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1.0 Plan Management 
 

1.01 Overview 
 
The purpose of this planning guide is to ensure the safe reopening of schools in September of 2020.1  This 
template was created with the most current assumptions and information as of the date of this publication. 
Most of the recommendations are based upon guidance from the Centers for Disease Control (CDC).  The 
CDC cautioned that their recommendations should be applied in a way that is “feasible, practical, acceptable, 
and tailored to the needs of each community.”  The district should consider CDC recommendations along 
with guidance and regulations from state and local health authorities as well as the severity of the spread of 
infection in the area.  
 
The district has affirmed via the NYSED portal that it has reviewed and understands the State-issued 
industry guidelines and must submit reopening plans, as outlined above and instructed below, prior to 
reopening.2 
 
As states in the northeast have released guidance, this information has been reconciled with this document. 
This plan is a living, breathing document in that plans remain in DRAFT form and revisions will be made 
regularly. We anticipate additional information over the coming weeks and months based on new research, 
which will be carefully reconciled with this plan.     
 
In addition to this plan, our website contains valuable links and other resources.  This website will be 
updated regularly, assuring you have the most up to date information available. 
 
 The planning framework was built on the following objectives: 

● Maintaining continuity of instruction 
● Keeping students and staff safe and healthy 
● Ensuring access and equity for all students 
● Survey input from stakeholders 

                                                
1 SED and DOH page 17: Districts/schools must engage with school stakeholders and community members (e.g., administrators, faculty, staff, 
students, parents/legal guardians of students, local health departments, local health care providers, and affiliated organizations, such as unions, 
alumni, and/or community-based groups) when developing health and safety reopening plans. District/school plan should identify the groups of 
people involved and engaged throughout the planning process. 
2 DOH, pg 17 & 22-Responsible Parties must affirm that they have reviewed and understand the State-issued industry guidelines and must submit 
reopening plans, as outlined above and instructed below, prior to reopening. 
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1.02 Phases (“Steps”) of Mitigation 
 
The following phases for reopening are contained in CDC Guidance for Schools.  Each phase must be 
planned for in advance by the school as it may be necessary to move between phases based on current health 
conditions. 
 
The core objectives of this CDC guidance includes: 
 

● Safety actions to implement Non-pharmaceutical Interventions (NPIs) 
○ Promote healthy hygiene practices 
○ Intensify cleaning, disinfection, and ventilation  
○ Ensure physical distancing 
○ Limit sharing 
○ Train all staff, students, and parents on NPIs and modified operational procedures 

 
● Health monitoring and screening 

○ Check for signs and symptoms 
○ Plan for when a staff, child, or visitor becomes sick 
○ Maintain healthy operations to monitor risk-reduction strategies are in use 

 
Step 1 - Substantial Spread:  Schools Closed (Remote Instruction) 

Schools that are currently closed will provide E-learning or distance learning opportunities for all students. 
The district will support the provision of student services such as school meal programs as feasible. Daycare 
may be provided to children of essential workers and who live in the local geographic area only.3   

In Step 1, the district will: 

● Implement distance/remote learning and provide essential meal services 
● Restrict only essential staff to report in-person to carry out functions that are deemed essential by the 

Superintendent 
● Leverage virtual tools and platforms wherever possible to conduct essential business functions and 

keep in-person reporting to an absolute minimum  
● Coordinate with local and state Department of Health officials 
● Participate in contact tracing efforts and specimen collection efforts as directed by local health 

officials (to the extent feasible) 
● Close off affected areas of the school building and if possible, wait 24 hours before cleaning and 

disinfecting 

 

 

                                                
3 SED, pg 19 District/school has written a plan for district/school run before and aftercare programs.  
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Step 2 - Schools Open: Minimal/Moderate Spread (Enhanced Distancing) 

In Step 2, the district will: 

● Remain open with enhanced social distancing measures  
● Reduce building density to allow for adequate social distancing 
● Use a Hybrid instruction Model  
● Cancel most extracurricular activities (e.g., sports, assemblies, dances, etc.) 
● Establish and maintain communication with local and state health officials 
● Participate in contact tracing efforts to the extent feasible as directed by local health officials (See 

Contact Tracing) 
● Isolate and disinfect impacted classrooms and spaces  

 
Step 3 - Schools Open: Low/No Spread (Cohort Groups) 

In Step 3, the district will: 

● Utilize normal class sizes but limit the interaction of classes with other groups (cohorts) 
● Limit gatherings in shifts - recess, cafeteria, and hallway passing 
● Assess group gatherings and events on an ongoing basis to consider if any events might put students, 

staff, or their families in close proximity to others and should be canceled. The district will consult 
with local health officials to help determine the best approach 

● Establish and maintain communication with local and state health officials 
● Participate in contact tracing efforts to the extent feasible as directed by local health officials (See 

Contact Tracing)4 
 

 

                                                
4 DOH-Responsible Parties are recommended to cohort students to the extent practicable to limit potential exposure. Faculty may instruct more than 
one cohort so long as appropriate social distancing is maintained. 
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1.03 CDC Guidelines Table 
 

 
District Reentry Plans should ensure compliance with safety guidelines. The following graphic provides a 
visual reference for CDC School Guidelines and how each relates to the functional areas of this plan.  
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1.04 Site Safety Monitors 
 

 
The district will establish a District-wide Safety Manager5 that will oversee continuous compliance with all 
aspects of this plan.  Enrique Catalan, Assistant Superintendent for Business, will serve as the District-wide 
Safety Manager. Each building administrator will serve as a Safety Monitor to ensure compliance with this 
plan in their respective buildings and report directly to the District-wide Safety Manager.6 
 
 

        
 
 

                                                
5 SED, pg 19 - District/school must designate a COVID-19 safety coordinator (administrator) whose responsibilities include continuous compliance 
with all aspects of the school’s reopening plan, as well as any phased-in reopening activities necessary to allow for operational issues to be resolved 
before activi- ties return to normal or “new normal” levels. 
6 DOH-Responsible Parties must designate a COVID-19 safety coordinator whose responsibilities include continuous compliance with all aspects of 
the school’s reopening plan, as well as any phased-in reopening activities necessary to allow for operational issues to be resolved before activities 
return to normal or “new normal” levels. 
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1.05 Policy and Procedure Modifications 
 

 
Implementation of recommended safety actions may require modification or addition of district policies and 
procedures.  Additional regulatory relief from State and Federal entities to address district-specific issues are 
anticipated as well. 
 
The district will continue to review policies and procedures to identify those which require revision or 
addition.  Additional district policy references can be found throughout this plan. 
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1.06 Human Resources 

 

 
● Develop a plan for the identified vulnerable population 

 
 
The district will implement the following actions: 
 

● COVID-19 federal leave information will be posted in all the buildings. 
○  (See the U.S. Department of Labor’s Employee Rights poster: https://bit.ly/39KllH4) 

 
● See also Persons at High Risk for the procedure to identify this population 
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2.0 Health and Safety 

 
2.01 Persons at High Risk 

 

 
● Identify staff and students who may be at higher risk for severe illness 

 
 
Currently, information indicates that older adults and people of any age who have serious underlying medical 
conditions might be at higher risk for severe illness from COVID-19. Those at high risk for severe illness 
from COVID-19 are people aged 65 years and older and people who live in a nursing home or long-term 
care facility. Those at high risk include people of all ages with underlying medical conditions, particularly if 
not well controlled, including: 
 

● People with chronic lung disease or moderate to severe asthma 
● People who have serious heart conditions 
● People who are immunocompromised −many conditions can cause a person to be 

immunocompromised, including cancer treatment, smoking, bone marrow or organ transplantation, 
immune deficiencies, poorly controlled HIV or AIDS, and prolonged use of corticosteroids and other 
immune weakening medications 

● People with severe obesity (body mass index [BMI] of 40 or higher) 
● People with diabetes 
● People with chronic kidney disease undergoing dialysis 
● People with liver disease 

 
The district will identify persons at high risk through survey tools, individual consultations and working with 
labor unions and associations.7 
 
 
 

                                                
7 SED, pg 18 District/school plan will provide accommodations to all students and staff who are at high risk or live with a person at high risk.  
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2.02 Screening and Monitoring 

 

● If feasible, conduct daily health checks of staff and students safely, respectfully, 
as well as in accordance with any applicable privacy laws or regulations. 

