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The primary purpose of this document is to provide you with a safe,
healthy workplace during this time of difficult transition. Below are
guidelines for safe operations, prepared by OCMBOCES, through
prevention, early detection and control of COVID-19 in schools.
The guidelines in this Plan utilizes the current Federal and State
mandates, as of June 2020, and are subject to change based upon
updated guidance or mandates from the Federal, State or Local
agencies.
+ Insert disclaimer approved by OCM BOCES Counselor
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I. FACTS ABOUT COVID-19

What is COVID-19?
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COVID-19 is a disease caused by a new strain of coronavirus. ‘CO’ stands for corona, ‘VI’ for virus, and ‘D’ for disease.
Formerly, this disease was referred to as the 2019 novel coronavirus or ‘2019-nCoV.’

The COVID-19 virus is a new virus linked to the same family of viruses as Severe Acute Respiratory Syndrome (SARS)
and some types of common cold.

What are the symptoms of COVID-19?

Symptoms can include fever, cough and shortness of breath. In more severe cases, infection can cause pneumonia or
breathing difficulties. More rarely, the disease can be fatal. These symptoms are similar to the flu (influenza) or the
common cold, which are a lot more common than COVID-19. This is why testing is required to confirm if someone as
COVID-19.

How does COVID-19 spread?

The virus is transmitted through direct contact with respiratory droplets of an infected person (generated through
coughing and sneezing). Individuals can also be infected from and touching surfaces contaminated with the virus and
touching their face (e.g. eyes, nose, & mouth). There is currently no evidence to support transmission of COVID-19
associated with food. The COVID-19 virus may survive on surfaces for several hours, but simple disinfectants can kill
it.

Who is most at risk?

We are learning more about how COVID-19 affects people every day. Older people, and people with chronic medical
conditions, such as diabetes and heart disease, appear to be more at risk of developing severe symptoms. As this is a
new virus, we are still learning about how it affects children and other vulnerable groups. We know it is possible for
people of any age to be infected with the virus, but so far there are relatively few cases of COVID-19 reported among
children. The virus can be fatal in rare cases, so far mainly among older people with pre-existing medical conditions.

What is the treatment for COVID-19?

D

There is no currently available vaccine for COVID-19. However, many of the symptoms can be treated and getting early
care from a healthcare provider can make the disease less dangerous. There are several clinical trials that are being
conducted to evaluate potential therapeutics for COVID-19.

How can the spread of COVID-19 be slowed down or prevented?
As with other respiratory infections like the flu or common cold, public health measures are critical to slow the spread of
illnesses. Public health measures are everyday preventive actions that include:
●
●
●
●

Staying home when sick;
Covering mouth and nose with flexed elbow or tissue when coughing or sneezing. Dispose of used tissue
immediately;
Washing hands often with soap and water; and
Cleaning frequently touched surfaces and objects.

As we learn more about COVID-19 public health officials may recommend additional actions
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NOTE: TO BE COMPLETED AFTER STATE GUIDANCE RECEIVED

II. INTRODUCTION
On March 18, 2020, New York State’s public schools were closed as a result of the COVID-19 pandemic. Education has
changed and it is incumbent upon educational leaders to begin taking steps to restore, reconstruct and re-design education
as we know it today. As a result we are now faced with the challenge that will require the use of our individual and collective
expertise to address the needs of students, staff, and our local school community.

III. SCOPE
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This School Reopening Plan addresses processes and procedures that should be considered immediately but also used as a
guideline for future school closures and reopening. School Administration and Staff should familiarize themselves with this
Plan for the safety of the students and other school building occupants.

This Plan provides a number of considerations for schools to embrace the new normal of conducting school operations during
and after the COVID-19 pandemic. Not all activities may fall under the categories listed and in those situations the District
should utilize State, Federal or local guidelines.
In addition to the materials contained in the body of the Reopening Plan the appendices contain resources with links to valuable
information on considerations for reopening schools.

IV. RISK ASSESSMENT OF SCHOOL ACTIVITIES

To prevent COVID-19 exposure, during school operations and activities, it is imperative that schools conduct a Risk Assessment
of school activities, and use the reference as shown below, to reduce or eliminate the possibility of exposure.

D

Ref: From the National Safety Council (NSC’s) Safety & Health Magazine, April 2018, Vol. 197, No. 4, article on “Hierarchy of
Controls”, pages 43 & 44, emphasizes the acts of risk identification and mitigation before work begins.
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A. RISK ASSESSMENT OF SCHOOL ACTIVITIES

Please note that the list of activities below may not include all activities in your District.

