confirmed case of COVID-19 among the faculty, staff or students who are 

participating in on-campus instruction and learning. 

Instructional Models 

The school has outlined two instructional models for the 2020-2021 school year to 

accommodate health and safety directives, mitigate health risks to the school community, and 

ensure continued academic achievement and social-emotional support of the students.  Small, 

stable cohorts will be established as needed to maintain social distancing for the hybrid model. 

 

In the event of a school closure, the school will return to the full Distance Learning at Home 

Model. 
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1. Hybrid Half Day On Campus/Independent Study - morning sessions for all students on 

campus with afternoon independent study at home 

 

2. Full Distance Learning at Home - scheduled daily virtual instruction in core subjects for 

all students enrolled 

Activities and Scheduling 

After School Activities 

For the health and safety of the students, after school enrichment activities are currently 

suspended until further notice. 

Athletics 

Participation in athletics is pending directives from health authorities. 

Dismissal 

Social distancing is to be maintained during dismissal.  

Parents will not be permitted access to the playground/campus during dismissal. The loading 

zone will be utilized for pick-up for students in grades 1-8. Kindergarten students will be 

dismissed through the Union Street gate. Parents will be required to park and walk onto the 

campus to meet their child at the Union Street gate.  

 

Cleary Care 

Due to health and safety protocols, the importance of limiting contacts, and necessary 

operations to accommodate all students during the instructional day, Cleary Care will not be 

open on regular dismissal days. On early release days, Cleary Care may be open with limited 

availability. 

 

Should the campus be required to close, Cleary Care will not be open. 

Recess, Lunch and Breaks 

Recess and lunch schedules will be staggered to accommodate social distancing. Every effort will 

be made to allow for eating outside as students will need to remove their mask. Students are 
required to bring a fully disposable lunch in a brown paper bag each morning when they arrive at 
school.Lunch deliveries are not permitted, including parent lunch drop-off during the school 

day. 
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Recess activities will be limited to prevent exposure through shared equipment. Activities may 

include: individual jump ropes and hula hoops and walking mazes. 

School Gatherings 

Health and Safety Protocols prohibit in person gatherings where social distancing cannot be 

enforced either at the event or to and from the event. This includes school assemblies, church 

liturgies and services, walking as a group, field trips, and overnight trips.  

Travel Restrictions for Employees 

Employee travel to conferences and workshops is suspended until further notice. Professional 

development will be provided virtually to ensure the continued growth of the faculty and staff. 

 

Policies and Practices During the School Day 

Campus Access 

For the health and safety of all students and employees, parents will have limited access to the 

school campus. Drop off and pick up will be facilitated through the loading zone on Howard 

Street. Parents are required to stay in their vehicles during drop off and pick up times. 

Personal Protective Equipment 

Personal Protective Equipment (PPE), while not a substitute for social distancing or 

handwashing, is to be used by all persons on campus. 

 

All students and employees must properly wear masks at all times while on campus. The only 

exception is when a student or employee is eating a snack or lunch while maintaining social 

distancing. Employees and students will be required to provide their own face masks and are 

encouraged to have an extra mask. Extra face masks will be available if needed.  

 

Face Shields may also be utilized by the faculty and staff. Gloves will be available for employees. 

Handwashing 

All persons on campus will be encouraged to wash hands frequently with soap and water for at 

least 20 seconds and utilize hand sanitizing stations. Students and employees will be provided 

with opportunities to wash hands throughout the day to support “Hand Hygiene.”  
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Instructional Practices 

Teachers will educate and instruct students in sanitation and hygiene practices, including hand 

washing, proper wearing of face masks, and social distancing, and include time for practice 

during the daily routine. The use of outdoor spaces for instruction will be utilized when possible. 

 

Activities where there is increased likelihood for transmission of contaminated exhaled droplets 

such as singing, yelling, chanting, blowing wind instruments are not permitted. 

 

Sharing of materials, electronic devices, supplies, or food (including bake sales or birthday 

treats) are prohibited. 

Movement On Campus 

Teachers will instruct students on procedures for movement in the classrooms, in the hallways, 

on the playground and when utilizing the restrooms.  

 

Grades 2 and 3 will enter and exit through the main entrance of the main school building. 

