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MESSAGE FROM THE PRINCIPAL  
August 25, 2020 
 
Hello everyone, 
 
What a time that we are living in.  Since March we all have adjusted our lives and what and how we do things.  I cannot 
be more proud of all the students and staff for their commitment to excellence.  Over the past several months the 
Windham School District has developed plans to reopen all schools this fall for the 2020-2021 school year based upon 
guidance from the Center for Disease Control and Prevention (CDC), New Hampshire Department of Health and 
Human Services (NHDHHS), New Hampshire Department of Education (NHDOE), and the American Academy of 
Pediatrics (AAP).  As educators, we recognize the importance of in-person learning for our students while also 
remaining acutely aware of enforcing strict safety protocols. Protecting the safety of all students and staff is the top 
priority as we embark on this journey together.  Now, and perhaps more than ever, the importance and respect for 
public education is evident.  I know that our amazing teachers will educate our students. Our students will continue to 
learn and grow. No matter what obstacle that gets in our way together we will get through this and be an even stronger 
school then before.  
 
Safety will always remain our number one priority and the guidance associated with SARS-Cov-2 (COVID-19) will serve 
as the foundation for our schools to reopen as safely as possible with the science we have available to us at this point 
in time.  We regularly practice school safety drills not knowing what tomorrow could bring and our current situation adds 
another element of safety that we must consider.  Supporting the physical and mental well-being of our students and 
staff is our top priority.  We will focus on managing all aspects of teaching and learning that are within our control, 
knowing that the task before us is monumental.  
 
On Thursday, July 30, 2020, the school board voted to have the start of school pushed back to Wednesday, September 
9, 2020.  The first two weeks will be an A/B hybrid until  Friday, September 25, 2020.  At that point, Grades K-2 will 
open up in full, with social distancing, while Grades 3-4 will continue with a hybrid model.  
 
The purpose of this document is to provide as much direction and clarity for all staff members.  We are all learning to be 
flexible in these uncertain times.  There will be some bumps along the way but we will do our best to accommodate and 
adjust as necessary to ensure the safety of all students and staff.  I want to take a minute to mention the staff members 
who have provided constructive feedback for helping to make this the best possible plan for our staff at Golden Brook 
School.  They include the following team representatives: 
 

★ B.J. Martin 
★ Jessica Benson 
★ Katherine Barber 
★ Christopher Blair 
★ Heather Pacheco 
★ Judian Burzlaff 
★ Katelyn Katsohis 
★ Courtney Landry 
★ Robyn McCarthy 

★ Cindy Clemons 
★ Erin Russell 
★ Sara Whitney 
★ Lauri Putnam 
★ Ryan Bartlett 
★ Eric Graff 
★ Julie Williams 
★ Sara Accardo 
★ Linda Dolce 

 

I just want to say thank you to all the parents, staff and students for the ongoing support that you have shown to all of 
us over these past few months.  With school right around the corner, I can honestly say that I am excited to see 
everyone in the halls giving everyone air high-fives and knowing that we are all in this together. Have a great rest of 
your summer and I will be communicating with everyone, every step of the way.  
 
Smile,  
Chris  
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BACKGROUND 
● The novel coronavirus disease 2019 (COVID-19) is a respiratory illness that can spread 

from person to person.  It spreads between people who are in close contact with one 
another and through respiratory droplets produced when an infected person coughs or 
sneezes.  Symptoms can include fever, cough, or difficulty breathing, among others, which 
may appear 2-14 days after exposure.  There is currently no approved vaccine to prevent 
the COVID-19 infection. 

● We are aiming to help prevent infection by avoiding exposure to COVID-19 while at Golden 
Brook School through social distancing practices, wearing personal protective equipment, 
good handwashing and hygiene techniques, proper etiquette for coughing and sneezing, 
and staying at home if sick. 

 

EMPLOYEE PROTOCOLS 

GENERAL OVERVIEW 
 

● The Windham School District will reopen for staff professional development days that will 
occur on August 31 as well as September 1, 2, 3, and 8.  

● The Windham School District  will reopen for students on September 9, 2020, with the 
following required protocols and guidelines in place to protect the safety and welfare of all 
personnel and students while in the school or in use of school facilities: 
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○ Schools and school buses will be cleaned and disinfected on a regular daily schedule 
specifically targeted toward frequently touched surfaces at least daily and/or between 
use. Shared objects will be cleaned before and after usage. 