SCHOOL ACTIVITY

ACTIVITY CONTROL
MEASURES

RISK FACTORS

BEFORE/DURING/AFTER SCHOOL GROUP
ACTIVITIES

● Close proximity of seating
● Entry/Exit choke points
● Length of time population together

● Building ventilation
● Social distancing

CAFETERIA

● Food workers exposed to sick children
● Close proximity of seating
● Length of time population together

●
●
●
●
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Building ventilation
Social distancing
Staggered use of Cafeteria
Serve meals in classroom

● Close proximity of seating
● Shared school supplies & desks, chairs,
Lockers, cubbies, door knobs
● Length of time population together
● Elementary population with poor hygiene habits

COPY MACHINE USE

● Shared school equipment
● Contaminated surface

● Provide disinfectant product by copier to clean &
disinfect before each use

DRINKING FOUNTAIN USE

● Shared school equipment
● Contaminated surface

● Provide disposable cups & waste container next
to drinking fountains and use non-touch bottle
filler to fill disposable cups

DROP OFF/PICK UP OF STUDENTS

● Entry/Exit choke points
● Contaminated surfaces
● Frequency of student dismissal/drop off

● Building ventilation
● Social distancing
● Daily cleaning & disinfecting entry/exit points

NURSE/HEALTH OFFICE

●
●
●
●

● Building ventilation
● Separate sick from well
● Daily cleaning & disinfecting shared equipment

PE CLASS/RECESS/PLAYGROUND USE

● High likelihood of physical touch/actions
● Shared equipment
● Close contact & crowding

●
●
●
●

RELOCATION AGREEMENT/MOU

● Relocation site may not meet CDC requirements

● Re-evaluate relocation site and update Emergency
Plans as needed

SAFETY/PRACTICE DRILLS

●
●
●
●

● Social distancing
● Daily cleaning & disinfecting entry/exit points

SPECIAL ED / OT-PT CLASSES

● Close contact with anticipated physical touch
● Shared equipment and resources
● Population with poor hygiene habits

● Building ventilation
● Staff wear PPE (e.g. face mask & gloves)
● Clean & disinfect equipment between use

SPORTING EVENTS

● Exposure to teams from different communities
● Physical/close interaction of players
● Entry/Exit choke points

● Building ventilation
● Community spread
● Travel history

SWITCHING CLASS IN HALLWAYS

● Crowding, population density
● Sharing same space (e.g. lockers)
● Length of time population together

● Building ventilation
● Social distancing
● No changing of classes, limit to one room?

TRANSPORTATION

● Entry/Exit choke point
● Close proximity of seating
● Length of time population together

● Social Distancing

● Close proximity with school employees
● Potential to transmit the virus

● Create plan for monitoring activities of all nondistrict personnel working on site

D

CLASSROOM

VISITORS (Ee.g. CONST. WORKERS,
VOLUNTEERS, ETC.)

Entry/Exit choke points
Sick & Well using same entry/exit
Shared equipment (e.g. beds, chairs, bathroom, etc.)
Length of time individuals are around others

Close proximity of participants
Contaminated surfaces (e.g. door handles)
Entry/Exit choke points
Length of time population together

● Building ventilation
● Social distancing
● Create morning & afternoon classes to reduce
number of students in the classroom at once

Building ventilation
Advise use of masks for students
Increase outdoor activities when possible
Eliminate activities using shared equipment

ventilation
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B.

DISTRICT ACTIVITY PHASES

Listed below are Activity Phases based on the NYS Governor’s return to normal operations Phases (Phase 1High/Phase 2-Moderate/Phase 3-Low), and the type of activity control measures to reduce the transmission of
COVID-19 within the school and school community. These guidelines will be superseded by any State or Federal
mandates/guidelines.
As NYS develops the capabilities to safely diagnose, treat, and isolate COVID-19 cases and their contacts, we will
enter the recovery phase of the pandemic and begin to resume some activities, including schools, with a phased-in
approach over time.
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PHASE 1 - HIGH
Personal Health Assessment (Appendix A - CDC Personal Assessment Form)
1.1
Parent/Guardian is responsible for evaluating & monitoring their child’s health each day prior
to sending or bringing them to school
1.2
All District & Contract Staff (e.g. BOCES, Subs, etc.) are responsible for monitoring their
health each day prior to entering school buildings
1.3
All school visitors (e.g. Parent/Guardian, Contractor, Volunteer Staff, etc.) must call the
School’s Main Office for entry instructions
1.4
The Personal Health Assessment Form (Attachment A) should be used to conduct the
assessment.

