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Safe Return to School Plan 2020-2021 

 

The health and safety of our students and our staff during this COVID-19             
pandemic is our absolute top priority.  

We are fully committed to holding safe in person classes on campus when             
we are allowed to do so. The optimal educational environment for our            
students is one in which they are able to interact face to face with their               
teachers, and participate in learning and social interactions with their          
peers.  

We recognise that this is a time of elevated anxiety for many of our              
students, families, and staff members . Our back to school plans have been             
made with the utmost consideration for both the physical and mental health of our community and in                 
careful consultation with our county health department who have been consistently supportive and             
measured in their approach to getting students back to school safely in these extraordinary and               
constantly changing times.  

As the state of the pandemic evolves in Santa Clara county we will continue to be vigilant in maintaining                   
communication with the health dept and keeping up with all new requirements and recommendations              
for the health and safety of our community. We will remain nimble and ready to modify our plan and                   
procedures as required. 

For families who choose not to have their child return to campus for in person classes, we will continue                   
the distance learning model with dedicated teachers for those students. 

 

Shama HInard, Head of School 

David Pritchard, Chair, Board of Trustees 

Athena Academy Safety Team: Joanne Mutch, Pam Crain, Anne Boswell, Shama Hinard and Wendy Kaler 
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STUDENTS WE SERVE 

 

Athena Academy is a school that serves dyslexic learners in grades 1 - 8. All of our students require                   
specialized instruction due to their learning disabilities, and our program is specifically designed to              
address and support these needs.  

Dyslexia is a language-based learning disability that impedes a student’s ability to clearly process              
sound/letter correspondences, making their ability to learn English spellings and pronunciations difficult.            
It impacts their reading, writing, and math foundational skills, all of which are essential for every course                 
they take in school.  

Many of the students that attend Athena Academy are also diagnosed with Attention-Deficit Disorder              
which impedes on their ability to manage impulses, retain information that they have learned, and keep                
themselves organized.  

Because these learning disabilities affect all parts of the school day, over half our students also are                 
impacted by anxiety from their previous school experiences. It is essential that we safely bring as many                 
of our students back to campus for in-person instruction in order to remediate the gaps in their learning                  
and help them build the necessary skills for future success. 

We have a total student population of 60 students on our 2.5 acre campus. Our class sizes range                  
between 4 and 8 students per room, with students grouped based on educational need, not age. 
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SAFETY MEASURES  

1. SICK OR ABSENT CHILD 
a. If your child needs to miss school for any reason please complete the absence form on 

our homepage.  We are asking you to answer: 

i. Your child’s name 

ii. Why is your child going to be absent 

iii. If due to illness, what symptoms is your child experiencing and when did they 
start 

iv. Has your student been close to anyone who has tested positive for Covid in the 
previous 2 weeks 

b. The more information that you can provide for us the better we can respond to ensure 
the overall health and safety of the community. 

2. DROP OFF, PICK UP AND HEALTH SCREENING PROCEDURES  
 
Drop off procedure: 
 
Each cohort will have a specific entrance to the school buildings that they will enter and exit through 
each day.  If students need to be picked up early or arrive late, they will use their designated entrance 
(see map below) 
 

● Following the path indicated on the map (see below), students will be dropped off in front of                 
their cohorts entrance. 

● Parents will remain in their vehicles at all times. Student will remain in the vehicle until staff                 
verify health status. 

● A masked staff member will approach the vehicle and while appropriately distanced go through              
a health screening questionnaire with the parent or caregiver prior to the student exiting the               
vehicle. 

● The questionnaire is based on the health screening questions recommended by the Santa Clara              
County Public Health Department asking whether the child has been diagnosed with COVID-19,             
lives in the same household or had close contact with someone who in the past 10 - 14 days has                    
been in isolation for COVID-19 or had a test confirming they have COVID-19, and whether they                
have experienced any COVID-19 symptoms (fever or chills, cough, loss of taste or smell,              
shortness of breath, fatigue, muscle aches, headache, sore throat, nausea, vomiting, or            
diarrhea) within the past 3 days. If the answer to any of these questions is YES student will be                   
sent home and directed to seek medical care and testing. 

● A log will be kept of the daily health screen  
● All occupants of the vehicle will wear face coverings during the health screening and throughout               

the drop off process.  
● Once health screening is complete and all answers to questions are NO the student will exit the                 

vehicle and enter campus where they will be directed to their designated outdoor recreation              
area or classroom 
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Note - Parents/guardians will be encouraged to review the health screening questions PRIOR to 
commuting to campus and stay home and seek medical attention and screening if any of the answers 
are YES 
 
Students who arrive without a supervising adult: 
 
A number of our students  arrive by foot, public transportation or bicycle. These students will remain 
outside of campus in a designated area with 6 ft between each other until a staff member has confirmed 
that their parent or guardian has completed the health screening questions within our Brightwheel 
system. These students will ensure that their face covering is in place before entering the parking lot. 
Any student who arrives by public transport must wear a face covering at all times while in transit. 
 