Grades 1 and 6 and grades 4 and 5 will utilize the side doors nearest to their classrooms for entry 

and exit.  

 

The junior high students will use the 7th grade stairs to enter and the 8th grade stairs to exit the 

Academy building. The kindergarten students will use the back first floor door to enter and exit. 

Water Bottles 

Students are to bring a clean refillable water bottle to school each day. Water bottles should be 

cleaned and sanitized at home daily. There is no sharing of water bottles allowed. Drinking 

fountains will not be available; no-touch water filling stations will be utilized as necessary. 

 

Teachers will accommodate drink breaks throughout the school day, implementing health and 

safety protocols for the removal of masks and the maintenance of social distancing.  

Hot Lunch Program 

Due to Health and Safety Protocols, the hot lunch program is suspended until further notice.  

Locker Use 

Locker use in  sixth, seventh, and eighth grade will be modified to allow for social distancing.  
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Classroom Setup 

Student seating in the classroom will allow for social distancing of six feet and restrict shared 

spaces, with the implementation of assigned seating.  A space for the teacher will be identified 

and maintained for the health and safety of the students and the employee. Teachers are to 

maintain a six foot distance between themselves and the students. 

 

The sharing of supplies, materials, and devices will not be permitted without disinfecting by a 

teacher between use.  

For proper disinfecting of mouse and keyboards, visit 

https://www.howtogeek.com/663849/how-to-disinfect-your-mouse-and-keyboard/ 

 

Windows, if not overly distracting, and weather permitting, will be open, as will the door(s)  to 

provide adequate ventilation. Classroom doors should remain fully open at all times and entry 

and exit routes should be identified, marked, communicated, and reinforced by the teacher.  

 

Student cell phones will be collected by the teacher and stored hygienically without devices 

coming into contact with one another . Students are to abide by the cell phone policy as outlined 

in the 2020-2021 Parent-Student Handbook. 

Restroom Use 

Student bathroom breaks should be kept to a minimum and one student at a time per class will 

be permitted to use the restroom. 

Contact Tracing 

To provide a record in the event contact tracing is necessary, class/cohort rosters will be utilized 

and maintained by supervising staff. Attendance records on Beehively will be kept and school 

student sign out log will be used. Logs will be kept for each room of employee entry noting date 

and time for contact tracing. 

 

 

Facilities 

To meet current recommended health and safety guidelines rooms have been repurposed and 

furniture rearranged to allow for physical distancing while students, faculty,  and staff are on 

campus. 

 

The janitorial staff has been trained in COVID-19 cleaning procedures and protocol for 

sanitizing and disinfection. They will be required to perform a comprehensive cleaning and 

disinfection daily of the school premises. In addition, the faculty and staff will disinfect surfaces 
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throughout the school day. Periodical deep cleaning sessions with the janitorial staff will be 

scheduled to maintain the health and safety of the students, faculty, and staff.  

 

Regular cleaning or replacement of Air Conditioning/Air Purifying Filters (Academy Building) 

will be monitored and maintained by the Facilities Director. 

School Office 

To maintain social distancing, the school office will be outfitted with a dutch door. Due to the 

small space, only office personnel will be permitted entry into the office spaces. For health and 

safety, email and phone are the preferred method of communication with school personnel. 

Parents who come to pick up their child during school hours will be asked to remain outside and 

their child will be sent out to them on the building steps. All deliveries and mail for the 

office/school will be received outside on the building front steps.  

Personal Workspaces/Classrooms 

All teachers and students are asked not to visit another classroom outside of their cohort 

or grade level. Employees are encouraged to disinfect their own personal workspace 

(teacher desk, phone, etc) and classroom throughout the day, giving special attention to 

commonly touched surfaces. 

 

Classroom desk arrangements have been reconfigured to accommodate social distancing 

directives (minimum of 6 feet) that minimizes face-to-face contact. 

Shared Workspaces 

Alcohol-based hand sanitizers are provided throughout the workplace and in common areas of 

the school. Cleaning sprays and wipes are also available to clean and disinfect frequently 

touched objects and surfaces such as telephones and keyboards. The contracted janitorial 

service will clean and disinfect all workspaces per the scope of work contract and will utilize 

proper equipment such as acceptable disinfectant and PPE. 