2.0

Transportation of Students
2.1
Bussing
a. Maintain social distancing 6 feet
b. Fill bus back to front and exit front to back
c. If no barriers are installed on buses between seats then only 1 child per seat and
every other seat
d. Students only exit the bus at the direction of the Driver and maintain social
distancing of 6 feet
e. Wait for further instruction before entering school
2.2
Walkers/Bikers
a. Maintain social distancing 6 feet
b. Go to designated entrance
c. Wait for further instructions before entering school
2.3
Drop-Off/Pick Up
a. Maintain social distancing 6 feet
b. Parent/Guardians drop off & pick up student in designated area

3.0

Entering the School
3.1
Maintain & manage social distancing 6 feet upon entry to school
3.2
Complete Staff/Students Personal Health Assessment by school staff
3.3
Go to assigned location

D

1.0

4.0

Classroom Set-Up
4.1
Maintain social distancing 6 feet
4.2
Desks should be arranged to maintain 6 feet separation and mark floors accordingly
4.3
Turn desks to face in the same direction, rather than facing each other, or have students
sit on one side of tables spaced apart
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PHASE 1 - HIGH (continued)
Class Schedule
5.1
Develop alternative classroom schedule
a. 4-hour school day
b. Lunch to be sent home
c. Assigned seating for all students
d. Limit students from changing classrooms
5.2
E-Learning/Distance Learning shall be developed for all students in part of Teacher’s
Lesson Plans

6.0

Staff Break Rooms
6.1
Maintain social distancing 6 feet
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5.0

7.0

.

Bathrooms
7.1
Maintain social distancing 6 feet
7.2
Limit numbers of users to maintain social distancing
7.3
Eliminate use air dryers
7.4
Signage that reminds users to close toilet seat cover, wash hands, etc.

8.0

Prohibited Activities
8.1
Athletic Events/Sports
8.2
Field Trips
8.3
Physical Education
8.4
Music Instruction
8.5
Assembly Areas (e.g. Auditorium, Cafeteria, Conference Rooms, Gym)
8.6
PTA Meetings
8.7
Practice Drills (e.g. Fire, Shelter/Hold-In-Place, Lockdown, etc.)
8.8
Community Events

9.0

Pools and Playgrounds (remain closed at this time)

PHASE 2 - MODERATE

Personal Health Assessment (CDC Form)
1.1
Parent/Guardian is responsible for evaluating & monitoring their child’s health each day prior
to sending or bringing them to school
1.2
All District & Contract Staff (e.g. BOCES, Subs, etc.) are responsible for monitoring their
health each day prior to entering school buildings
1.3
All school visitors (e.g. Parent/Guardian, Contractor, Volunteer Staff, etc.) must call the
School’s Main Office for entry instructions
1.4
The Personal Health Assessment Form (Attachment A) should be used to conduct the
assessment.

D

1.0

Prepared by: Health, Safety and Risk Management
ONONDAGA | CORTLAND | MADISON | Board of Cooperative Educational Services
6820 Thompson Road, Syracuse, NY 13221-4754 • www.ocmboces.org
5

SCHOOL REOPENING PLAN 2020
Document Date: June 2020

NOTE: TO BE COMPLETED AFTER STATE GUIDANCE RECEIVED
PHASE 2 - MODERATE (continued)
Transportation of Students
2.1
Bussing
a. Maintain social distancing 6 feet
b. Fill bus back to front and exit front to back
c. If no barriers are installed on buses between seats then only 1 child per seat and
every other seat
d. Students only exit the bus at the direction of the Driver and maintain social
distancing of
6 feet
e. Wait for further instruction before entering school
2.2
Walkers/Bikers
a. Maintain social distancing 6 feet
b. Go to designated entrance
c. Wait for further instructions before entering school
2.3
Drop-Off/Pick Up
a. Maintain social distancing 6 feet
b. Parent/Guardians drop off & pick up student in designated area
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2.0

Entering the School
3.1
Maintain & manage social distancing 6 feet upon entry to school
3.2
Complete Staff/Students Personal Health Assessment by school staff
3.3
Go to assigned location

4.0

Classroom Set-Up
4.1
Maintain social distancing 6 feet
4.2
Desks should be arranged to maintain 6 feet separation and mark floors accordingly
4.3
Turn desks to face in the same direction, rather than facing each other, or have students
sit on one side of tables spaced apart

5.0

Class Schedule
5.1
Develop alternative classroom schedule
a. 6-hour school day
b. Lunch may be delivered to the classroom
c. Assigned seating for all students
d. Limit students from changing classrooms
5.2
E-Learning/Distance Learning shall be developed for all students in part of Teacher’s
Lesson Plans

6.0

Staff Break Rooms
6.1
Maintain social distancing 6 feet

D

3.0

7.0

.