 
 
Screening 
 
In an effort to screen building occupants prior to their arrival at school, the district will implement the 
following screening procedures: 
 

● Staff will be encouraged to stay home if they are sick and parents to keep sick children home.8   
● All employees, parents, and regular contractors will be required to complete a mandatory health 

screening assessment including a temperature check prior to the start of each school day.  Employees 
and parents will be required to certify “No” to all of the following in order to be permitted access to 
school buildings:910 

○ If an individual presents a temperature of greater than 100.0°F, the individual must be 
denied entry into the facility, or sent directly to a dedicated area prior to being picked up or 
otherwise sent home11 

○ If they have had any COVID-19 symptoms in the past 14 days 
○ If they have had a positive COVID-19 test in the past 14 days 
○ If they had close contact with confirmed or suspected COVID-19 case in the  past 14 days 
○ If they have traveled out of state or to a location with known community spread 

● The district will use automation software to manage screenings as follows: 
○ Contacts will be required to certify “No” to all of the above questions with one click 
○ The school and nurse’s office will be notified of all contacts that do not respond prior to the 

start of school to follow up with the contact 
○ Contacts that reply “Yes” will be immediately prompted to stay at home 
○ The nurse will follow up with the contact and appropriate actions taken12 

 
 

                                                
8 SED, pg 18 District/school plan has a written protocol to instruct parents/guardians to observe for signs of illness in their child that require staying 
home from school. 
9 SED, pg 18; DOH, pg 19 District/school plan has a written protocol for daily temperature screenings of all students and staff, along with a daily 
screening questionnaire for faculty and staff and periodic use of the questionnaire for students. 
10 SED, pg 61 School bus drivers, monitors, attendants and mechanics shall perform a self-health assessment for symptoms of COVID-19 before 
arriving to work. If personnel are experiencing any of the symptoms of COVID-19 they should notify their employer and seek medical attention; 
11 DOH-Temperature checks should be conducted per U.S. Equal Employment Opportunity Commission or DOH guidelines. Specifically, all 
individuals must have their temperature checked each day – ideally, at home, prior to departing to school – before entering any school facility. If an 
individual presents a temperature of greater than 100.0°F,the individual must be denied entry into the facility, or sent directly to a dedicated area prior 
to being picked up or otherwise sent home. 
12 DOH, pg. 20-Responsible Parties must immediately notify the state and local health department about the case if diagnostic test results are positive 
for COVID-19. 
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2.03 Self-reporting Exposures and Infections 

 

● Communicate to staff and families importance of self-reporting symptoms and 
notification of exposures and closures 

● Inform those who have had close contact with a person diagnosed with COVID-
19 to stay home and self-monitor for symptoms and to follow CDC guidance if 
symptoms develop. If a person does not have symptoms, follow appropriate CDC 
guidance for home isolation. 

 
 
Prior to the opening of schools,  employees and families will be advised of the requirement that individuals 
who are alerted that they have come into close or proximate contact with a person with COVID-19 or have 
been alerted via tracing, tracking or another mechanism, are required to self-report to their employer at the 
time of alert and shall not be permitted to remain or return to the building until they have completed 
quarantine 
 
In the event a student or district employee reports testing positive for COVID-19 or is exposed to a 
person who tests positive for COVID-19: 
 

● The student or district employee should immediately notify the district by contacting: 
○ The nurse’s office at the school which they attend or work in 
○ If not assigned to any one school building, the employee should contact her/his immediate 

supervisor 
● If a student or staff tests positive for COVID-19, the district will immediately notify state and local 

health departments and cooperate with contact tracing efforts, including notification of potential 
contacts, such as workers or visitors who had close contact with the individual, while maintaining 
confidentiality required by state and federal law and regulations. 
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2.04 Management of Sick Persons 

 

● In the event a person 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 

● Work with school administrators, nurses, and other healthcare providers to 
identify an isolation room or area to separate anyone who exhibits COVID-like 
symptoms. School nurses and other healthcare providers should use Standard and 
Transmission-Based Precautions when caring for sick people 

● Safely transport anyone sick to their home or healthcare facility 
● Notify local health officials, staff, and families immediately of a possible case 

while maintaining confidentiality consistent with the Americans with Disabilities 
Act (ADA) and other applicable federal and state privacy laws 

 
 
In the event a person becomes ill with COVID-like symptoms while at school, the following procedure 
will be followed:13 
 

● Staff will be provided training on how to identify signs of illness in students and staff and the 
procedure to send symptomatic persons to the school nurse or other designated personnel in each 
building14  

● The person will be moved to a predetermined isolation room or area to separate anyone who exhibits 
COVID-like symptoms15 

● The person will be assessed by a registered nurse at the school16 
● Transportation arrangements will be made to transport the sick person home or to a healthcare 

facility17 
● Areas used by a sick person will be closed off and not used before cleaning and disinfection  
● When possible, custodial staff will wait 24 hours (or as long as possible) before cleaning and 

disinfecting the area (https://bit.ly/2D8kdBd) in accordance with procedures contained in this plan. 
If it is not possible to wait 24 hours, wait as long as possible. See also the Cleaning and Disinfecting 
section. 

 
                                                
13 SED, pg 19; DOH, pg 20 District/school plan has written protocol for actions to be taken if there is a confirmed case of COVID-19 in the school. 
14 SED, pg 18 http://www.nysed.gov/common/nysed/files/programs/reopening-schools/nys-p12-school-reopening-guidance.pdf 
15 SED, pg 18, DOH, pg 20  District/school plan has written protocol requiring students or staff with a temperature, signs of illness, and/or a positive 
response to the questionnaire to be sent directly to a dedicated isolation area where students are supervised, prior to being picked up or otherwise sent 
home.  
16 SED, pg 18  District/school plan requires that ill students and staff be assessed by the school nurse (registered professional nurse, RN) or medical 
director and that if a school nurse or medical director is not available, ill students and staff will be sent home for follow up with a healthcare provider. 
17 SED, pg 18; DOH pg 20 District/school plan has written protocol requiring students or staff with a temperature, signs of illness, and/or a positive 
response to the questionnaire to be sent directly to a dedicated isolation area where students are supervised, prior to being picked up or otherwise sent 
home.  
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● Persons who had close contact with a person diagnosed with COVID-19 will be advised to stay 
home and self-monitor for symptoms and to follow CDC guidance if symptoms develop 
(https://bit.ly/39VYWqJ) . If a person does not have symptoms, they will be instructed to follow 
appropriate CDC guidance for home isolation 

● Sick staff members and children will be advised not to return until they have met CDC criteria to 
discontinue home isolation (https://bit.ly/2PfFbkm) 

● The District will consult with the local health department regarding the current Local Hospital 
Capacity (https://on.ny.gov/39Hvl46) when making decisions on school closures18 
 

In the event that the school is notified that an employee or student has been exposed to COVID-19 and are 
quarantined, or if a family member has been diagnosed with or presumed to have COVID-19 and/or is 
being isolated, the following procedure will be followed: 
 

● Personnel and students with known exposure to someone with diagnosed or presumed COVID-19 
will be instructed to self-quarantine at home for 14 days 

● If a student is excluded from school due to COVID-19 symptoms or has had a positive COVID-19 
test, his or her siblings or other students living in the same household will be questioned, and if they 
exhibit symptoms, they will also be excluded from school. If they do not exhibit symptoms, they 
may still be excluded from school and asked to self-quarantine. 

● The custodial staff will be informed so that all desks, lockers, and workspaces of the person are 
thoroughly disinfected. If the school is not open when notification occurs, the custodial staff will 
wait 24 hours or as long as possible prior to disinfecting and instead will block off the area so that 
others do not have contact. However, if that is not possible or school is in session, the cleaning will 
occur immediately. 

 
School Districts  must develop protocols for asthma-related acute respiratory treatment care using up to date 
standard of care: 19 

● Nebulizer treatments and suctioning are identified by the CDC as aerosol-generating procedures 
requiring a N-95 mask fitted to the healthcare worker;  

● Consult with students’ healthcare providers for alternate asthma medication delivery systems; and 
● Consult with school maintenance and facilities department for environmental controls 

 

                                                
18 SED, pg 17 Districts/schools must review and consider the number of students and staff allowed to return in 
person. These factors should be considered when determining resumption of in person instruction: 
19 DOH, pg 21 - Responsible Parties must develop protocols for asthma-related acute respiratory treatment care using up to date standard of care: 
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2.05 Contact Tracing 
Contact Tracing Assessing and informing those with potential exposure is a fundamental control strategy for 
minimizing spread within a group or camp population. CDC defines close contact as interactions within 6 
feet for more than 15 minutes. 
 
In an effort to determine the potential or confirmed case’s contacts with other students or staff members over 
the previous two or more days, the district will assist the local Department of Health including notification of 
potential contacts, such as students, staff or visitors who had close contact with the individual, while 
maintaining confidentiality required by state and federal law and regulations. 
 