○ Transportation vehicles will be cleaned and disinfected in accordance with state 
regulations.  The contracted transit operators will comply on a daily basis.  Seating on 
school buses shall follow social distancing guidelines established by the school district 
and transporter (2 students per seat, wearing masks with windows open). 

○ All personnel will complete a COVID self-assessment prior to entering their building. 
○ Parents are asked to assess their children before leaving home and to contact their 

schools if symptoms develop. 
○ All students in grades K-12 will wear face coverings while in school or in school 

facilities, face coverings should cover both the nose and mouth. Masks with 
exhalation valves are not allowed. Exceptions will be considered on a case by case 
basis.  

○ Additional PPE may be used in extenuating circumstances.  Students in PK are 
encouraged to wear face coverings.  

○ All school personnel will wear face coverings while in school or in school facilities, 
face coverings should cover both the nose and mouth. Masks with exhalation valves 
are not allowed. Exceptions will be considered on a case by case basis. Exceptions 
will be considered on a case by case basis.  

○ Personnel and students are encouraged to bring their own mask or face covering 
(masks with exhalation valve are not allowed). Individuals that forget will be provided 
with a new mask. 

○ A minimum of 3’ of social distancing benchmark is established for all areas including 
classrooms. 

○ Physical barriers, such as plastic flexible shields, will be installed in areas where 
social distancing is needed but not possible. 

○ All personal supplies and belongings will be labeled, and kept separate from other 
individual access. 

○ Hand-sanitizing and hand-washing will be scheduled throughout the school day. 
Hand-washing videos will be available for our students and staff to access. 

○ During recess CDC guidelines for social distancing will be maintained.  
○ Lunch will be served in the cafeteria and/or in classrooms with disposable items; with 

preference for in-classroom lunches. 
○ Personnel and students are encouraged to bring their own water bottle as feasible to 

minimize use of water fountains. 
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DAILY SELF-CHECK 
● Each and every day prior to coming to work, employees will self-assess whether they have 

possible COVID-19 symptoms – this includes taking temperature daily before you come to 
work.  

● When an individual enters the facility, they are certifying that they have performed the daily 
self-check to assure that they are not experiencing COVID-19 symptoms. 

● Any employee who is exhibiting symptoms of COVID-19 are advised to stay home, 
immediately notify the School Nurse, and enter absence into AESOP to secure a substitute. 
The employee is encouraged to consult with a healthcare provider to determine if COVID-19 
testing is recommended. 

● Stay at home if:  
○ You have any of the following new or unexplained symptoms: 

■ Fever of 100.4°F or greater 
■ Persistent Cough  
■ Shortness of breath or difficulty breathing  
■ Chills  
■ Fatigue  
■ Muscle or body aches  
■ Headache  
■ Sore throat  
■ Runny nose/congestion  
■ New loss of taste or smell  
■ Nausea or vomiting  
■ Diarrhea 

○ You have been in recent close contact with a person with COVID-19 (last 14 
days).  Close contact means: 

■ Living in the same household as a person who has tested positive for 
COVID-19; 

■ Caring for a person who has tested positive for COVID-19; 
■ Being within 6 feet of a person who has tested positive for COVID-19 for 15 

minutes or more; 
■ Coming in direct contact with secretions (e.g. being coughed/sneezed on) from 

a person who has tested positive for COVID-19, while that person was 
symptomatic. 

■ You have traveled in the prior 14 days outside of New England. 
 
PERSONAL PROTECTIVE EQUIPMENT (PPE ) 

● Face coverings are required in all areas (e.g., classrooms, main offices, hallways, 
bathrooms, conference rooms, etc.). 
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● Employees can wear their own face coverings or one provided by the district. 
● It is recommended that cloth face coverings be washed on a regular basis. 

 
GOOD HYGIENE  

● All employees and students should clean their hands frequently with soap and water and/or 
with alcohol-based hand sanitizer. 

● Wash hands for at least 20 seconds and dry thoroughly.  
● Wall-mounted and other hand sanitizer dispensers containing at least 60% ethanol or 70% 

isopropanol are installed in each classroom and in high traffic thoroughfares. 
 