Carpools: Families and staff are advised to carpool only with members of their stable cohort, to wear 
face covering while carpooling, and to open windows during carpooling to maximize outdoor air 
circulation when feasible. 
 
 
Note - Temperature screenings at drop-off are not required by the county due to inaccuracy and an 
increased risk of disease transmission. Therefore, temperature screenings will only be utilized as 
needed if a student displays symptoms of COVID-19. Temperature readings will be kept confidential 
and saved in accordance with County requirements. Screening staff will be provided with the 
necessary PPE. 
 
 
Pick-up procedure: 
 

● The cohort teacher will walk their cohort out to the parking lot where students will wait in 
marked socially distanced areas for their parent or caregiver to pick them up. 

● All students will wear a face covering when exiting campus. 
● Parent or caregiver will remain in their vehicle and all occupants of the vehicle will wear a face 

covering during pick up. 
 
 
Late or Early Pick-up: 
 
If a student needs to be dropped off or picked up outside of the designated times, the parent or 
caregiver will communicate this with School Manager, Pam Crain.  
 
Upon arrival for a late dropoff parent or caregiver will call the school office and alert administration to 
their arrival. An administrator will meet the vehicle and go through the aforementioned procedures. All 
safety procedures remain the same. 
 
Upon arrival for an early pickup parent or caregiver will call the school office and alert administration to 
their arrival.  Student will be escorted to vehicle using the aforementioned safety procedures. 
 
 
NOTE - Parents and caregivers will not be able to enter campus during drop-off or pick-up times.  
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2. STUDENT COHORTS 
 
We will be using the Cohort Model. The purpose of establishing cohorts is to limit the mixing of students                   
and staff so that if anyone develops symptoms or tests positive for COVID-19, the number of exposures                 
is 
reduced. 
 
Cohort sizes will be kept as small as is feasible for our program. Within a cohort students will be                   
appropriately grouped for their language arts and math needs. Cohorts will have specific lunch and               
break areas on campus (see below). Each cohort’s teachers will spend most of the school day with their                  
cohort students, with specialist teachers rotating in during different trimesters allowing most specialist             
teachers to work with one cohort at a time. (see below) 
 
In the event that a student needs to stay home because of illness (COVID-19 or other) the student will                   
have access to assignments through Google Classroom for them to work on at home when they are                 
feeling well enough to do so. 
 
In the event that a whole cohort needs to isolate at home due to possible COVID-19 exposure, classes                  
will take place remotely. 

3. PARENT MEETINGS 
 
If a parent or caregiver needs to connect with a member of the faculty or staff, an appropriately socially 
distanced in-person meeting, phone appointment or video-conference will be scheduled.  

4. FACE COVERINGS 
 

● All students are required to wear face coverings while arriving and departing from school 
campus and in any area outside of the classroom, including restrooms except when eating, 
drinking, or engaging in physical activity requiring heaving exertion. 

● All staff are required to wear face coverings at all time while on campus, except while eating and 
drinking 

● Students in 2nd grade and below must be encouraged to wear a face covering within their stable 
classroom cohort as much as possible 

● Students in 3rd grade and above must use face coverings wiehn in the classroom even if they 
are in a stable classroom cohort. 

● A student experiencing difficulty wearing their face covering will be encouraged to take an 
outdoor break and remove their face covering 

● Students will bring their own cloth face coverings from home. 
● Students will be taught the reason for and proper use of a face covering. 
● Students will be taught  appropriate procedures for putting on, taking off, and storing the 

face covering (i.e. during mealtimes, snack times). 
● Students will not share or swap face coverings. 
● The school will maintain a supply of non-medical masks in the event that a student or member 

of staff needs a replacement during the day. 
●  Signage will be posted on campus reminding students and all staff  to wear face coverings. 

 
NOTE - For the 5% of our students with sensory needs, a face shield is permitted 
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5. HAND HYGIENE 

EVERY PERSON UPON ENTERING CAMPUS WILL HAND SANITIZE. 
● Students will be taught how to properly perform hand hygiene  
● Signage will be posted in restrooms displaying proper techniques, and throughout campus 

reminding students and staff to wash their hands. 
● Students will be reminded throughout the day to avoid touching their eyes, nose, and mouth, 

and to cough and sneeze into their elbows. 
● Hand sanitizing dispensers are located at every classroom door and hand hygiene is performed 

upon every entry into the classroom by students and staff. 

6. CLASSROOM SETTINGS 
 

● Class groupings will be as small as possible at all times, with a maximum of number 10 students 
for academic classes.  PE will be held outdoors whenever possible with a maximum of 18 
students, when PE needs to be held indoors, it will take place in the auditorium where that 
many students can be socially distanced. 