● School health staff will utilize general principles of contact tracing to begin closely monitoring other 
potentially exposed individuals 

● Health staff will receive awareness contact tracing training 
 
School Districts will  identify clearly defined measures that will serve as warning signs that the level of 
COVID-19 transmission may be increasing in the school setting beyond an acceptable level, as defined by 
state and local health departments. 20 

● School health staff will consult with the local health department if/when COVID-19 cases are 
discovered at school, including closing areas or classes where individuals were infected or more 
broadly the entire school 

● The school may choose to modify operations prior to instituting school-wide closures to help 
mitigate a rise in cases 

 
 
 
 
 
 
 
 
 
 
 
 
 

                                                
20 DOH, pg 21 - School Districts will  identify clearly defined measures that will serve as warning signs that the level of COVID-19 transmission 
may be increasing in the school setting beyond an acceptable level, as defined by state and local health departments.  
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2.06 Returning to School 

 

● Advise sick staff members and children not to return until they have met CDC 
criteria to discontinue home isolation. 

 
The following procedure will be followed for allowing persons to return to school following illness or 
diagnosis of a confirmed case of COVID-19 or following quarantine.21 
 
Once a student or employee is excluded from the school environment, they may return if they satisfy the 
recommendations of the CDC and their return is coordinated with the local health department. Currently, 
those guidelines are:  
 
1. Untested: Persons who have not received a test proving or disproving the presence of COVID-19 

but experience symptoms may return if the following three conditions are met:  
a. They have not had a fever for at least 72 hours (that is three full days of no fever without the 

use of medicine that reduces fevers); and 
b. Other symptoms have improved (for example, when your cough or shortness of breath have 

improved); and  
c. At least ten (10) calendar days have passed since your symptoms first appeared 

  
2. Tested: Persons who experienced symptoms and have been tested for COVID-19 may return to 

school if the following three conditions are met:  
a. They no longer have a fever (without the use of medicine that reduces fevers); and  
b. Other symptoms have improved (for example, when your cough or shortness of breath have 

improved); and  
c. They have received two negative tests in a row, at least 24 hours apart 

 
3. Tested with no symptoms: Persons who have not had symptoms but test positive for COVID- 19 

may return when they have gone ten (10) calendar days without symptoms and have been released 
by a healthcare provider.  

 
Students may also return if they are approved to do so in writing by the student’s health care provider.  

 
 

 
 

                                                
21 SED, pg 19 District/school plan has written protocol that complies with CDC guidance for the return to school of students and staff following 
illness or diagnosis of confirmed case of COVID-19 or following quarantine due to contact with a confirmed case of COVID-19. Return to school 
will be coordinated with the local health department. 
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2.07 Healthy Hygiene Practices 

 

● Implement and maintain a Stop the Spread campaign that includes reinforcing 
washing hands and covering coughs and sneezes among children and staff.  

 
 
The following healthy hygiene practices will be in place at all district buildings:22 
 

● Alcohol-based hand sanitizer containing 60% or more alcohol for areas where hand washing is not 
available/practical, including throughout common areas of all school buildings 

● Signage will be installed near hand sanitizer stations indicating that “visibly soiled hands should be 
washed with soap and water” as hand sanitizer is not effective on visibly soiled hands 

● Employees, students, and visitors will be required to perform hand hygiene as follows:  
○ Arrival at the building 
○ Departure from the building (visitors will be encouraged) 
○ Before and after eating or handling food 
○ Before and after administering medication 
○ After using the toilet or helping a child use the bathroom 
○ After coming in contact with bodily fluid 
○ After playing outdoors or in sand 
○ After handling garbage 

● Posters describing hand washing steps will be installed near sinks 
● Additional receptacles will be placed around the facility for the disposal of soiled items including 

PPE 
● Additional practices are listed in each applicable section in the Operations section of this plan 
● The district will remind individuals that alcohol-based hand sanitizers can be flammable and may not 

be suitable for certain areas in school facilities and on school grounds23 
 

 
 
 
 
 

                                                
22 SED, pg 18 District/school plan has written protocol and appropriate signage to instruct staff and students in correct hand and respiratory hygiene.  
23 DOH-Responsible Parties should remind individuals that alcohol-based hand sanitizers can be flammable and may not be suitable for certain areas 
in school facilities and on school grounds. 
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2.08 Face Coverings 

 

● Implement and maintain a Stop the Spread campaign that includes reinforcing 
washing hands and covering coughs and sneezes among children and staff.  

 
 
The following procedures regarding face coverings will be in place at all district buildings: 
 

● Any time or place that individuals cannot maintain appropriate social distancing, individuals must 
wear acceptable face coverings24 

● Acceptable face coverings for COVID-19 include but are not limited to cloth-based face coverings 
(e.g., homemade sewn, quick cut, bandana), and surgical masks that cover both the mouth and nose. 
Face shields worn without other face coverings are not considered adequate protection or source 
control against COVID-19 and should only be used in conjunction with an acceptable face 
covering25 

● Cloth-based face coverings or disposable masks shall not be considered acceptable face coverings 
for workplace activities that require a higher degree of protection for PPE due to the nature of the 
work. For those types of activities, N-95 respirators or other PPE used under existing industry 
standards should continue to be used, in accordance with OSHA guidelines26 

● The district will provide employees disposable face masks at no cost when needed. The district will 
also provide students disposable face masks on an as needed basis if they cannot provide their own. 
27 

● The district will stay in communication with their supply vendors to ensure they can obtain and 
provide an adequate supply of disposable 3-ply face coverings for school staff, students who forget 
their masks, and PPE for use by school health professionals28 

● Face coverings are to be worn by staff and encouraged for students (particularly older students) 
where feasible29  

                                                
24 DOH-Any time or place that individuals cannot maintain appropriate social distancing, individuals must wear acceptable face coverings. 
25 DOH-Acceptable face coverings for COVID-19 include but are not limited to cloth-based face coverings (e.g., homemade sewn, quick cut, 
bandana), and surgical masks that cover both the mouth and nose. Face shields worn without other face coverings are not considered adequate 
protection or source control against COVID-19 and should not be used. 
26 DOH-However, cloth-based face coverings or disposable masks shall not be considered acceptable face coverings for workplace activities that 
require a higher degree of protection for PPE due to the nature of the work. For those types of activities, N-95 respirators or other PPE used under 
existing industry standards should continue to be used, in accordance with OSHA guidelines. 
27 DOH-Responsible Parties must allow students, faculty, and staff to use their own acceptable face coverings, but cannot require faculty and staff to 
supply their own face coverings. Further, this guidance shall not prevent employees from wearing their personally owned protective coverings (e.g., 
surgical masks, N-95 respirators, face shields), as long as they adhere to the minimum standards of protection for the specific activity.  
28 SED, pg 18 District/school has a plan for obtaining and maintaining adequate supplies of cloth face coverings for school staff, students who forget 
their masks, and PPE for use by school health professionals. 
29 DOH-Face coverings are strongly recommended at all times, except for meals and instruction with appropriate social distancing. However, 
Responsible Parties can require face coverings at all times, even during instruction; and it is strongly recommended in areas with higher rates of 
COVID-19 community infection. o Responsible Parties requiring the wearing of face coverings by students at all times will need to consider and 
address developmental appropriateness, feasibility, and ability to implement such policy in a safe, consistent manner. 
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● Face masks will be required by age-appropriate students at arrival and dismissal, during hallway 
transitions and other building movements, on school buses, and where distancing is not possible30 

● Face coverings must be cleaned or replaced after use or when damaged or soiled, may not be shared, 
and should be properly stored or discarded 

● Face shields and smocks will be utilized by staff when required to be in close contact with students 
where there is a high risk of transmission of bodily fluids 

● Students who are unable to medically tolerate a face covering, including students where such 
covering would impair their physical health or mental health will not be subject to the required use 
of a face covering31 

● Each school in the district will instruct staff to provide mask breaks as needed 32 
● The district will provide guidance to all students, faculty, and staff on how to adequately put on, take 

off, clean (as applicable), and discard PPE, including but not limited to, appropriate face coverings. 
This training will be extended to contractors and vendors, if the district will be supplying the 
contractors and vendors with PPE.33 See the Training Section. 

 

                                                
30 DOH-All individuals in school facilities and on school grounds must be prepared to put on a face covering if another person unexpectedly cannot 
socially distance; and for this reason, individuals – including students – must wear face coverings in common areas, such as entrances/exits, lobbies, 
and when traveling around the school. 
31 DOH-Students who are unable to medically tolerate a face covering, including students where such covering would impair their physical health or 
mental health are not subject to the required use of a face covering. 
32 SED, pg 18 District/school plan has written protocol regarding students taking mask breaks.  
33 DOH-Responsible Parties must train all students, faculty, and staff on how to adequately put on, take off, clean (as applicable), and discard PPE, 
including but not limited to, appropriate face coverings. This training should be extended to contractors and vendors, if the Responsible Parties will be 
supplying the contractors and vendors with PPE. 
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2.09 Stop the Spread of COVID-19 Signage 

 

● Install signage on how to Stop the Spread of COVID-19, properly wash hands, 
promote everyday protective measures, and properly wear a face covering. 