PRACTICE RESPIRATORY ETIQUETTE 
● All individuals should practice respiratory etiquette, including covering coughs and sneezes. 
● Tissues and touchless trash receptacles are available throughout the school. 
● Promptly dispose of any used tissues and immediately wash or sanitize your hands. 

  
COMMONLY-USED ITEMS 

● Commonly-used items (such as coffee machines, water coolers, refrigerators, microwave 
ovens, copy machines, conference room telephones, etc.) will be sanitized after each use by 
the user. 

● Approved disinfectants effective against SARS-CoV-2 and disposable towels will be 
available throughout the facility for employees to clean work surfaces that they use.  

● Employees should avoid using other employees’ phones, desks, or other work tools and 
equipment when possible, unless the equipment has been sanitized. 

● The custodial staff will clean high-touch surfaces in certain common areas (e.g. door 
handles, faucets/toilets, handrails, elevator buttons, etc.), but staff are responsible for 
cleaning their own desk and work area each day.  

 
MINIMIZE ITEMS THAT YOU BRING INTO THE FACILITY  

● Laptops, mobile phones, and other computer-related devices that you bring home should be 
cleaned with approved disinfectants before entering the facility. 
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STUDENT GUIDELINES 
 

SOCIAL EMOTIONAL GUIDELINES 
● According to Teaching Tolerance, now more than ever we must focus on the following:  

○ Establishing routines and maintaining clear communication;  
○ Prioritizing relationships and well-being over assignment and behavioral compliance; 
○ Supporting students and staff in feeling safe, connected, and hopeful. 

 

STUDENTS LEARNING REMOTELY 
● Parents/Guardians may select a remote learning option for their students.  
● Remote students will be required to follow guidelines provided by the school district. 

 Link to remote learning plan   
● Assignments will be submitted online through PowerSchool Unified Classroom and other 

platforms assigned by the teacher.  
 

STUDENT ARRIVALS 
● Opening additional doors for entry and exit to avoid funneling all students through a single 

point of entry. 
○ Pre-K-Back Door with Staff 
○ Kindergarten, Grade 1 & 2-Green Door 
○ 3rd Grade-Orange Door 
○ 4th Grade-Blue Door 

● Car drop off will enter through the Kindergarten Wing door. Drop-off Map (Pick-up Map) 
● Direct students to the door closest to their classroom or homeroom when necessary to avoid 

congestion and crowding. In instances where the closest door to the classroom or 
homeroom is inaccessible for students with disabilities, schools will consider individualized 
planning for entry and exit from the school building.  

● Tardy students will enter through the front door and sign in before continuing to their 
classrooms. 
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SOCIAL DISTANCING 
● Students will practice social distancing, staying a minimum of 3 - 6 feet away from one 

another whenever possible.  
● Students will remain with their homeroom cohort throughout the school day as much as 

possible. 
 

HEALTH PRECAUTIONS 
● Face masks will be required for all grades K-4; they will be encouraged for PreK. Exceptions 

will be made on a case-by-case basis. 
● Face masks should be washed or replaced daily.  
● Hand sanitizer and sanitizing wipes will be available throughout the building. 
● Critical times to perform hand hygiene include:  

○ before eating food  
○ after using the toilet  
○ before and after putting on, touching, or removing cloth face coverings or touching 

your face 
○ returning from recess/outdoor activities 
○ after blowing your nose, coughing or sneezing, and  
○ entering and exiting a classroom or between activities.  

 
 

 

STUDENT MATERIALS 
● Chromebooks and other computer-related devices brought home should be cleaned with 

approved disinfectants before re-entering the facility. 
● Textbooks should be left in the facility whenever possible or accessed electronically. 
● Minimize sharing of materials between students. 

 
 

TECHNOLOGY 
● Students will follow the GBS Student Technology Contract both at school and while working 

remotely. 
● Students in Grades 1-4 will be issued a Chromebook for use throughout the school year.  
● Students will be expected to transport their school issued Chromebook to and from school 
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when directed by the classroom teacher.  
● Student devices should be sanitized regularly and will not be shared with other students. 
● Students will be instructed on logging technology support tickets and accessing assignments 

through Unified Classroom and Clever. 
 