Bathrooms
7.1
Maintain social distancing 6 feet
7.2
Limit numbers of users to maintain social distancing
7.3
Eliminate use air dryers
7.4
Signage that reminds users to close toilet seat cover, wash hands, etc.
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PHASE 2 - MODERATE (continued)
8.0

Restricted Activities
8.1
Limit gatherings up to 10 people, events and extra-curricular activities to those that can
maintain social
distancing, proper hand hygiene, and restrict attendance of those from
higher transmission areas

9.0

Pools and Playgrounds (remain closed at this time)

PHASE 3 - LOW
Personal Health Assessment (CDC Form)
1.1
Parent/Guardian is responsible for evaluating & monitoring their child’s health each day prior
to sending or bringing them to school
1.2
All District & Contract Staff (e.g. BOCES, Subs, etc.) are responsible for monitoring their
health each day prior to entering school buildings
1.3
All school visitors (e.g. Parent/Guardian, Contractor, Volunteer Staff, etc.) must call the
School’s Main Office for entry instructions
1.4
The Personal Health Assessment Form (Attachment A) should be used to conduct the
assessment

2.0

Transportation of Students
2.1
Bussing
a. Maintain social distancing 6 feet
b. Fill bus back to front and exit front to back
c. If no barriers are installed on buses between seats then only 1 child per seat and
every other seat
d. Students only exit the bus at the direction of the Driver and maintain social
distancing of 6 feet
e. Wait for further instruction before entering school
2.2
Walkers/Bikers
a. Maintain social distancing 6 feet
b. Go to designated entrance
c. Wait for further instructions before entering school
2.3
Drop-Off/Pick Up
a. Maintain social distancing 6 feet
b. Parent/Guardians drop off & pick up student in designated area

3.0

Entering the School
3.1
Maintain & manage social distancing 6 feet upon entry to school
3.2
Complete Staff/Students Personal Health Assessment by school staff
3.3
Go to assigned location

D
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1.0

4.0

Classroom Set-Up
4.1
Maintain social distancing 6 feet
4.2
Desks should be arranged to maintain 6 feet separation and mark floors accordingly
4.3
Turn desks to face in the same direction, rather than facing each other, or have students
sit on one side of tables spaced apart
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PHASE 3 - LOW (continued)
Class Schedule
5.1
Develop alternative classroom schedule
a. 6-hour school day
b. Lunch may be served in the cafeteria, observing social distancing
c. Assigned seating for all students
d. Limit students from changing classrooms
5.2
E-Learning/Distance Learning shall be developed for all students in part of Teacher’s
Lesson Plans

6.0

Staff Break Rooms
6.1
Maintain social distancing 6 feet
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5.0

7.0

.

Bathrooms
7.1
Maintain social distancing 6 feet
7.2
Limit numbers of users to maintain social distancing
7.3
Eliminate use air dryers
7.4
Signage that reminds users to close toilet seat cover, wash hands, etc.

8.0

Limited Activities
8.1
Allow limited gatherings of groups up to 25 people. Limit gathering, events and extracurricular activities to those that can maintain social distancing, proper hand hygiene, and
restrict attendance of those from higher transmission areas

9.0

Pools and Playgrounds (can reopen at the discretion of the school district)

Limit number of users to maintain social distancing 6 feet
Playground high touch areas, such as grab bars, should be routinely cleaned in accordance with
current CDC cleaning guidelines.

D

9.1
9.2

Prepared by: Health, Safety and Risk Management
ONONDAGA | CORTLAND | MADISON | Board of Cooperative Educational Services
6820 Thompson Road, Syracuse, NY 13221-4754 • www.ocmboces.org
8