● Signage is posted at each classroom door to remind students and staff of safety protocols 
● Desks in classrooms are set up 6 feet apart (see photos of class set-up), with students having 

assigned seats 
● Student desks do not face each other 
● Each cohort is assigned specific classrooms where their classes are held 
● Teachers may use clear masks when instructing students in order to support the students’ 

language based learning disabilities. 
● When engaging in one on one teaching, student and teacher will be seated on either side of 

desk separated by a plexiglass screen 
● Teachers and staff will always have on a face covering. 
● Students wear masks throughout the day, except when eating or engaging in heaving physical 

activity.  Social-distancing is maintained when students are eating or engaging in heaving 
physical activity.   

● Student supplies are kept in individual, school provided, bags at their desks to reduce sharing 
and minimize the need for students to be up and moving around the classroom 

● Teachers will not share supplies 
● Gloves are provided for students and teachers to use when sharing supplies can’t be avoided 
● When possible, windows and doors will be left open to increase ventilation, and HEPA air filters 

are in each classroom 
● Cohorts will spend as much time outside as possible 
● Outdoor shade tents have been set up for each cohort to allow for students to work outside as 

wherever practical 

7. PHYSICAL EDUCATION AND SPECIALIST CLASSES 
 

● PE classes take place outside with equipment cleaned between classes 
○ On rainy days, PE is held in our auditorium and distanced/individual activities such as 

yoga are focused on 
● Specialist classes, such as music, art, drama, will be rotated on a trimester schedule in order to 

minimize the cross over of these teachers between cohorts.  The curriculum for these classes 
will not include aerosol generating activities.  
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8. RECESS AND LUNCH BREAKS 
 

● Students will take breaks, eat snacks/lunch in a designated outdoor area. Times will be 
staggered, and each cohort will have a designated break area to allow for physical distancing. 
Each cohort has their own microwave and set of sports equipment to use during breaks.  

● Students will not be required to wear face coverings while eating, drinking, or engaging in 
heaving physical exertion. 

● Hand hygiene will be performed prior to and after snack and lunch breaks. 
● Students will bring their own water bottles which can be filled at a designated touchless water 

fountain. 
● Hot Lunch will be provided by My Green Lunch. My Green Lunch follows strict food service, 

cleaning, and sanitizing requirements as mandated by the Santa Clara County Health 
Department. 

● All  lunches, including sides and snacks, will be separately packed and labeled with the student’s 
name. 

● The My Green Lunch driver will not enter campus. They will ring the doorbell and an 
administrator will receive the lunches and layout for students. The administrator will put each 
cohort’s lunches in a designated space within the specific lunch areas. The administrator will 
wear gloves while setting up the lunches and a cohort teacher will ensure that each student gets 
their lunch.  

● Families may opt into My Green Lunch’s hot lunch delivery system - their protocols are available 
upon request 

9. EMERGENCY PROCEDURES 
 
Fire Drills will be practiced separately by each stable cohort to avoid mixing of cohorts during the drills. 
Upon return to class after a drill, all students and staff will use hand sanitizer before returning to class. 
 
Earthquake drills will be practiced in the classroom.  
In the event of an actual emergency, such as fire or earthquake, all students and staff will have masks on 
as they exit the building and will gather in designated areas for each cohort.  Social distancing 
expectations will be maintained to the best extent possible.  
 

10. CLEANING AND DISINFECTING 
 

● A cleaning service will come in each night to clean and disinfect classrooms, administration 
offices  and bathrooms 

● Staff will sanitize lunch tables, sports equipment, and microwaves used by students after each 
break 

● Administrative staff will sanitize their work spaces throughout the day. 
● All rooms have disinfectant wipes. Teachers will sanitize desks and high touch areas throughout 

the day  

11. SIGNAGE 
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● Where useful, markings will be placed on grounds/floors as visual reminders to practise physical 
distancing 

● At all entrances, signs will be posted instructing students, staff, and visitors not to enter 
campus if they have COVID-19 symptoms and to wear a face covering 

● In classrooms, restrooms, and throughout the campus, signage will be installed to remind 
students and staff of physical distancing requirements, and to remind everyone of regular hand 
washing throughout the day. 