 
 
The district will install CDC-provided  signage at multiple locations around each school building to: 
 

● Instruct building occupants on the proper way to wash hands 
● How to use an acceptable face covering when unable to maintain social distancing 
● How to put on, take off and properly wear, discard and store PPE 
● How to engage in good daily hygiene measure 
● To stay home if they feel sick 
● How to report symptoms of exposure to COVID-1934 

 
 
 
 
 
 
 

                                                
34 DOH-Responsible Parties must post signs throughout the school and should regularly share similar messages with the school community, 
consistent with DOH COVID-19 signage regarding public health protections against COVID-19. Responsible Parties can develop their own 
customized and age appropriate signage specific to their school or educational setting, provided that such signage is consistent with the Department’s 
signage. Signage should be used to remind individuals to: o Stay home if they feel sick. o Cover their nose and mouth with an acceptable face 
covering when unable to maintain social distance from others or in accordance with any stricter policy implemented by the school. o Properly store 
and, when necessary, discard PPE. o Adhere to social distancing instructions. o Report symptoms of, or exposure to, COVID-19, and how they should 
do so. o Follow hand hygiene, and cleaning and disinfection guidelines. o Follow respiratory hygiene and cough etiquette. 
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2.10 Social Distancing 

 

● Promote social distancing throughout school operations. 

 
 
All building occupants will be required to maintain social distancing of at least 6’ from one another.  In those 
instances where social distancing is not possible, face masks will be worn.  Additionally, Personal Protective 
Equipment may also be necessary.35 36 37 
 
In order to determine how many students can fit in instructional spaces, the district will utilize the following 
method38: 
 

1. Measure and record the room dimensions  
2. Subtract any square footage taken up by furnishings 
3. Divide the available space by 44 square feet per person to allow for students to have 3 feet of 

personal space and 6-foot perimeter of socially distanced space when possible 
4. Reserve one of the available spaces for a teacher and another for an instructional aide if necessary  

 
In order to accommodate social distancing in each school building, the district will take the following 
General actions, which are detailed throughout the Operations section of this plan: 
 

● Some large common areas such as cafeterias, auditoriums and gymnasiums may be repurposed as 
instructional and/or functional spaces to accommodate a larger number of students in the same class. 

● Furnishings may be removed from rooms to maximize capacity 
● Outdoor or off-site spaces may be utilized as appropriate.  Isolation rooms will be designated in each 

school building for health screenings (see Health and Safety Section) 
● School Districts will ensure that a distance of twelve feet in all directions is maintained between 

individuals while participating in activities requires projecting the voice (e.g., singing), playing a 
wind instrument, or aerobic activity resulting in heavy breathing (e.g., participating in gym classes)39 

                                                
35 SED- Districts/schools must review and consider the number of students and staff allowed to return in person. These factors should be considered 
when determining resumption of in person instruction: Ability to maintain appropriate social distance, PPE and cloth face mask availability 
36 SED, pg 18  District/school plan has written protocol to ensure all persons in school buildings keep social distance of at least 6 feet whenever 
possible.  
37 DOH- Responsible Parties must ensure that appropriate social distancing is maintained between individuals while in school facilities and on school 
grounds, inclusive of students, faculty, and staff, unless safety or the core activity (e.g., instruction, moving equipment, using an elevator, traveling in 
common areas) requires a shorter distance or individuals are of the same household. 
38 Council on School Facilities and Cooperative Strategies 
39 DOH-Responsible Parties should ensure that a distance of twelve feet in all directions is maintained between individuals while participating in 
activities requires projecting the voice (e.g., singing), playing a wind instrument, or aerobic activity resulting in heavy breathing (e.g., participating in 
gym classes). 
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● The district will limit gathering in small spaces (e.g., elevators, supply rooms, faculty offices) by 
more than one individual at a time, unless all individuals in such space at the same time are wearing 
acceptable face coverings or are members of the same household. However, even with face 
coverings in use, occupancy will not exceed 50% of the maximum capacity of the space, unless it is 
designed for use by a single occupant.40 
 
 

 
 

 

                                                
40 DOH-Responsible Parties should limit gathering in small spaces (e.g., elevators, supply rooms, faculty offices) by more than one individual at a 
time, unless all individuals in such space at the same time are wearing acceptable face coverings or are members of the same household. However, 
even with face coverings in use, occupancy should not exceed 50% of the maximum capacity of the space, unless it is designed for use by a single 
occupant. 
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3.0 Operations 
 

3.01 Transportation 
 ● Create social distance between children on school buses where possible 

● Clean and disinfect frequently touched surfaces within the school and on school 
buses at least daily 
 

 
 
In order to maintain social distancing, district buses will need to operate at reduced capacity and students and 
the driver will need to utilize Personal Protective Equipment.  The following are other safety actions that will 
be taken: 
 

● Students should social distance (six feet separation) on the bus whenever possible41 
● Students, school bus drivers, monitors, attendants and mechanics will be required to wear face 

masks/coverings prior to boarding the bus unless they have been provided a medical exemption42 43 
● Students arriving at the bus without a mask will be provided one. Students not able to wear a mask 

due to health reasons will be transported on a vehicle allowing for social distancing 
● Students will be encouraged to find alternative modes of transportation if possible (e.g., walking or 

parent drop off) to reduce bus occupancy 
● Weather permitting, drivers will increase bus ventilation by opening the top hatches of buses or 

opening windows 
● CSEA Unit members will complete a health questionnaire prior to reporting to work each day. This 

information will be documented and reported to the Transportation Supervisor. Infrared 
Thermometers have been purchased and will be used to do random temperature screenings of drivers 
and mechanics. 

● Any staff member with an elevated temperature or symptoms of COVID19 will be sent home and 
required to follow up with their personnel physician 

● Drivers will wear a mask and face shield when students are loading and unloading 
● Chauffeurs and Co-Chauffeurs will wear masks and face shields when students are loading and 

unloading 
● Co-Chauffeurs will wear gloves, face shields and masks when interacting with students on the van 

                                                
41 SED, pg 62 Students must social distance (six feet separation) on the bus; 
42 SED, pg 60 Students who are able will be required to wear masks and social distance on the bus; 
43 SED, pg 61 School bus drivers, monitors, attendants and mechanics must wear a face covering along with an optional face shield; 



 
 

 

 
 

24 

● Parents will be responsible to check the child's temperature and general health prior to reporting to 
the bus stop 

● Drivers will have a clipboard with a student roster for each route and drivers will check off the 
students riding their bus when arriving at each school. This is to assist with contact tracing should it 
be necessary 

● Drivers will keep roof hatches open and windows open as weather permits. This will increase air 
flow throughout the bus 

● Students arriving at the bus without a mask will be provided one. Students not able to wear a mask 
due to health reasons will be transported on a vehicle allowing for social distancing. 

● Students will sit in assigned seats. Index cards will be posted at each seat being used. Seats will be 
marked with an “X” so students do not sit there. 

● School buses will not be equipped with hand sanitizer due to its combustible composition and 
potential liability to the carrier or district. School bus drivers, monitors and attendants must not carry 
personal bottles of hand sanitizer with them on school buses.44 

● Boarding children will occupy seats from back to front, where feasible 
● Wheelchair school buses will be configured to ensure social distancing of 6 feet45 
● Field trips and other extracurricular activities requiring bus use may be suspended 
● Bus drivers will be required to conduct pre and post-trip inspections to include the cleaning of high 

use areas of the bus, (e.g., steering wheel, handles, seatbacks, etc.)46 
● Drivers will be required to complete a checklist after each cleaning, which should be forwarded to 

the district’s Director of Transportation 
● Drivers will maintain a passenger log for each run to assist will contact tracing when needed 
● Whenever possible, a single driver will be assigned to the same bus and same routes to minimize 

mixing  
● The district will communicate with parents and students regarding the need to minimize the mixing 

of children from different households at bus stops and adhere to proper distancing when boarding 
school buses  

● The district will fulfill existing mandates regarding the safe and effective transportation of students 
who are homeless (McKinney-Vento), in foster care, have disabilities and attend non-public schools 
and charter schools 47 

● Transportation staff (drivers, monitors, attendants, mechanics and cleaners) will be provided initial 
training and provided periodic refreshers on the proper use of personal protective equipment and the 
signs and symptoms of COVID-1948 