SCHOOL REOPENING PLAN 2020
Document Date: June 2020

NOTE: TO BE COMPLETED AFTER STATE GUIDANCE RECEIVED

V. GUIDELINES FOR ALL STAFF
The following guidelines will aid staff with reopening. Flexibility will be important. Discuss concerns and needs as they evolve
with your Supervisor.
For the safety of others and yourself, staff should follow NYS protocols and wear a face mask or face covering in shared
spaces where the social distancing requirement of 6 feet cannot be maintained. These spaces include but not limited to
hallways, bathrooms, break rooms and offices where employees sit within 6 feet of each other. A staff member working
in any space alone, where others do not enter, are not required to wear a mask. However, if another employee enters
the room, and social distance requirements of 6 feet cannot be met, then wearing a face mask will be required.
We encourage staff to utilize face masks or face coverings which meet the CDC standards. In the event an employee
needs a face mask please contact your supervisor. Please see Appendix D (Face Masks – Understand the Difference).
Work spaces in offices and classrooms should be spread apart to meet the social distancing requirement of 6 feet. If
physical barriers do not exist, or cannot be made available, then staff should rotate work schedules using staggered shifts,
every other day models, to ensure social distancing, with work-from-home and telecommuting allowable on that basis.
Please work with and carefully follow all directions from your supervisor regarding this guidance.
Avoid in-person meetings whenever possible and utilize email, teleconference or phone calls to communicate as needed.
Unavoidable in-person meetings should be short and in a large space where people can sit 6 feet apart. It is suggested
that face masks be worn and any physical contact such as shaking hands or hugging be avoided.
Eliminate unnecessary travel between schools/sites and cancel any non-essential meetings, gatherings, workshops or
training sessions.
Do not congregate in break rooms, hallways, copy rooms or other areas where people typically socialize unless you can
maintain the social distancing requirements.
The public should be limited from entering the school. Consider setting visitation hours for the purpose of pre-arranged
appointments. Require face masks or face coverings be worn by the public.
Stay home when sick, especially when exhibiting COVID-19 symptoms including but not limited to: cough, shortness of
breath, difficulty breathing or have at least two of the following: fever, chills, repeated shaking with chills, muscle pain,
headache, sore throat, loss of taste or smell.
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1.

2.
3.

4.
5.
6.
7.
8.

D

9.
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VI. HEALTH-RELATED GUIDANCE & GUIDELINES FOR NURSE
Health-Related Guidance
1.
2.
3.
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4.

In the event your or someone in your immediate family, including anyone in your household, has been diagnosed with
COVID-19, please contact your supervisor or the Human Resource Office for further guidance.
If you are out sick and you are being tested for COVID-19 please contact your supervisor and the Human Resource Office.
If you are at higher risk for developing severe illness from COVID-19 (i.e. per the CDC, older adults and people of any
age who have serious underlying medical conditions), and you are concerned about returning to work, you may request
an accommodation. Please contact the Human Resource Office.
The Family Medical Leave Act and Families First Coronavirus Response Act provide additional protections for employees
who are sick, employees providing care for a family member that is sick, and employees who are home with their children
because their school or place of care is closed/unavailable. Please contact the Human Resources Office if you believe
you may be eligible for protections/leaves under these acts.
If you have questions regarding sick leave or personal time please contact the Human Resources Office.
If you are experiencing symptoms associated with COVID-19, then stay home. Employees should immediately contact
their healthcare provider for further guidance.
If you are experiencing COVID-19 symptoms while at work, advise your supervisor, report your absence per district
requirements, leave work, and consult your healthcare provider.
Staff are encouraged to register for Telemedicine.
Please check with the Human Resources Office to see what employee assistance programs are available to assist you
and your family.

5.
6.
7.
8.
9.