12. MISC 
 

● We do not provide transportation services 
● We do not provide before or after school care 
● Parent participation on campus is not possible this school year 
● There will be no field trips until health conditions improve and guidelines are provided 
● There will be no community gatherings or events on campus until health conditions improve and 

guidelines are provided 
● School events will be limited to students and staff only and restricted to cohort groups 
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GENERAL CAMPUS SAFETY PROTOCOLS  

PHYSICAL DISTANCING AND SOURCE CONTROL: 
 

● Everyone entering campus will have on a mask - for the 5% of our students with sensory needs, 
a face shield is permitted 

● Everyone coming to campus is asked the required health screening questions prior to entering 
and will only be allowed entry with NO responses to all questions 
Should a member of staff answer YES to any health questions they will be immediately asked to 
return home and seek medical care and testing 

● Everyone uses hand sanitizer upon entering campus 
● A distance of 6 feet will be maintained between individuals at all times 
● Signage will be posted throughout the campus (and on the ground) to remind everyone of 6 feet 

distance.  
● Visitors to campus will be limited to essential maintenance workers, delivery people, scheduled 

parent visits, scheduled student visits. 
● We have multiple entrances to campus to allow for cohorts to enter and exit campus with 

minimal back up 
● Teacher break room has been closed.  The school has provided mini-fridges for each teaching 

cohort 
● Staff and faculty are encouraged to eat meals outdoors while complying with physical distancing 

requirements 
● The library is used only by teachers  
● Student lounges have been closed.  
● Space at lunch tables is limited to ensure students are 6 feet apart 
● Staff will minimize talking when unmasked while eating or drinking. 
● Administrative staff will not share supplies 
● Administrative staff desks are spaced more than 6 feet apart, administrative staff will rotate 

working from home if possible 
● Bathrooms are assigned to each cohort, teachers only allow one student out at a time to use the 

bathrooms 
● Students do not have lockers and are encouraged to bring only their lunch to school with them.  

Hooks, spaced apart, are provided for students to hang their lunch boxes/backpacks on 
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RESPONSE TO SUSPECTED OR CONFIRMED CASES OF COVID-19: 
 
School staff will receive COVID-19 training prior to the return to school.  Training will include recognizing 
the signs and symptoms of the disease and the protocols in place if a student or staff member shows 
signs of the disease.  Training will also include prevention strategies, hand hygiene, face coverings, 
physical distancing and disinfection techniques for classrooms and workspaces. 
 
If a student feels ill while at school or if staff suspect that a student is showing signs of COVID-19 we 
have designated one of our empty offices at the front of the campus for the student to wait in until their 
parent/guardian is able to pick them up. 
 
If a staff member feels ill while at school they will immediately go home and seek medical attention and 
testing. 
 
School has 3 touchless thermometers. A trained administrator will temperature check students who feel 
ill during the day and maintain a confidential log.  Administrator will be provided with and use 
appropriate PPE when checking temperatures. 
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Scenario Immediate Actions Return to Campus 

A student or staff member either 
exhibits COVID-19 symptoms, 
answers “yes” to a health screening 
question, or has a temperature at 
or above 100.0 

Staff member is sent home 
immediately and instructed to get 
tested 
 
Student is isolated in designated 
office space and parent/guardian is 
contacted to arrange for 
immediate pickup 

Student or staff member may 
return to campus 24 hours after 
resolution of fever and other 
symptoms improve. 
Student or staff member must 
bring evidence of a negative 
COVID-19 test or medical note if 
testing was not performed. 

A family member or someone in 
close contact with a student or 
staff member (outside the school 
community) test positive for 
COVID-19. 

Student or staff member is sent 
home and instructed to get tested 
around day 7 after exposure to 
case. 
 
Student or staff instructed to 
quarantine, even if they test 
negative, for a full 10 days after 
date of last exposure. 
 
School Administration must be 
notified 

Student or staff member may 
return to campus after completing 
quarantine for 10 days after date of 
last exposure to COVID-19 case 
 
If a close contact continues to be 
exposed to a case during their 
isolation (e.g. household member) 
quarantine ends 10 days after the 
case’s isolation period ends. 

A student or staff member tests 
positive for COVID-19. 

Student or staff member is sent 
home, if not already quarantined 
 
Student or staff instructed to 
isolate for at least 10 days after 
symptom onset AND at least 24 
hours after resolution of fever AND 
improvement of symptoms. (If 
never symptomatic, isolate for 10 
days after positive test) 

Student or staff member may 
return to campus after completing 
quarantine and meeting symptom 
resolution criteria with a medical 
note 



 

CONTACT-TRACING AND TESTING 

CONTACT-TRACING: 
 
In the event that any student or faculty are confirmed as COVID PCR positive, Athena Academy will 
provide information to the Santa Clara Health Department and request recommendations in order to 
initiate the appropriate contact tracing interview of the case to determine close contacts.  
 
Interview questions will include:date of symptoms onset, hours that they worked surrounding onset of 
symptoms, and any faculty or students they know they encountered during this timeframe.  
 
Santa Clara Health Department or a healthcare consultant designated by Athena Academy will review 
the circumstances of the exposure to assess risk and then notify and provide guidance on 
self-monitoring or testing recommendations to the close contacts deemed at risk. 
 

STAFF TESTING: 
 
In consultation with Santa Clara Health Department all staff working on campus are recommended to 
have a COVID test once every month. 
 