There will be limited access to certain workspaces to mitigate health risks. Workspace usage is 

as follows: 

 

School Office– Access to the school office will be limited to office personnel and administration 

only.  

 

Auxiliary Rooms– Certain rooms will be closed until further notice. Signage indicating 

closure/capacity limits will be posted. 

 

Staff Lounge–The staff lounge will have limited use until further notice. Appliances such as 

coffee machines, refrigerators, and microwaves must be wiped down and disinfected after each 

use. 
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Nurse’s Room-The Nurse’s Room will be utilized to isolate students exhibiting symptoms of 

illness. The room will be disinfected per protocol after each use. 

 

Copy Machine – The copy machine will be relocated and must be wiped down and disinfected 

after each use.  
GENERAL DISINFECTION MEASURES 

 

Category Area Frequency 

Workspaces Workspaces Classrooms, 

Offices  

At the end of each use/day 

Appliances Refrigerators, Microwaves, 

Coffee Machines 

At the end of each use 

 

Electronic Equipment Copy machine, shared 

computer monitors, TV’s, 

Telephones, keyboards 

 

At the end of each use/day 

and/or between use 

General Used Items Handles, light switches, 

sinks, restrooms 

Throughout the day and at 

the end of the day 

Hand Sanitizer Wall Stations 

The school has been outfitted with hand sanitizer wall stations at the entrance to every 

classroom and all other rooms, the front office, the Library, and all restrooms. Each classroom 

will have hand sanitizer available to support “Hand Hygiene.” 

Signage 

Health and Safety signage is posted throughout the campus. Notices include: 

● Hand washing protocol 

● Social distancing protocol 

● The proper wearing of masks  

● Utilizing hand sanitizer dispensers 

Cleaning Materials 

 The school uses EPA approved cleaning products and has assured that the janitorial service also 

utilizes products and materials that are approved by the EPA for use in schools.  
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APPENDIX A-Letter Templates 

Exposure to COVID-19 Employee Letter 
 

[Date] 

 

Dear [Name], 
As discussed by phone, you were exposed to a case of COVID-19 on or around [date]. We have reported this case to [County] Public 

Health and personnel there have advised us to [fill in]. In accordance with public health guidelines, you are required to stay home and 

quarantine for 14 days from the date of the exposure and contact your health care provider.  

 

Please look for the following symptoms: 

·         Fever (100.4 F) or chills 

·         Cough 

·         Shortness of breath or difficulty breathing 

·         Fatigue 

·         Muscle or body aches 

·         Headache 

·         New loss of taste or smell 

·         Sore throat 

·         Congestion or runny nose 

·         Nausea or vomiting 

·         Diarrhea 

  

This list may not include all possible symptoms. Please review evolving information on the CDC website.  

  

During your absence, you may work remotely. If you are unable to work remotely, you may be eligible for Emergency Paid Sick Leave - 

Families First Coronavirus Response Act or use accrued sick time. Please contact me directly to establish your remote work plan or for 

more information. 

  

At the end of the 14-day self-quarantine, if you did not experience any COVID-19 symptoms, you may return to work. If you develop 

symptoms, you should get tested immediately while continuing your 14-day quarantine. You will only be permitted to return to school 

when: 

·         You go 3 days in a row without a fever (above 100.4 F) - without using fever reducing medication; AND 

·         Your symptoms have improved; AND 

·         10 days have elapsed since the symptoms first appeared. 

  

Current guidance suggests for those who are not experiencing symptoms and want to be tested, they should get tested 10 days after the 

exposure. 

  

The area(s) in which the individual(s) who tested positive for COVID-19 were working, will be cleaned and disinfected in accordance 

with CDC guidance. 

  

If you have any specific COVID-19 questions, please contact the County Health Department or your medical provider. Please let me 

know how [school] can support you during this time. 

  

Sincerely, 
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[Name], Principal 

Confirmed/Suspected Case of COVID-19 Employee Letter 
 

[Date] 

 

Dear [Name], 
  

As discussed by phone, you informed me that you [have tested positive for COVID-19][you suspect you have 

COVID-19 and are displaying symptoms] on or around [date]. We advise you to contact your health care provider and 

get tested. 

  

We have reported this case to [County] Public Health and personnel there have advised us to [fill in]. 
  