Guidelines for Nurses

D

10. Returning school-stored medication to students.
a) The first concern for many school nurses in the face of school closures is getting medications and medical equipment
stored at school back to families.
b) Access to medication could be crucial for a student, especially the case for stimulants such as ADHD or seizure
medications that are controlled substances and not easy to refill.
11. Checking-in on students with chronic health conditions.
a) School nurses should call students with chronic health conditions such as diabetes or asthma to make sure they have
the resources and supplies they need.
b) School nurses should locate local resources for their students and families. If they discover students are missing
necessary supplies or medications, school nurses should take steps to determine if such items are at school and
could be safely delivered, mailed, or picked up using social distancing.
c) Nurses should help families connect with local resources, such as through the national 2-1-1 helpline, and charities
that might help with the purchase of items and medications.
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Guidelines for Nurses (continued)
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12. Return to School
a) Plan for acute respiratory treatment care using up to date standard of care
i. Nebulizer treatments and suctioning are identified by the CDC as aerosol-generating procedures requiring a N95
Mask fitted to the healthcare worker. See CDC Guidance for Aerosol Generating Procedures
ii. Consult with healthcare provider for alternate asthma medication delivery systems
iii. Consult with the school facilities department for a clean air filtration system or preferably creating a negative
pressure isolation room to reduce exposure.
b) Include trauma informed education practice to address behavioral health needs of students
i. Resource – Dept. of Health & Human Services Substance Abuse & Mental Health Services Administration
(SAMHSA) Trauma-informed Care
ii. Train students to recognize the anxiety of emotions
1. Example - Emotion Management National Association of School Nurses (NASN) Learning Center K-6
Emotional Management Program
iii. Establish community behavioral health referral agencies
iv. Coordinate with school health professionals, counselors, social workers, school psychologist
c) Identify unmet needs
i. Students with pre-existing medical or mental health conditions
1. May have stopped treatment
2. Run out of medication or supplies
3. Missed important appointments or procedures
ii. Students with disabilities, (IEP/504)
1. May not have received needed educational and related services
iii.
Medically fragile students and students with special healthcare needs
1. Revise Individual Health Plans (IHP’s) to address current healthcare considerations
2. Work with interdisciplinary teams to address needs
3. Communicate with parents and healthcare providers to determine return to school status and modify IEP as
indicated
a. Use secure electronic forms and telehealth
4. Advocate as needed for home/remote instruction
a. CDC Children and youth with special healthcare needs in emergencies
d) Establish protocols for assessment of students with symptoms of COVID-19
i. Most common symptoms: fever, cough, and shortness of breath
ii. Children are less likely to have symptoms as compared to adults, and many have no clinical symptoms
iii. Reference: CDC Morbidity & Mortality Weekly Report (MMWR)
e) Establish protocols for disposition of students/staff demonstrating COVD-19 symptoms
i. Home- consider having students wear masks if coughing
1. Isolation for students during wait period
a. Some parents cannot miss work to pick up students
ii.
Healthcare provider – notify of symptoms in advance
iii.
Emergency Room – notify of symptoms in advance
iv.
911 EMS – notify of symptoms in advance
13. Work with Administrators and Facilities Director to separate sick from well visits to the Health Office
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VII. GUIDELINES FOR INSTRUCTIONAL STAFF WORKING FROM HOME
1.
2.
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3.
4.
5.

Elementary – Daily contact with your students (options for multiple modes depending on what works best for your
students).
Secondary – Regular contact with your students 2-3 times per week (options for multiple modes depending on what works
best for your students).
Good faith effort to provide appropriate instruction in your content area.
Be flexible with yourselves, students and parents.
Daily collaboration/planning with your co-teaching teams.

VIII. GUIDELINES FOR NON-INSTRUCTIONAL STAFF WORKING FROM HOME

Discuss with your supervisor what the expectations are in terms of project due dates and other deliveries.
Be clear on how your time and performance will be managed.
If there are specific times in the work day where family obligations may interfere with your availability to do work,
communicate those times clearly to your supervisor so that a flexible schedule can be arranged; or appropriate leave
balances are utilized.
4. Communicate early on any needs you have for technology in order to do your work efficiently.
5. Be on time for scheduled check-ins, team meetings or other virtual gatherings.
6. Use the visual camera or equivalent when engaged in a virtual conference.
7. Have multiple forms of contact information for your supervisor and any team mates or others with whom you will need to
communicate while away from the office.
8. If required to keep a log of work completed while working remotely, ensure that you are doing so on a regular basis and
submitting to your supervisor as requested.
9. Develop a schedule with your supervisor for any times that you will be expected to report to the office/worksite in person.
10. Maintain established protocols for responding to emails and phone messages in a timely manner.
11. Continue to monitor your district email and work text throughout the day.

D

1.
2.
3.
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IX. GUIDELINES FOR ADMINISTRATORS, DIRECTORS & SUPERVISORS
1.
2.
3.
4.

R
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T

5.