In the event that any student or faculty member is confirmed as COVID PCR positive, Athena Academy 
will contact the Santa Clara Health Department to ask for guidance on surveillance testing strategies for 
asymptomatic staff /students and which contacts should be prioritized for testing. Guidance will be 
requested as to best test site location to accomplish this testing. 

TRAINING AND COMMUNICATION 

 

We will orient all faculty, students, and families to these procedures in multiple ways.  
 

● We will post this plan on the website for their reference. 
● We will utilize faculty meeting time to review these expectations and guidelines and to answer 

any questions the faculty and staff may have 

Updated 1/29/21 12 

 
School based close contacts 
identified and instructed to test 
and quarantine for 10 days.  

- In stable classroom 
cohorts: entire cohort is 
considered to be close 
contacts. 
 

School Administration and Public 
Health Department must be 
notified. 



● We will hold a “Town Hall” style meeting via Zoom to talk through this with the parents and 
answer any questions they may have 

● We will rollout the return to campus procedures starting with small groups allowing for us to 
orient and train each group on the expectations and routines 

● We will update everyone via email should any changes be made to the guidelines or 
expectations 
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Campus Map 
 

 
 
Drop-Off Map: 
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Sample Classroom Set-up: 
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COVID-19 Prevention Program (CPP) for Athena Academy 
This CPP is designed to control exposures to the SARS-CoV-2 virus that may occur in our workplace.  

Date: January 28, 2021 

Authority and Responsibility 
The Head of School has overall authority and responsibility for implementing the provisions of this CPP 
in our workplace. In addition, all managers and supervisors are responsible for implementing and 
maintaining the CPP in their assigned work areas and for ensuring employees receive answers to 
questions about the program in a language they understand. 

All employees are responsible for using safe work practices, following all directives, policies and 
procedures, and assisting in maintaining a safe work environment. 

Identification and Evaluation of COVID-19 Hazards 
We will implement the following in our workplace: 

● Conduct workplace-specific evaluations using the Appendix A: Identification of COVID-19 
Hazards form.  

● Evaluate employees’ potential workplace exposures to all persons at, or who may enter, our 
workplace. 

● Review applicable orders and general and industry-specific guidance from the State of California, 
Cal/OSHA, and the local health department related to COVID-19 hazards and prevention. 

● Evaluate existing COVID-19 prevention controls in our workplace and the need for different or 
additional controls.  

● Conduct periodic inspections using the Appendix B: COVID-19 Inspections form as needed to 
identify unhealthy conditions, work practices, and work procedures related to COVID-19 and to 
ensure compliance with our COVID-19 policies and procedures. 

●  

Employee participation 
Employees and their authorized employees’ representatives are encouraged to participate in the 
identification and evaluation of COVID-19 hazards by:  

● being regularly updated on any changes or expectations in the guidelines, procedures, and 
expectations 

● through regular communication channels (group messages, faculty meetings, weekly emails, 
etc) set up to answer any questions or address concerns. 

Employee screening 
We screen our employees by:  

● Having them review the health screening questions prior to arriving at work and taking 
appropriate actions should they be needed.  

● All employees wear a mask at all times while on campus.  
● All employees are tested twice a month for Covid. 

Correction of COVID-19 Hazards 
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Unsafe or unhealthy work conditions, practices or procedures will be documented on the Appendix B: 
COVID-19 Inspections form, and corrected in a timely manner based on the severity of the hazards, as 
follows: 

Prior to staff and students returning to campus, the risks and hazards were assessed.  Upgrades and 
adjustments to the facilities were completed, PPE and sanitation supplies were purchased, and 
procedures were created according to the Safe Return to School Guidelines provided by the county. 
We participate in weekly meetings with CPH to ensure we are up to date with our safety plan. 

Control of COVID-19 Hazards 

Physical Distancing 
Where possible, we ensure at least six feet of physical distancing at all times in our workplace by:  
● Each teacher is assigned to a specific classroom and group of students 
● Spacing student and teacher desks at least 6 ft apart 
● Visual cues indicating spacing expectations where students may wait in line for lunch, etc. 
● Using multiple entrances and exits for groups to access campus. 
● Added additional outdoor tables and spaces 
● Closed break rooms and lounges 

 
Individuals will be kept as far apart as possible when there are situations where six feet of physical 
distancing cannot be achieved. 