                                                
44 SED, pg 60 School buses shall not be equipped with hand sanitizer due to its combustible composition and potential liability to the carrier or 
district. School bus drivers, monitors and attendants must not carry personal bottles of hand sanitizer with them on school buses; 
45 SED, pg 60 Wheelchair school buses must configure wheelchair placement to ensure social distancing of 6 feet. 
46 SED, pg. 60 All buses (conforming and non-conforming to Federal Motor Carrier Safety Standards, as well as type A, C or D) which are used 
every day by districts and contract carriers must be cleaned/ disinfected once a day. High contact spots must be wiped down after the am and pm run 
depending upon the disinfection schedule. (For example, some buses might be cleaned between the am and pm runs while other buses may be 
cleaned/disinfected after the pm run);  
47 SED, pg. 59-60 School districts and other applicable schools are expected to fulfill existing mandates regarding the safe and effective 
transportation of students who are homeless (McKinney-Vento), in foster care, have disabilities and attend non-public schools and charter schools. 
Although meeting these obligations will certainly pose challenges, these expectations continue to be in place. Districts and other applicable schools 
should plan accordingly.  
48 SED, pg 61 Transportation staff (drivers, monitors, attendants, mechanics and cleaners) will be trained and provided periodic refreshers on the 
proper use of personal protective equipment and the signs and symptoms of COVID-19; 



 
 

 

 
 

25 

● Transportation departments will be provided Personal Protective Equipment such as masks and 
gloves for drivers, monitors and attendants in buses as well as hand sanitizer for all staff in their 
transportation locations such as dispatch offices, employee lunch/break rooms and/or bus garages49 

● Drivers, monitors and attendants who must have direct physical contact with a child will wear 
gloves50 

● Students who do not have a mask will not  be denied transportation and will be provided a mask 51 
● Students with a disability which would prevent them from wearing a mask will not be forced to do 

so or denied transportation52 
 

 
 

                                                
49 SED, pg 61 Transportation departments/carriers will need to provide Personal Protective Equipment such as masks and gloves for drivers, 
monitors and attendants in buses as well as hand sanitizer for all staff in their transportation locations such as dispatch offices, employee lunch/break 
rooms and/or bus garages. 
50 SED, pg 61 Drivers, monitors and attendants who must have direct physical contact with a child must wear gloves. 
51 SED, pg 61 Students who do not have a mask can NOT be denied transportation; 
52 SED, pg 61 Students with a disability which would prevent them from wearing a mask will not be forced to do so or denied transportation. 
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3.02 Arrival and Dismissal 

 

● Stagger arrival and drop-off times or locations, or put in place other protocols to 
limit close contact with parents or caregivers as much as possible 

 
 

To reduce close contact of persons entering and exiting the building, the district will: 
 

● Stagger arrival times of both buses and parent transportation to reduce density  
● Each school building will establish designated areas for student drop-off and pick-up, limiting 

contact and entry of parents/legal guardians into the building, to the greatest extent possible53 
● Utilize multiple supervised points of entry into each school building to reduce bottlenecks, close 

contact and hallway travel to classrooms54 
● Require face masks to be worn by students, staff, and parents during the arrival and dismissal 

process 
● Implement a detailed traffic management plan to include: 

○ Separate parent drop off/pick up locations 
○ Consideration for multiple, supervised building points of entry. Schools should be prepared 

for an increased number of parents transporting their own children to and from school due to 
health concerns. The school should conduct several surveys leading up to the school 
reopening to gauge parents’ transportation plans 

● Provide hand sanitizer at all entrances to the facility and require students, employees, and visitors to 
clean their hands upon entry.  Frequent hand washing is more effective than the use of hand 
sanitizers. 

○ Children under age nine should only use hand sanitizer when supervised by an adult. Call 
Poison Control if consumed: 1-800-222-1222.   

 
 
 
 
 
 
 
 
 

                                                
53 DOH-Responsible Parties should establish designated areas for student drop-off and pick-up, limiting contact and entry of parents/legal guardians 
into the building, to the greatest extent possible. 
54 DOH-Responsible Parties should consider staggered arrival and pick-up times to facilitate proper social distancing, and assign lockers or other 
student storage areas by cohort or eliminate their use. However, students should not carry an unreasonable number of books or materials throughout 
the day. 
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3.03 Visitor Management 
 

 

● Stagger arrival and drop-off times or locations, or put in place other protocols to 
limit close contact with parents or caregivers as much as possible 

 
 

A modified visitor management process will be utilized at all school buildings as follows: 
 

● Only essential visitors, including parents, will be permitted into the school buildings 
● Essential visits consist of: 

○ Pre-scheduled meetings that cannot be handled virtually. Parents will be provided the 
opportunity to meet with school personnel virtually via Google Meet or Zoom including 
parent/teacher conferences, which should be limited to virtual meetings 

○ Picking up of sick persons 
○ Other visits deemed essential by the school administration 

● All persons entering the building will be required to wear face masks prior to being permitted entry 
into the building. Disposable masks will be provided to visitors for exigent circumstances  (see 
Screening and Monitoring) 

● Visitors will be required to clean their hands with sanitizer prior to the check-in process 
● Touchless sanitizer dispensers will be installed at building entrances, check-in locations and any 

delivery locations such as loading docks 
● Signage will be displayed to designate places where visitors should wait to be checked in 
● Barriers will be installed at check-in locations where it is necessary to physically separate building 

service staff from visitors during the check-in process  
○ Note: Plexiglass barriers are not permissible as they violate fire code (see NYSED guidance: 

https://bit.ly/3glkShk 
● Visitors will be required to answer mandatory screening questions, and access declined when 

indicated. This will also assist contact tracing when needed (see Screening and Monitoring) 
● Visitors will display identification to verify the name and ask the visitor to wear a visitor badge to 

their outermost garment 
● Visitors will be required to clean their hands with hand sanitizer upon completion of the check in 

process 
● Contractors shall be required to wear PPE when moving through the building and where 6’ 

distancing is not possible  
● Drop off procedures will be modified as follows 
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3.04 Room Designation
 

Room designations will be used to stagger building movement for several functions including: 
● Dismissal 
● Class changes 
● Lunch 
● Recess 
● Other functions as deemed necessary 

 
The following procedure will be followed: 

● Classrooms will be designated using a unique identifier  
● Classroom designations will be utilized for: 

○ Staggered Class transitions (hallway movement) 
○ Staggered lunch pickups from the cafeteria 
○ Staggered dismissal 
○ Staggered outdoor activities as appropriate 

 
 

 
 
 
 
 



 
 

 

 
 

29 

3.05 Classrooms 

 

● Implement and maintain a Stop the Spread campaign that includes reinforcing 
washing hands and covering coughs and sneezes among children and staff 

● Ensure that student and staff groupings are as static as possible by having the 
same group of children stay with the same staff as much as possible 

● Keep each child’s belongings separated from others’ and in individually labeled 
containers, cubbies, or areas and taken home each day and cleaned, if possible 

● Restrict mixing between groups as much as possible 
● Space seating/desks to at least six feet apart 
● Ensure adequate supplies to minimize the sharing of high touch materials to the 

extent possible (art supplies, equipment, etc. assigned to a single student) or limit 
the use of supplies and equipment by one group of children at a time and clean 
and disinfect between use 

 
 
All Students 
 

● Desks will be spaced to allow for 6’ distancing of students  
● Students will not share supplies 
● Hand washing will be required at regular intervals.  
● Use of shared equipment will be limited and when necessary, cleaned between each use 
● Physical education will utilize a curriculum that allows for social distancing and students will be 

encouraged to spread out  
● Teachers will utilize outdoor spaces for instruction whenever possible, however, this will likely be 

limited in scope 
● The school will attempt to assign lockers or other student storage areas by cohort or eliminate their 

use. However, students should not carry an unreasonable number of books or materials throughout 
the day.55 

 
Grade K-5 Students 
 

● Classes will remain in their assigned rooms for the majority of the school day 
● Class groups will not be allowed to mix with other class groups  
● Children’s books and other paper-based materials are not considered high risk for transmission and 

do not need additional cleaning or disinfection 
● Each school will consider virtual formats for guest speakers and reading programs 

 
Grade 6-12 Students 
 

● Schools may utilize larger spaces (e.g.,music, multi-purpose rooms) for instruction to allow for 
larger class sizes while still providing adequate distancing.56 

                                                
55 DOH-Responsible Parties should consider staggered arrival and pick-up times to facilitate proper social distancing, and assign lockers or other 
student storage areas by cohort or eliminate their use. However, students should not carry an unreasonable number of books or materials throughout 
the day. 
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3.06 Hallways and Stairways 
Strategic movement and a reduction density in hallways and stairways (to the degree possible) will allow for 
appropriate distancing.  The district will take the following safety actions 

 
 
 

● Face masks will be worn when students and staff are moving throughout the building 
● Announcements may be made to release classes in a staggered manner to reduce density in hallways 

during class changes 
● The School District will take additional measures to prevent congregation in elevator waiting areas 

by perhaps enabling the use of stairs 
 

                                                                                                                                                            
56 DOH-Responsible Parties are strongly encouraged to (1) modify or reconfigure spaces and areas, and/or (2) restrict the use of classrooms and other 
places where students, faculty, and staff gather (e.g., lockers, cubbies, entryways, hallways), so that individuals can be socially distanced (e.g., side-
to-side and when facing one another), and are not sharing workstations, desks, tables, or other shared surfaces without cleaning and disinfection 
between use. 11 o If Responsible Parties are using a cohort model, cleaning and disinfection may be performed in between each group’s use instead 
of individual’s use. 
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3.07 Restrooms 

 

● Implement and maintain a “Stop the Spread” campaign that includes reinforcing 
washing hands and covering coughs and sneezes among children and staff. 