In accordance with public health guidelines, you may return to work, when all of these conditions have been met: 

·         3 days in a row without a fever (100.4 F), without using fever reducing medication; AND 

·         The symptoms have improved; AND 

·         10 days have elapsed since the symptoms first appeared. 

  

During your absence, you may work remotely. If you are unable to work remotely, you may be eligible for Emergency 

Paid Sick Leave - Families First Coronavirus Response Act or use accrued sick time. Please contact me directly to 

establish your remote work plan or for more information. 

  

The area(s) in which you were working, will be cleaned and disinfected in accordance with CDC guidance. 

  

If you have any specific COVID-19 questions, please contact the County Health Department or your medical provider. 

I will be praying for your recovery and strength during this time. Please let me know how [school] can support you 

moving forward. Please stay in contact with me regarding your safe return. 

  

Sincerely, 

  

[Name], Principal 
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Temporary School Closure due to COVID-19 Employee Letter 
 

[Date] 

  

Dear [School Name] Employee, 

  

There is a positive case of COVID-19 in our [school] community. This case has been reported to the County Public Health Department 

and it requires that our [school] close for [XX] days. This is a precautionary step from the County to determine the virus’ spread in the 

community. During this time, the [school] facilities will be cleaned and disinfected. [Fill-in more requirements from County] 

  

Close contacts or “exposure” with the individual who tested positive have been notified directly. Exposure is defined by the Centers 

for Disease Control as an encounter with a COVID-19 positive person for 10-15 minutes or more, while standing less than 6 feet apart, 

within 48 hours or less of COVID-19 positive person experiencing symptoms. For those who did not receive a close contact 

notification, it is unlikely that you had prolonged contact with the individual. With that, out of an abundance of caution, we ask that 

you please monitor yourself for the following symptoms: 

  

·         Fever (100.4 F) or chills 

·         Cough 

·         Shortness of breath or difficulty breathing 

·         Fatigue 

·         Muscle or body aches 

·         Headache 

·         New loss of taste or smell 

·         Sore throat 

·         Congestion or runny nose 

·         Nausea or vomiting 

·         Diarrhea 

  

This list may not include all possible symptoms. Please review evolving information on the CDC website.  

  

During the [school’s] temporary site closure, you will be working remotely, and your work hours remain the same. Please contact me 

directly if you have any questions about your remote work plan. 

  

We will tentatively resume on-site [instruction] on [Date] subject to the County Health Department’s approval. 

  

If you experience any symptoms during the closure, please self-quarantine, contact your health care provider, and let us know your 

status. 

  

If you have any specific COVID-19 questions, please contact the County Health Department or your medical provider. Please let me 

know how [school] can support you during this time. 

  

Sincerely, 

[Name], Principal 

21 



 

Exposure to COVID-19 Student Letter 

[Date] 

Dear [Name], 
As discussed by phone, your child was exposed to a case of COVID-19 on or around [date]. We have reported this case to [County] 

Public Health and personnel there have advised us to [fill in]. In accordance with public health guidelines, your child will need to stay 

home and quarantine for 14 days from the date of the exposure and contact their health care provider. 

  

Please monitor your child for the following symptoms and let me know if he/she exhibits any of them: 

·         Fever (100.4 F) or chills 

·         Cough 

·         Shortness of breath or difficulty breathing 

·         Fatigue 

·         Muscle or body aches 

·         Headache 

·         New loss of taste or smell 

·         Sore throat 

·         Congestion or runny nose 

·         Nausea or vomiting 

·         Diarrhea 

This list may not include all possible symptoms. Please review evolving information on the CDC website.  

  

During your child’s absence, your child’s teacher will provide your child with an independent study program. It will be important that 

you support your child through their independent study program. Upon return, your child’s teacher will partner with you to ensure that 

your child remains on track. If you are employed and need to take time off to care for your child, you may be eligible for Emergency Paid 

Family Leave - Families First Coronavirus Response Act. Contact your worksite. 

  

At the end of the 14-day quarantine, if your child did not experience any COVID-19 symptoms, he/she may return to school. If your 

child develops symptoms during the 14-day quarantine, you should have them tested immediately. Your child will be permitted to 

return to school when: 

·         They go 3 days in a row without a fever (above 100.4 F); without using fever reducing medication; AND 

·         Their symptoms have improved; AND 

·         10 days have elapsed since the symptoms first appeared. 