Before school opens coordinate staff roles & responsibilities and personal protective equipment (PPE). Be sure point of
contact and/or school office personnel are assigned to orientate substitute teachers and new staff on school health and
safety policies/procedures.
Inventory and obtain PPE and thermal thermometers.
Verify appropriate signage is posted: Handwashing in all restrooms and Cold/Cough/Sneeze etiquette posters in various
locations.
Social Distancing to be marked on floors and areas of congestion (six feet) to include auditorium seating marked off or
seats assigned based on necessity or event. Cafeteria times and seating may need to be re-evaluated to maintain safe
distancing.
Develop procedures to evaluate: Lockdown procedures for each classroom or office area, Shelter-In-Place (large hallway
areas), Evacuation Drill assembly meeting places (outdoors), Food serving, delivery or student separation and Classroom
configuration to accommodate safe distancing or limit classroom sizes.
Administrators, Directors and Supervisors should brief the school staff before opening of the school and arrival of students.
To reiterate the importance of reminding students to social distance, hand washing and what to do if they are not feeling
well.
In the event that an employee needs a mask or face covering, please ensure one is provided.
Ensure to spread out all workspaces for individuals to meet the social distancing requirement of 6 feet. If physical barriers
do not exist or cannot be made available, then staff should rotate work schedules using staggered shifts, every other day
models, to ensure social distancing with work-from-home and telecommuting allowable on that basis.
Dedicate personal work equipment and discourage staff from sharing devices, tools and other equipment whenever
possible.
Provide protective equipment and cleaning supplies to staff. Promote frequent hand washing and provide alcohol-based
hand sanitizer with at least 60% alcohol.
Be mindful of any staff who are from vulnerable populations and their potential need to work or continue to work from
home.
Supervisors must maintain confidentiality of any known personal health information of staff and any related
accommodations afforded to staff.
Maintain increased cleaning and disinfecting of surfaces, equipment and other elements of the work environment. Ensure
only EPA-approved disinfectants are used.
Encourage respiratory etiquette, including covering coughs and sneezes.
Avoid holding in-person meetings even when in proximity. Use email, teleconference or phone calls to communicate as
needed.
Contact the Human Resource Office should you have any employee related needs.

6.
7.
8.

9.

10.

12.
13.
14.
15.
16.
17.

X. TRAINING TOPICS

D

Training topics for staff should include:
● Changes to Emergency Drill protocols
● How to obtain PPE (e.g. face mask and disposable gloves) and hand sanitizer if needed
● How to properly wear a face masks (donning/doffing) and the differences (Cloth vs Surgical vs N95)
● How to properly remove & dispose of personal protective equipment (PPE) including face masks and disposable gloves
● Cleaning & Disinfection protocols
● Student Transportation & Parent Pick Up/Drop off
● Employee assistance programs (EAP) available
● Return to work procedures
o Medical monitoring
o Illness at work
o Health Office procedures (sick & well visits)
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XI. FUTURE CLOSING

D

R
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T

Check State and Local health department notices daily about transmission in the area and adjust operations
accordingly
● In the event a person is diagnosed with COVID-19 is determined to have been in the building and poses a risk to the
community, programs may consider closing for a short time (1-2 days) for cleaning and disinfection or as Federal and/or
State mandates dictate.
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APPENDIX A
CDC PERSONAL HEALTH ASSESSMENT FORM
This CDC form is for personal use only, by a parent/guardian or staff member, to conduct medical monitoring of a child or themselves. If you
have any of the symptoms listed below please contact your healthcare professional for guidance and do not send your child to school and
staff members should not report to work.

NAME: _____________________________________

DATE: ________________

(PLEASE PRINT)

R
AF
T

This list does not include all possible symptoms. The CDC will continue to update this list as they
learn more about COVID-19.
In the last 48 hours, have you had any of the following symptoms?
CHECK ALL BOXES BELOW THAT APPLY

□ Fever of 100.4℉ (38℃) or above, or
chills.

COMMENTS

DO NOT report to school or work. Please contact your healthcare
provider.

DO NOT report to school or work. Please contact your healthcare
provider.

□ Shortness of breath or trouble
breathing.

DO NOT report to school or work. Please contact your healthcare
provider.

□ Fatigue

DO NOT report to school or work. Please contact your healthcare
provider.

□ Muscle or body aches

DO NOT report to school or work. Please contact your healthcare
provider.

□ Headache

DO NOT report to school or work. Please contact your healthcare
provider.

□ New loss of taste or smell

DO NOT report to school or work. Please contact your healthcare
provider.

□ Sore throat

DO NOT report to school or work. Please contact your healthcare
provider.

D

□ Persistent Cough

□ Congestion or runny nose

DO NOT report to school or work. Please contact your healthcare
provider.

□ Nausea or vomiting

DO NOT report to school or work. Please contact your healthcare
provider.

□ Diarrhea

DO NOT report to school or work. Please contact your healthcare
provider.

□ None of the above

OK to report to school or work.
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APPENDIX B
HANDWASHING POSTER
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APPENDIX C
CDC CLEANING AND DISINFECTING GUIDELINES

https://www.cdc.gov/coronavirus/2019ncov/community/pdf/ReOpening_America_Cleaning_Disinfection_Decision_
Tool.pdf
DEVELOP YOUR PLAN DETERMINE WHAT NEEDS TO BE CLEANED.
Areas unoccupied for 7 or more days need only routine cleaning. Maintain existing cleaning practices
for outdoor areas.