 
 
The district will take the following safety actions to conform with the above CDC guideline: 
 

● The number of people permitted in bathrooms at one time will be restricted  
● Each school may consider the use of scheduled restroom usage to maintain separate classrooms or 

student groups 
● Some toilets/sinks may be taped off to promote distancing during bathroom use 
● Signs asking employees to wash hands before and after using the restroom will be installed 
● Paper towels will be made available and any hand air dryers disconnected or taped-off  
● The number of students in a restroom at any given time will be limited 
● Frequent cleaning of restrooms will be required 
● The district will Install touchless plumbing fixtures where possible 
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3.08 Cafeteria 

 

● Disinfect cafeteria in between use 
● If possible, have pre-packaged boxes or bags for each student 
● Avoid sharing of foods and utensils 

 
 
The district will take the following safety actions: 
 

● Grab and Go lunches will either be delivered to classrooms or provided in a staggered manner 
● All Food Items will be individually packaged single use, disposable 
● Utensils will be individually wrapped 
● Should cafeterias be needed, the following safety actions will be implemented: 

○ Distancing 
■ Cafeterias will have reduced capacity based to allow for distancing and limiting the 

number of people who can sit together 
■ Seating capacity will be reduced to ensure distancing between tables 
■ Physical distancing will be required while on service lines 
■ Appropriate signage for social distancing   

 
○ Limit Sharing 

■ Self-serve food items will be removed 
■ Hot and cold food bars with open food items and communal serving stations will be 

eliminated 
■ Dinnerware/drink ware will be removed from communal spaces and only issue as 

needed57 
Food Service: 
                       . Food will be offered to all children in school and pick up available for children remote    
                         Learning 
                       . All parents will need to use myschoolbucks to pay for meals, no cash will be taken 
                       . Teachers will assist in taking children's food orders in elementary school 
                       . Signage will be posted in all classrooms for allergies  
 
 
 
Cleaning and Disinfection 

                                                
57 DOH-Responsible Parties must ensure social distancing between individuals while eating in school cafeteria. If not feasible, meals may be served 
in alternate areas (e.g., classrooms) or in staggered meal periods to ensure social distancing and proper cleaning and disinfection between students. o 
Responsible Parties must prohibit sharing of food and beverages (e.g., buffet style meals, snacks), unless individuals are members of the same 
household. Adequate space should be reserved for students, faculty, and staff to observe social distancing while eating meals. 
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○ Kitchen areas should be cleaned and disinfected on a daily basis 
○ Kitchen equipment should also be cleaned on a routine basis 
○ All  staff will wear appropriate PPE, gloves, masks 
○ Aramark employees will complete a health questionnaire prior to reporting to work each 

day. This information will be documented and reported to the Director of Food Services. 
Infrared Thermometers have been purchased and will be used to do random temperature 
screenings of all staff. 

○ Any staff member with an elevated temperature or symptoms of COVID19 will be sent 
home and required to follow up with their personnel physician 
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3.09 Faculty Break Rooms 
The use of faculty rooms will be restricted.  
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3.10 Office Spaces 

 

● Stagger arrival and drop-off times or locations, or put in place other protocols to 
limit close contact with parents or caregivers as much as possible 

● Implement and maintain a Stop the Spread campaign that includes reinforcing 
washing hands and covering coughs and sneezes among children and staff 

 
 
The district will take the following safety actions to conform with the above CDC guideline: 
 

● Discourage workers from using other workers’ phones, desks, offices, or other work tools and 
equipment, when possible 

● Provide hand sanitizer and make disinfecting wipes available near shared equipment when possible 
● Schedule parent-teacher conferences, 504, and individualized education program (IEP) meetings to 

phone conferences or a virtual format 
● Use videoconferencing or teleconferencing when possible for work-related meetings and gatherings 
● Cancel, adjust, or postpone large work-related meetings or gatherings that can only occur in-person 

in accordance with state and local regulations and guidance 
● Conference rooms that are used should be disinfected on a daily basis at a minimum58 

 

          
 
                                                
58 https://aiha-assets.sfo2.digitaloceanspaces.com/AIHA/resources/Guidance-Documents/Reopening-Guidance-for-General-Office-
Settings_GuidanceDocument.pdf 
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3.11 Food Service 

 

● If food is offered at any event, have pre-packaged boxes or bags for each 
attendee instead of a buffet or family-style meal. Avoid sharing of foods and 
utensils. 

● Have children bring their own meals as feasible, or serve individually plated 
meals in classrooms instead of in a communal dining hall or cafeteria, while 
ensuring the safety of children with food allergies 

● Use disposable food service items (e.g., utensils, dishes)59 
● Provide or encourage all other employees to wear face coverings and gloves, and 

to use hand sanitizer 
 
 

 
 

● District/School provides all students enrolled in the SFA with access to school meals each school 
day. Includes: 60 

○ students in attendance at school; and 
○ students learning remotely 

● The District/School Plan includes measures to protect students with food allergies if providing meals 
in spaces outside the cafeteria 

● The District/School Plan ensures compliance with Child Nutrition Program requirements 
● The District/School Plan includes protocols that describe communication with families through 

multiple means in the languages spoken by families 
 
 

                                                
59 https://aiha-assets.sfo2.digitaloceanspaces.com/AIHA/resources/Guidance-Documents/Reopening-Guidance-for-General-Office-
Settings_GuidanceDocument.pdf 
60 SED, pg 55 http://www.nysed.gov/common/nysed/files/programs/reopening-schools/nys-p12-school-reopening-guidance.pdf 
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3.12 Cleaning and Disinfecting 

 

●  See CDC Cleaning and Disinfecting Your Facility: https://bit.ly/2D8kdBd 
 

 
 
The district will adhere to hygiene, cleaning, and disinfection requirements from the Centers for Disease 
Control and Prevention (CDC) and the Department of Health (DOH) in addition to the following: (See CDC 
Cleaning and Disinfecting Your Facility: https://bit.ly/2D8kdBd)61 
 

● Classroom and office spaces will be provided with appropriate cleaning /disinfection supplies for 
self-cleaning of shared and frequently touched surfaces  

● The custodial staff of each building will perform frequent cleaning of high touch surfaces throughout 
the school day, including: 

○ door handles 
○ handrails and banisters 
○ counters 
○ tabletops  
○ bathroom fixtures 
○ trash cans  
○ phones 

● Daily cleaning log checklists will be completed for designated areas of the building  
● Registered disinfectants identified by the Environmental Protection Agency (EPA) as effective 

against COVID 19 - https://on.ny.gov/2Penj9y - will be utilized 
● Logs will contain the following at a minimum: 

○ Date of cleaning 
○ Time of cleaning 
○ Scope of cleaning (checkboxes)   

● The head custodian of each building will be responsible for maintaining all completed cleaning logs, 
which will be forwarded to the Director of Facilities on a weekly basis 

● Staff will be required to use applicable personal protective equipment to perform cleaning and 
disinfecting 

● If buildings are closed for seven days or more, normal routine cleaning will be performed. This is 
because the virus that causes COVID-19 has not been shown to survive on surfaces longer than this 
time. 

● Cleaning and Disinfecting training will be provided to all employees (see Training section) 
including: 

○ Hazards of the cleaning chemicals used in the workplace in accordance with OSHA’s 
Hazard Communication standard 

                                                
61 SED, pg 19 District/school plan has written protocol to clean and disinfect schools following CDC guidance.  
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○ Cleaning and disinfection protocol for suspected and positive cases 
○ Personal Protective Equipment (PPE) 

■ When to use PPE 
■ What PPE is necessary 
■ How to properly don (put on), use, and doff (take off) PPE 
■ How to properly dispose of PPE 

 
The terms cleaning, sanitizing, and disinfecting are sometimes used interchangeably, which can lead to 
confusion and result in cleaning procedures that are not effective62. 
 