Face Coverings 
We provide clean, undamaged face coverings and ensure they are properly worn by employees over 
the nose and mouth when indoors, and when outdoors and less than six feet away from another person, 
including non-employees, and where required by orders from the California Department of Public Health 
(CDPH) or local health department.  Employees are expected to provide and care for their own face 
coverings.  Disposable face coverings are available in the front office should one be needed. 
Should an employee encounter a colleague or student not wearing their face covering 
appropriately, they have been instructed to remind them of proper usage and if needed refer 
them to the head of school for further action. 
The following are exceptions to the use of face coverings in our workplace: 

● When an employee is alone in a room. 
● While eating and drinking at the workplace, provided employees are at least six feet apart and 

outside air supply to the area, if indoors, has been maximized to the extent possible. 
● Employees who cannot wear face coverings due to a medical or mental health condition or disability, 

or who are hearing-impaired or communicating with a hearing-impaired person. Alternatives will be 
considered on a case-by-case basis. 

Any employee not wearing a face covering, face shield with a drape or other effective alternative, or 
respiratory protection, for any reason, shall be at least six feet apart from all other persons.  

 

Engineering controls 
We maximize, to the extent feasible, the quantity of outside air for our buildings with mechanical or 
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natural ventilation systems by:  

 
● We upgraded, where possible, the filters in our ventilation systems to Merv 13 and these 

systems are being regularly inspected with the filters being changed every 6 months 
● We added ventilation systems where needed to ensure that outside air is being regularly 

circulated 
● All classes are operated with windows and doors opened and in the event of smoke or other 

similar hazard, we will evaluate the option to move to remote learning 
 

Cleaning and disinfecting 
We implement the following cleaning and disinfection measures for frequently touched surfaces:  

 
● Frequently used surfaces - desks, chairs, etc - are wiped down multiple times a day 
● Whole campus is cleaned nightly 
Should we have a COVID-19 case in our workplace, we will implement the following procedures:  
The spaces possibly involved in the case will be off limits to people until the outside cleaning 
service can come in and sanitize. 

Shared tools, equipment and personal protective equipment (PPE) 
PPE must not be shared, e.g., gloves, goggles and face shields. 

Items that employees come in regular physical contact with, such as phones, headsets, desks, 
keyboards, writing materials, instruments and tools must also not be shared, to the extent feasible. 
Where there must be sharing, employees will wear gloves and the items will be disinfected between 
uses by wiping them down with Clorox, or similar, wipes.  

Hand sanitizing 
In order to implement effective hand sanitizing procedures, we: 

 
● Installed hand sanitizer dispensers outside of each classroom 
● Have posted signs describing proper hand washing techniques 
● Added passing periods to our schedule to allow for handwashing in between classes 

 

Personal protective equipment (PPE) used to control employees’ exposure to COVID-19 
We evaluate the need for PPE (such as gloves, goggles, and face shields) as required by CCR Title 8, 
section 3380, and provide such PPE as needed. 

When it comes to respiratory protection, we evaluate the need in accordance with CCR Title 8 section 
5144 when the physical distancing requirements are not feasible or maintained.  

Investigating and Responding to COVID-19 Cases 
This will be accomplished by using the Appendix C: Investigating COVID-19 Cases form.  

Employees who had potential COVID-19 exposure in our workplace will be: 
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● Offered COVID-19 testing at no cost during their working hours, by covering any class they 
might miss while they get tested by their primary care provider.  Employees will be 
reimbursed for any cost of the test.  

System for Communicating 
Our goal is to ensure that we have effective two-way communication with our employees, in a form they 
can readily understand, and that it includes the following information: 

● Employees report symptoms and possible hazards to the School Manager and Head of School via 
email, text message, or verbally.  

● That employees can report symptoms and hazards without fear of reprisal. 
● Our procedures or policies for accommodating employees with medical or other conditions that put 

them at increased risk of severe COVID-19 illness. 
● In the event we are required to provide testing because of a workplace exposure or outbreak, we will 

communicate the plan for providing testing and inform affected employees of the reason for the 
testing and the possible consequences of a positive test.  

● Information about COVID-19 hazards employees (including other employers and individuals in 
contact with our workplace) may be exposed to, what is being done to control those hazards, and 
our COVID-19 policies and procedures. 

Training and Instruction 
We will provide effective training and instruction that includes: 

● Our COVID-19 policies and procedures to protect employees from COVID-19 hazards. 
● Information regarding COVID-19-related benefits to which the employee may be entitled under            

applicable federal, state, or local laws.  
● The fact that: 

o COVID-19 is an infectious disease that can be spread through the air. 
o COVID-19 may be transmitted when a person touches a contaminated object and then touches              

their eyes, nose, or mouth. 
o An infectious person may have no symptoms. 

● Methods of physical distancing of at least six feet and the importance of combining physical 
distancing with the wearing of face coverings. 

● The fact that particles containing the virus can travel more than six feet, especially indoors, so 
physical distancing must be combined with other controls, including face coverings and hand 
hygiene, to be effective. 

● The importance of frequent hand washing with soap and water for at least 20 seconds and using 
hand sanitizer when employees do not have immediate access to a sink or hand washing facility, 
and that hand sanitizer does not work if the hands are soiled. 