  

Current guidance suggests for those who are not experiencing symptoms and want to be tested, they should get tested 10 days after the 

exposure. 

  

The area(s) in which the individual who tested positive for COVID-19 were working, such as the classroom, will be cleaned and 

disinfected in accordance with CDC guidance. 

  

If you have any specific COVID-19 questions, please contact the County Health Department or your child’s medical provider. Please let 

me know how [the school] can support you during this time. 

Sincerely, 

 [Name], Pastor/Principal 
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Temporary School Closure due to COVID-19 Schoolwide Letter 

 

[Date] 

Dear [School Name] Community, 

There is a positive case of COVID-19 in our school community. This case has been reported to the County Public Health Department and 

it requires that our school close for XX days. This is a precautionary step from the County to determine the virus’ spread in the 

community. During this time, the school facilities will be cleaned and disinfected. [Fill-in more requirements from County] 

  

Close contacts or “exposure” with the individual who tested positive have been notified directly. Exposure is defined by the Centers for 

Disease Control as an encounter with a COVID-19 positive person for 10-15 minutes or more, while standing less than 6 feet apart, 

within 48 hours or less of COVID-19 positive person experiencing symptoms. For those who did not receive a close contact notification, 

it is unlikely that your child had prolonged contact with the individual. With that, out of an abundance of caution, we ask that you please 

monitor your child for the following symptoms: 

·         Fever (100.4 F) or chills 

·         Cough 

·         Shortness of breath or difficulty breathing 

·         Fatigue 

·         Muscle or body aches 

·         Headache 

·         New loss of taste or smell 

·         Sore throat 

·         Congestion or runny nose 

·         Nausea or vomiting 

·         Diarrhea 

  

This list may not include all possible symptoms. Please review evolving information on the CDC website.  

  

During the school’s temporary site closure, your child’s teacher will provide your child with a remote learning plan. It will be important 

that you support your child through his/her remote learning. Upon return, your child’s teacher will partner with you to ensure that your 

child remains on track. If you are employed, you may be eligible for Emergency Paid Family Leave - Family First Coronavirus Response 

Act. Contact your worksite. 

  

We will tentatively resume on-site instruction on [Date] subject to the County Health Department’s approval. 

  

If your child experiences any symptoms during the closure, please have them self-quarantine, contact your health care provider, and let 

us know their status. Current guidance suggests for those who are not experiencing symptoms and want to be tested, they should get 

tested 10 days after the exposure. 

  

If you have any specific COVID-19 questions, please contact the County Health Department or your child’s medical provider. Please let 

me know how [the school] can support you during this time. 

  

Sincerely, 

[Name], Pastor/Principal  
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Confirmed/Suspected Case of COVID-19 Student Letter 
[Date] 
  
Dear [Parent Name], 
  
As discussed by phone, you informed me that your child, [name], [has tested positive for COVID-19][you 
suspect he/she has COVID-19 and is displaying symptoms] on or around [date]. We advise you to contact 
your health care provider and have them tested. 
  
We have reported this case to [County] Public Health and personnel there have advised us to [fill in]. 
  
In accordance with public health guidelines, your child may return to school, when all of these conditions 
have been met: 

·         3 days in a row without a fever (100.4 F), without using fever reducing medications; AND 
·         The symptoms have improved; AND 
·         10 days have elapsed since the symptoms first appeared. 

  
During your child’s absence, your child’s teacher will provide your child with an independent study 
program. If your child is well enough to complete schoolwork, it will be important that you support your 
child through their independent study program. Upon return, your child’s teacher will partner with you to 
ensure that your child remains on track. 
  
The area(s) on campus where your child had prolonged contact will be cleaned and disinfected in 
accordance with CDC guidance. 
  
If you have any specific COVID-19 questions, please contact the County Health Department or your 
child’s medical provider. I will be praying for your child’s recovery and your family’s strength during this 
time. Please let me know how [the school] can support you moving forward. Please stay in contact with 
me regarding their safe return back to school. 
  
Sincerely, 
  
[Name], Pastor/Principal 
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APPENDIX B-Sample Signage 
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APPENDIX C-Contact Tracing Information 
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