For example, if there is visible soil on a surface, clean it with detergent and water before spraying the surface 
with a sanitizer or disinfectant. Using a sanitizer or disinfectant as this “first step” is not effective because 
the purpose of the solution is to either sanitize or disinfect. Each term has a specific purpose, and there are 
many methods that may be used to achieve such purpose. 

Task Purpose 

Clean 
To remove dirt and debris by scrubbing and washing with a detergent solution and 
rinsing with water. The friction of cleaning removes most germs and exposes any 
remaining germs to the effects of a sanitizer or disinfectant used later. 

Sanitize 
To reduce germs on inanimate surfaces to levels considered safe by public health codes 
or regulations. 

Disinfect To destroy or inactivate most germs on any inanimate object, but not bacterial spores. 

Note: The term “germs” refers to bacteria, viruses, fungi, and molds that may cause infectious disease. Bacterial spores are dormant bacteria that 
have formed a protective shell, enabling them to survive extreme conditions for years. The spores reactivate after entry into a host (such as a person), 

where conditions are favorable for them to live and reproduce.63 

Only the U.S. Environmental Protection Agency (EPA)-registered products that have an EPA registration number 
on the label can make public health claims that can be relied on for reducing or destroying germs. The EPA 
registration label will also describe the product as a cleaner, sanitizer, or disinfectant. In addition, some 
manufacturers of cleaning products have developed "green cleaning products". As new environmentally-friendly 
cleaning products appear in the market, check to see if they are 3rd party certified by Green Seal: 
http://www.greenseal.org, UL/EcoLogic: http://www.ecologo.org, and/or EPA's Safer Choice: 
http://www.epa.gov/saferchoice. Use fragrance-free bleach that is EPA-registered as a sanitizing or disinfecting 
solution (6). If other products are used for sanitizing or disinfecting, they should also be fragrance-free and EPA-
registered (7). All products must be used according to the manufacturer's instructions. The following resource 
may be useful: Green Cleaning, Sanitizing, and Disinfecting: A Toolkit for Early Care and Education: 
https://bit.ly/2Ph16aw 

                                                
62 U.S. Centers for Disease Control and Prevention. 2014. How to clean and disinfect schools to help slow the spread of flu. 
http://www.cdc.gov/flu/school/cleaning.htm Microbiology Procedure. Sporulation in bacteria 
http://www.microbiologyprocedure.com/microorganisms/sporulation-in-bacteria.htm. 
63 Children’s Environmental Health Network Fragrances. Retrieved from: http://www.cehn.org/our-work/eco-healthy-child-care/ehcc-
faqs/fragrances/. 
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3.13 Building Systems and Maintenance 

 

● Before resuming business operations, check the building to see if it’s ready for 
occupancy 

● Consider using portable high-efficiency particulate air (HEPA) fan/filtration 
systems to help enhance air cleaning (especially in higher risk areas) 

● Ensure exhaust fans in restroom facilities are functional and operating at full 
capacity when the building is occupied 

● Consider using ultraviolet germicidal irradiation (UVGI) as a supplement to help 
inactivate the virus 
 

 
 
The district will take a series of steps to ensure the operations of mechanical systems, water systems, 
elevators, and HVAC systems. The objective is to test and ensure systems are safe that may have been used 
infrequently during the prolonged closure. The District will also take steps, where possible,  to improve 
ventilation in the building64 
 
Heating and Cooling 
 

● The percentage of outdoor air will be increased where possible (e.g., using economizer modes of 
HVAC operations) potentially as high as 100% (first verify compatibility with HVAC system 
capabilities for both temperature and humidity control as well as compatibility with outdoor/indoor 
air quality considerations) 

● Total airflow supply to occupied spaces will be increased, where possible 
● Where feasible, demand-control ventilation (DCV) which reduces air supply based on temperature 

or occupancy will be disabled 
● Natural ventilation will be increased by opening windows if possible and safe to do so to increase 

outdoor air dilution of indoor air when environmental conditions allow 
● Building ventilation systems will be run during unoccupied times to maximize dilution ventilation 
● The district maintains adequate, code required ventilation (natural or mechanical) as designed65 

 
Fire Protection Systems 
 

● The fire protection system will be tested to ensure all devices are working 
● Fire inspection records will be verified they are up to date 

 
 
                                                
64 DOH-Responsible Parties should increase ventilation with outdoor air to the greatest extent possible (e.g., opening windows and doors) while 
maintaining health and safety protocols. 
65 SED, pg. 53 Maintain adequate, code required ventilation (natural or mechanical) as designed. 
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Plumbing 
 

The district will follow steps recommended in the CDC’s “Guidance for Building Water Systems” 
including: 
 

○ Inspect flushing of hot water at plumbing fixtures 
○ Raise hot water temperature to at least 120 degrees if possible 
○ Flush hot water at all sinks (run for 5-15 minutes) 
○ Check water for pH and disinfectant levels 
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3.14 Emergency Drills
 

NYSED Safety Drill Requirements 66 
 
Education Law § 807 requires that schools conduct 8 evacuation and 4 lockdown drills each school year. 
When planning drills, consideration should be given to how a school may modify their drill procedures to 
minimize risk of spreading infection. Conducting drills is an important part of keeping students and staff safe 
in an emergency, however, steps should be taken to minimize the risk of spreading infection while 
conducting drills. As such, it may be necessary for schools to conduct drills in the 2020-21 school year using 
protocols that are different than they are used to.  
 
Regardless of the modification used when conducting a drill, students will be instructed that if it was an 
actual emergency that required evacuation or lockdown, the most imminent concern is to get to safety; 
maintaining social distancing in an actual emergency that requires evacuation or lockdown may not be 
possible and should not be the first priority.  
 
Modifications to evacuation drill protocols may include, but are not limited to:  
 

● Conducting drills on a “staggered” schedule, where classrooms evacuate separately rather than all at 
once, and appropriate distance is kept between students to the evacuation site. Staggering by the 
classroom, minimizes contact of students in hallways, stairwells, and at the evacuation site. If 
conducting drills using a modified procedure, it is required that the drill be conducted with all 
students in the school building on that school day, it may be necessary to do so during a class period 
that is extended for this purpose; and  

● If schools re-open with a “hybrid” in-person model, such as one where students attend school 
alternate school weeks to reduce the occupancy of the school building, schools will ensure that all 
students are receiving instruction in emergency procedures, and participating in drills while they are 
in attendance in-person. Modifications to Lockdown Drills may include, but are not limited to67: 

○ Conduct lockdown drill in classroom setting while maintaining social distancing and using 
masks;  

○ Conducting lockdown drills on a “staggered” schedule with smaller numbers of students 
present to maintain social distancing, however schools must be certain that all students are 
receiving instruction in emergency procedures and participating in drills while they are in 
attendance in-person; and  

○ Conduct lockdown drills in the classroom without “hiding”/ “sheltering” but provide an 
overview of how to shelter or hide in the classroom.  

 
 

                                                
66 SED, pg 45-46 
67 SED, pg 19 District/school plan has written protocol to conduct required school safety drills with modifications ensuring social distancing between 
persons.  
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4.0 Instruction 

Our Instructional Plan will reflect our preparation to reopen under the three models (fully remote, hybrid and 
fully open) provided by SED and will be changed based on guidance from SED. 

Our Instructional Plan is due August 7, 2020. A summary of the models can be found here: 
https://bit.ly/3fXAMxX 

4.01 Learning Models 

 
By August 7, 2020 the district will provide proposed school schedules to comply with SED requirements. 
The school schedules and our Instructional Plan will be found at our website: https://bit.ly/3gcFWq5 68 

 
 

 
 
 

                                                
68 SED, pg 89 http://www.nysed.gov/common/nysed/files/programs/reopening-schools/nys-p12-school-reopening-guidance.pdf 
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4.02 Identification of Instructional Gaps 
The district recognizes that instructional gaps may have developed as a result of the prolonged school 
closure.  The following methods will be utilized in identifying those gaps: 
 
The District will continue its use of local benchmarking at the beginning of each school year to determine 
student needs in academic and social/emotional areas.  Such benchmarks will be administered by classroom 
teachers.  Results will be analyzed by classroom teachers and building-based RtI Teams. Instructional 
planning for students at risk will commence as soon as possible. 
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4.03 Technology 
 
All students will be provided with a device, which will be distributed on a scheduled rotation based on 
school building.  Students and families will remain in their car and district staff will deliver the assigned 
chromebook.  Families have been provided with an electronic copy of the Hendrick Hudson School 
District Loaner Chromebook Program Parent/Guardian and Student Responsibility Form: 
https://bit.ly/2DodYcx and are asked to review and sign this prior to pick up.  Forms will be collected by 
district staff.  Families who do not have the form, will be given a paper form to complete.  Families will be 
advised to wear masks throughout the drive up distribution, and staff will be following the same protocols. 
 