R
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1

DETERMINE HOW AREAS WILL BE DISINFECTED.
Consider the type of surface and how often the surface is touched. Prioritize disinfecting frequently
touched surfaces.

3

CONSIDER THE RESOURCES AND EQUIPMENT NEEDED.
Keep in mind the availability of cleaning products and personal protective equipment (PPE)
appropriate for cleaners and disinfectants.

4

IMPLEMENT CLEAN VISIBLY DIRTY SURFACES WITH SOAP AND WATER prior to disinfection.

5

USE THE APPROPRIATE CLEANING OR DISINFECTANT PRODUCT.
Use an EPA-approved disinfectant against COVID-19, and read the label to make sure it meets your
needs.

6

ALWAYS FOLLOW THE DIRECTIONS ON THE LABEL. The label will include safety information
and application instructions. Keep disinfectants out of the reach of children.

7

MAINTAIN AND REVISE CONTINUE ROUTINE CLEANING AND DISINFECTION.
Continue or revise your plan based upon appropriate disinfectant and PPE availability. Dirty surfaces
should be cleaned with soap and water prior to disinfection. Routinely disinfect frequently touched
surfaces at least daily.

8

MAINTAIN SAFE PRACTICES such as frequent handwashing, using cloth face coverings, and
staying home if you are sick.

9

CONTINUE PRACTICES THAT REDUCE THE POTENTIAL FOR EXPOSURE. Maintain social
distancing, staying six feet away from others. Reduce sharing of common spaces and frequently
touched objects.

D

2

Follow guidance from state, tribal, local, and territorial authorities.
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APPENDIX C
CDC CLEANING AND DISINFECTING GUIDELINES (continued)

Is the area indoors?
NO

YES

Maintain existing cleaning practices. Coronaviruses will die
in hours to days in typical indoor and outdoor environments. Viruses
are killed more quickly in warmer temperatures & sunlight.

R
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Yes, it is indoors

Has the area been occupied within the last 7days?
NO

YES

The area has been unoccupied the
last 7 days. The area will only need
routine cleaning.

Yes, it has been occupied within the last 7 days

Is it a frequently touched surface or object?
NO

YES

Yes, it is a frequently touched surface or object

Throughly clean these materials. Consider
setting a schedule of routine cleaning &
disinfecting as appropriate.

What type of material is the surface or object?

Soft and porous materials like carpet, rugs or
materials in seating areas.

Visibly dirty surfaces should be cleaned prior to
disinfection.

Thoroughly clean or launder these materials.

D

Hard and non-porous materials like glass, metal or
plastic.

Consider removing these soft and porous
materials in high traffic areas. Disinfect materials
if appropriate products are available.

Consult EPA’s list of disinfectants for use against
COVID-19, specifically for use on hard and non-porous
materials. More frequent cleaning & disinfection is
necessary to reduce exposure.
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APPENDIX D
CDC FACE MASKS – UNDERSTANDING THE DIFFERENCE
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APPENDIX E
PUTTING ON A FACE MASK (DONNING) AND REMOVING A FACE MASK (DOFFING)
Ref. RegisteredNurseRN.com
PUTTING ON A FACE MASK (DONNING)

1.

3.
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2.

4.

5.

6.

D

REMOVING A FACE MASK (DOFFING)
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APPENDIX F
RESOURCES
New York State Department of Health
● Interim Cleaning & Disinfection Guidance for Primary and Secondary Schools for COVID-19.
https://sunypoly.edu/sites/default/files/health-alerts/COVID-19-School-Cleaning-Guidance-FINAL.PDF
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Center for Disease Control and Prevention:
● People who are at higher risk for severe illness:
https://www.cdc.gov/coronavirus/2019-ncov/need-extra-precautions/people-at-higher-risk.html
● Stress and Coping:
https://www.cdc.gov/coronavirus/2019-ncov/daily-life-coping/managing-stress-anxiety.html
● Use of Cloth Face Coverings to Help Slow Spread of COVID-19:
https://www.cdc.gov/coronavirum/2019-ncov/prevent-getting-sick/diy-cloth-face-coverings.html
● Guidance for Bus Transit Operators
https://www.cdc.gov/coronavirus/2019-ncov/community/organizations/bus-transit-operator.html
Other Sources:

D

RegisteredNurseRN.com:
● Putting on a Face Mask (Donning) and Removing a Face Mask (Doffing):
https://www.registerednursern.com/donning-and-doffing-ppe-nclex-review/:
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