● Proper use of face coverings and the fact that face coverings are not respiratory protective 
equipment - face coverings are intended to primarily protect other individuals from the wearer of the 
face covering. 

● COVID-19 symptoms, and the importance of obtaining a COVID-19 test and not coming to work if 
the employee has COVID-19 symptoms. 

 
Appendix D: COVID-19 Training Roster will be used to document this training. 

Exclusion of COVID-19 Cases 
Where we have a COVID-19 case in our workplace, we will limit transmission by: 
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● Ensuring that COVID-19 cases are excluded from the workplace until our return-to-work 
requirements are met. 

● Excluding employees with COVID-19 exposure from the workplace for 10 days after the last known 
COVID-19 exposure to a COVID-19 case. 

● Continuing and maintaining an employee’s earnings, seniority, and all other employee rights and 
benefits whenever we’ve demonstrated that the COVID-19 exposure is work related. This will be 
accomplished by providing substitute teachers or the means to work remotely and maintaining the 
regular pay schedule.  

● Providing employees at the time of exclusion with information on available benefits. 

Reporting, Recordkeeping, and Access 
It is our policy to: 

● Report information about COVID-19 cases at our workplace to the local health department whenever 
required by law, and provide any related information requested by the local health department. 

● Report immediately to Cal/OSHA any COVID-19-related serious illnesses or death, as defined under 
CCR Title 8 section 330(h), of an employee occurring in our place of employment or in connection 
with any employment. 

● Maintain records of the steps taken to implement our written COVID-19 Prevention Program in 
accordance with CCR Title 8 section 3203(b). 

● Make our written COVID-19 Prevention Program available at the workplace to employees, 
authorized employee representatives, and to representatives of Cal/OSHA immediately upon 
request. 

● Use the Appendix C: Investigating COVID-19 Cases form to keep a record of and track all 
COVID-19 cases. The information will be made available to employees, authorized employee 
representatives, or as otherwise required by law, with personal identifying information removed. 

 

Return-to-Work Criteria 
● COVID-19 cases with COVID-19 symptoms will not return to work until all the following have 

occurred: 
o At least 24 hours have passed since a fever of 100.0 or higher has resolved without the use of 

fever-reducing medications. 
o COVID-19 symptoms have improved. 
o At least 10 days have passed since COVID-19 symptoms first appeared. 

● COVID-19 cases who tested positive but never developed COVID-19 symptoms will not return to 
work until a minimum of 10 days have passed since the date of specimen collection of their first 
positive COVID-19 test. 

● A negative COVID-19 test will not be required for an employee to return to work. 
● If an order to isolate or quarantine an employee is issued by a local or state health official, the 

employee will not return to work until the period of isolation or quarantine is completed or the order is 
lifted. If no period was specified, then the period will be 10 days from the time the order to isolate 
was effective, or 10 days from the time the order to quarantine was effective. 

 

 
Shama Hinard - Head of School 
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 Appendix A: Identification of COVID-19 Hazards 
All persons, regardless of symptoms or negative COVID-19 test results, will be considered potentially 
infectious.  Particular attention will be paid to areas where people may congregate or come in contact with 
one another, regardless of whether employees are performing an assigned work task or not. For example: 
meetings, entrances, bathrooms, hallways, aisles, walkways, elevators, break or eating areas, cool-down 
areas, and waiting areas. 

Evaluation of potential workplace exposure will be to all persons at the workplace or who may enter the 
workplace, including coworkers, employees of other entities, members of the public, customers or clients, and 
independent contractors. We will consider how employees and other persons enter, leave, and travel through 
the workplace, in addition to addressing fixed work locations. 

Person conducting the evaluation: S. Hinard  

Date: 10-30-2020 

Name(s) of employee and authorized employee representative that participated: P. Crain, J. Mutch 
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Interaction, area, activity, 
work task, process, 
equipment and material 
that potentially exposes 
employees to COVID-19 
hazards 

Places and times 

Potential for COVID-19 
exposures and employees 
affected, including members 
of the public and employees 
of other employers 

Existing and/or 
additional COVID-19 
prevention controls, 
including barriers, 
partitions and 
ventilation 

Entrance/exit to campus Before and after 
school 

possible difficulty with maintaining 
social distancing while 
entering/exiting through the doors 

designated different 
entrances for different 
groups, visual cues for 
distances while entering and 
exiting, no access granted for 
the general public, locked 
campus with door bell for 
deliveries 

Bathrooms throughout school day possible difficulty with maintaining 
social distancing 

designated bathrooms for 
staff and students. 
Bathrooms converted to 
single stall where possible. 
No more than 2 students in 
multi stall bathrooms 

Walkways throughout school day possible difficulty with maintaining 
social distancing 

designated walkways for 
each cohort 

Breakrooms throughout school day possible difficulty with maintaining 
social distancing, unmasked eating  

Breakroom closed to all 
staff. Refrigerators and 
microwaves provided 
throughout campus. Breaks 
taken outside, socially 
distanced or in classrooms 
when students are not 
present 
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Meetings various times during 
the day 

gathering with people outside of 
cohorts 

all meetings are held 
virtually 

Shared Administrative Offices throughout school day possible difficulty with maintaining 
social distancing 

Main school office closed to 
all outside persons. Only one 
additional staff member may 
enter. No students may enter. 
Administration office closed 
to all outside persons. Only 
one additional staff member 
may enter. No students may 
enter. Outside medical tent 
set up for sick or injured 
students to be attended to. 