Students who already have a device from the spring 2020 distribution will keep the device for the remainder 
of the 2020-2021 school year and will be asked to review and sign the Hendrick Hudson School District 
Loaner Chromebook Program Parent/Guardian and Student Responsibility Form: 
https://bit.ly/2DodYcx and submit to building administration. 
 
Each building will communicate this information to all students and families, including the schedule of 
distribution, and additional information will be posted on the district website at 
https://www.henhudschools.org/instructional-technology. 
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5.0 Communications 
 

5.01 Overview
 

Dramatic changes to normal school operations will require the district to effectively communicate with 
stakeholders to: 
 

● Gauge anticipated attendance for a potential Fall reopening based on: 
○ High-risk group (student or family)  

● Gauge transportation needs  
● Communicate what is being done to mitigate the spread of COVID-19 (e.g., disinfection routine, 

health policies for staff, and health & safety measures in place articulated in this plan) 
● Establish formal and informal routes of communication for stakeholders to express concerns, 

questions, comments, and feedback 
 
The District has dedicated a website to provide communications for, parents or legal guardians of students, 
staff, and visitors that includes applicable instructions and a consistent means to provide individuals with 
information.69 

                                                
69 DOH-Responsible Parties must develop a communications plan for students, parents or legal guardians of students, staff, and visitors that includes 
applicable instructions, training, signage, and a consistent means to provide individuals with information. Responsible Parties may consider 
developing webpages, text and email groups, and/or social media groups or posts. 
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5.02 Calendar of Communications 
 

 
The district recognizes the need to communicate with each of the various stakeholder groups BEFORE, 
DURING, and in the event of a CLOSURE utilizing multiple channels of communication, including: 
70 

● School Mass Communication System - email and robocalls 
● Website 
● Social Media 

 
Prior to Opening Schools  
 
For Employees, the district will: 
 

● Communicate what is being done to mitigate the spread of COVID-19 (e.g., disinfection and health 
& safety measures in place as articulated in this plan) 

● Provide information and training on how to assess the mental health of students 
● Provide information on new workplace policies and changes 
● Notify staff of required employee training programs to be completed prior to schools opening  
● Provide information on how to self-report exposures and infections  

○ 71Employer HR Policies, HIPAA guidelines, and other laws should be followed at all times 
 
For Students & Families, the district will: 
 

● Communicate details regarding all reopening procedures  
● Communicate what is being done to mitigate the spread of COVID-19 (e.g., disinfection and health 

& safety measures in place as articulated in this plan) 
● Provide information on how to self-report exposures and infections (See Health and Safety Section) 
● Discourage students from congregating in large groups before and after school 
● Provide a list of Frequently Asked Questions that reflect the operating conditions of the district 
● Share information on the district website containing mental health resources 

 
 
 
 
 
 
 

 
                                                
70 District/school includes a communications plan for students, parents/guardians, staff, and visitors that includes applicable instruction, training, 
signage, and a consistent means to provide individuals with information. 
71 CDC: Create a communication system for staff and families for self-reporting of symptoms and notification of exposures and closures. 
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While Schools are Open, the district will: 
 

● Communicate what is being done to mitigate the spread of COVID-19 (e.g., disinfection and health 
& safety measures in place as articulated in this plan) 

● Provide students on-going, easy to implement tips and tools for behavior support (e.g., time 
management in a distance learning environment)  

● Provide staff professional development on engagement strategies for online learning  
● Provide frequent and ongoing communication for families regarding school updates and resources  
● Offer parent support  
● Share information on the district website containing mental health resources 

 
When Schools are Closed the district will: 
 

● Provide information on Continuity of Instruction Procedures 
● Communicate what is being done to mitigate the spread of COVID-19 (e.g., disinfection and health 

& safety measures in place as articulated in this plan) 
● Provide staff information regarding telehealth services   
● Share information on the district website containing mental health resources 
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5.03 Communication with Vendors 

 

● If contractors are employed in the workplace, develop plans to communicate with 
the contracting company regarding modifications to work processes and 
requirements for the contractors to prevent transmission of COVID-19. 

 
 
In order to safeguard building occupants, the district will implement restrictions as follows: 
 

● Notify vendors that access to the facilities will be restricted 
● Request that vendors reduce the frequency of deliveries while simultaneously meeting the demand of 

ordered goods 
● Request that vendors use the same delivery driver for all deliveries for the duration of school 
● Request vendors to suspend deliveries and/or adjust maintenance schedules for services in the event 

school is closed for health reasons 
● Notify vendors that, during deliveries, they are required to take precautions including: 

○ Maintain physical distancing between themselves and building occupants 
○ Wear appropriate PPE (a face mask and gloves) 
○ Do not make deliveries if they have symptoms associated with COVID-19 
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6.0 Extracurricular Activities 
 

 

● Limit gatherings, events, and extracurricular activities to those that can maintain 
social distancing, support proper hand hygiene, and restrict attendance of those 
from higher transmission areas  

● Postpone or cancel all field trips, inter-group events, and extracurricular activities 
(Step-1) 

 
 
Generally, most Extracurricular Activities will be on pause during Phases 1-2. The district will continue to 
evaluate opportunities to make these activities available based on State guidance.  
The use of school facilities by outside groups will be limited to only those deemed essential by the district. 
Should the district make a determination to provide some Extracurricular Activities, they will generally 
focus on those with little or no physical contact. 

6.01 Athletics 
The district will follow the guidance of the New York State Public High School Athletic Association and the 
National Federation of State High School Associations72, which writes the rules of competition for most high 
school athletics.  Sports will be made available as conditions permit. 
 

 
                                                
72 https://www.nfhs.org/media/3812287/2020-nfhs-guidance-for-opening-up-high-school-athletics-and-activities-nfhs-smac-may-15_2020-final.pdf 
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7.0 Training 
 

• Train all teachers and staff in the above safety actions. Consider conducting the training virtually, or, 
if in-person, ensure that social distancing is maintained. 

• Teach and reinforce the use of face coverings among all staff. Face coverings may be challenging for 
students (especially younger students) to wear in all-day settings such as school. 

 
The district will provide training programs related to safety actions contained in this plan. Training will be 
provided virtually using a platform that will track employee compliance.  
 
The district will ensure all students are trained how to follow new COVID-19 protocols safely and correctly, 
including but not limited to hand hygiene, proper face covering wearing, social distancing, and respiratory 
hygiene.73 
 
The district will provide training programs related to this plan for all employees. Programs will be delivered 
using the districts online learning management tool and may be supplemented by live training sessions when 
safe to do so.  All employees will be required to complete training prior to working in school buildings – to 
accommodate the requirements of training, the instructional calendar may be modified.   
 

 
 
                                                
73 DOH-Responsible Parties must ensure all students are taught or trained how to follow new COVID-19 protocols safely and correctly, including but 
not limited to hand hygiene, proper face covering wearing, social distancing, and respiratory hygiene 
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8.0 Mental Health 
 
The district will develop detailed plans, which will include the identification of social-emotional gaps and 
support services. 
 
Social/Emotional Well Being, SED 74 
 

● A comprehensive developmental school counseling program has been established and is reviewed 
and updated to meet current needs 

● An advisory council has been established, with shared decision-making, school climate team, or 
other collaborative working group comprised of families, students, members of the board of 
education, school building and/or district/charter leaders, community-based service providers, 
teachers, certified school counselors, and other pupil personnel service providers including school 
social workers and/or school psychologists to inform the comprehensive developmental school 
counseling program plan 

● The district provides resources and referrals to address mental health, behavioral, and emotional 
support services and programs 

● The district addresses professional development opportunities for faculty and staff on how to talk 
with and support students during and after the ongoing COVID-19 public health emergency, as well 
as provide support for developing coping and resilience skills for students, faculty, and staff 
 

                           

                                                
74 SED, pg 65-66 http://www.nysed.gov/common/nysed/files/programs/reopening-schools/nys-p12-school-reopening-guidance.pdf 
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9.0 Additional Requirements and Updates 
 
District-specific documents and resources will provided in this section as needed. 
 

Public Use of School District Property 
School District will determine which facilities, grounds, or portions thereof (e.g., libraries, recreational 
facilities) will be closed to the public (i.e., not students, faculty, or staff) or offer limited, specific hours to 
members of the general public. Any use of a school facility or grounds by the general public must be subject 
to the same guidelines required during all other school operations.75 
 
 
 
 
 
 
 
 
 

 

                                                
75 DOH-Responsible Parties should determine which facilities, grounds, or portions thereof (e.g., libraries, recreational facilities) 
will be closed to the public (i.e., not students, faculty, or staff) or offer limited, specific hours to members of the general public. Any 
use of a school facility or grounds by the general public must be subject to the same guidelines required during all other school 
operations. 