    



Appendix B: COVID-19 Inspections 
 

Date: January 6, 2021 

Name of person conducting the inspection: S. Hinard, P. Crain, J.Mutch 

Work location evaluated: Entire Campus 
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Exposure Controls Status Person Assigned 
to Correct Date Corrected 

Engineering    

Barriers/partitions in place   
Ventilation (amount of fresh air and 

filtration maximized) 
functioning 
properly 

  

Outside tents in place and 
functioning 

  

    
    

Administrative    
Physical distancing makers placed   

Surface cleaning and disinfection 
(frequently enough and adequate 

supplies) 

completed, 
supplies stocked in 
all areas 

  

Hand washing facilities (adequate 
numbers and supplies) 

functioning   

Disinfecting and hand sanitizing solutions 
being used according to manufacturer 

instructions 

in place   

    
    

PPE (not shared, available and being worn) supplies stocked   

Face coverings (cleaned sufficiently often) in place   

Gloves available   
Face shields/goggles available   

Plexiglass Barriers available   
    



Appendix C: Investigating COVID-19 Cases 
All personal identifying information of COVID-19 cases or symptoms will be kept confidential. All COVID-19 
testing or related medical services provided by us will be provided in a manner that ensures the 
confidentiality of employees, with the exception of unredacted information on COVID-19 cases that will be 
provided immediately upon request to the local health department, CDPH, Cal/OSHA, the National Institute 
for Occupational Safety and Health (NIOSH), or as otherwise required by law. 

All employees’ medical records will also be kept confidential and not disclosed or reported without the 
employee’s express written consent to any person within or outside the workplace, with the following 
exceptions: (1) Unredacted medical records provided to the local health department, CDPH, Cal/OSHA, 
NIOSH, or as otherwise required by law immediately upon request; and (2) Records that do not contain 
individually identifiable medical information or from which individually identifiable medical information has 
been removed. 

Date: [enter date] 

Name of person conducting the investigation: [enter name(s)] 
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COVID-19 Case Investigation Information 

Employee (or 
non-employee*) name: 

 Occupation (if 
non-employee, why 

they were in the 
workplace): 

 

Location where 
employee worked (or 

non-employee was 
present in the 

workplace): 

 Date investigation was 
initiated:  

Was COVID-19 test 
offered? 

 
Name(s) of staff 
involved in the 
investigation: 

 

Date and time the 
COVID-19 case was 

last present in the 
workplace: 

 Date of the positive or 
negative test and/or 

diagnosis: 

 

Date the case first had 
one or more COVID-19 

symptoms: 

 Information received 
regarding COVID-19 

test results and onset 
of symptoms (attach 

documentation): 
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Results of the 
evaluation of the 

COVID-19 case and all 
locations at the 

workplace that may 
have been visited by 

the COVID-19 case 
during the high-risk 

exposure period, and 
who may have been 

exposed (attach 
additional 

information): 

 



 

*Should an employer be made aware of a non-employee infection source COVID-19 status. 
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Notice given (within one business day, in a way that does not reveal any personal identifying 
information of the COVID-19 case) of the potential COVID-19 exposure to: 

All employees who 
may have had 

COVID-19 exposure 
and their authorized 

representatives. 

Date:  

Names of employees that 
were notified:  

Independent 
contractors and other 
employers present at 
the workplace during 

the high-risk exposure 
period. 

Date:  

Names of individuals that 
were notified:  

What were the 
workplace conditions 

that could have 
contributed to the risk 

of COVID-19 exposure? 

 What could be done 
to reduce exposure 

to COVID-19? 

 

Was local health 
department notified?  

 
Date: 

 
 



Appendix D: COVID-19 Training Roster 
Date: January 5, 2021 

Person that conducted the training: S.Hinard 

Updated 1/29/21 27 

Employee Name Signature 

Pam Crain  

Jo Mutch  

Anne Boswell  

Aaron Monroe  

Derby Davidson  

Ryan Zobel  

Dominic Cala  

Taylor Hovish  

Linda Lau  

Katy Siegel  

Ericka Plough  

Jill Andre  
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Mikki Boyd  

Asya Deliahmedova  

Shauna Yelnick  