 
 

BEHAVIORAL GUIDELINES 
● Students will continue to follow the Golden Brook School Behavior Expectations as outlined 

in the student handbook.  
● Follow the district policies related to mask wearing and safety related guidance due to the 

COVID-19 pandemic.  
 
 

STOPPING THE SPREAD (COVID - 19) 

HANDWASHING PROCEDURE 

● Wet your hands with clean, running water (warm or cold), turn off the tap, and apply 
soap. 

● Lather your hands by rubbing them together with the soap. Lather the backs of your 
hands, between your fingers, and under your nails. 

● Scrub your hands for at least 20 seconds.  
● Rinse your hands well under clean, running water. 
● Dry your hands using a clean towel or air dry them. 
● Wash your hands frequently with soap and water frequently for at least 20 seconds.  

WASH YOUR HANDS... 

● After blowing your nose, coughing, or sneezing 
● After being in a public place 
● Before eating and/or preparing food 
● Before touching your eyes or putting in contact lenses 
● After using the toilet 
● Before and after treating a cut or wound 
● After touching garbage  

Visual Supports: 

● Handwashing Poster Hand Washing and Hand Sanitizer (2 pages) 
● Stop Germs: Wash your Hands 
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● Germs Are All Around You  
 
FACE MASK PROTOCOLS 

● Ensure your face mask is clean, dry and not damaged 
● Wash and dry your hands before putting on your face covering 
● Put it over your nose and mouth and secure it under your chin 
● Try to fit it snugly against the sides of your face- no gaps 
● Make sure you can breathe easily 
● Wash and dry your hands  

FACE MASK HYGIENE 

● Do not touch the front of the face mask. If you do, clean your hands and dry 
thoroughly. 

● Avoid touching your face, as infection can still be introduced by touching your eyes or 
if you are not wearing your face mask correctly. 

● Face masks should not be moved during use. This includes being pulled up or pulled 
down below your chin. If you need to remove your mask (for example, to eat) - 
remove it safely, dispose of it appropriately (or wash if a home-made facial covering 
or cloth mask) and clean your hands. 

● Replace the face mask if it becomes damp, damaged, or soiled. 

REMOVING A FACE MASK 

● Clean your hands with soap and water or use hand sanitizer (containing at least 60 
percent alcohol). Ensure your hands are dry. 

● Remove the face mask from behind (do not touch the front of the mask) by untying 
ties or removing loops and pull it away from your face. Be careful not to touch your 
eyes, nose, and mouth when removing your mask 

● Clean, store or dispose of it appropriately  
● Clean your hands again (as above) 

 
ADDITIONAL VISUAL SUPPORTS 

● CDC how to don and doff PPE Posters  
● COVID-19 CDC Fact Sheet 
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https://www.cdc.gov/handwashing/pdf/Handwashing-Middle-School-8x11-p.pdf
https://www.cdc.gov/hai/pdfs/ppe/ppe-sequence.pdf
https://www.cdc.gov/coronavirus/2019-ncov/downloads/2019-ncov-factsheet.pdf


                                                                        WINDHAM GOLDEN BROOK SCHOOL 
  REOPENING PLAN       13 

 

 

GENERAL PROCEDURES 

BUILDING PREPAREDNESS 
● Student-friendly posters encouraging proper handwashing, social distancing, general 

hygiene and mask wearing techniques have been added in all high visibility areas. 
● Hand sanitizer dispensers with at least 60-80% ethanol or 70% isopropanol as active 

ingredients are placed in entrances and common areas. 
● Hallways have been divided down the middle to a left and right side. 
● Floor decals have been placed in each hallway and in high traffic thoroughfares to 

encourage social distancing and determine organized traffic patterns. Sidewalk lines have 
been repainted with a more visible color to assist students and maintain physical safety 
during arrival/dismissal. 

● Plexiglass counter shields have been installed in the front office to handle deliveries, outside 
vendors, and parent dismissals. 

● Designated schedule for students to use the restroom to encourage social distancing has 
been established. 

● Student desks have been placed a minimum of 3 feet apart from each other. 
● Water systems flushed to clear out stagnant water and replaced with fresh water.  

 
ENTERING THE FACILITY  

● All employees will enter using an entrance closest to their personal workspace. 
● Upon entering the workplace, all employees shall wash their hands or use the alcohol-based 

hand sanitizer before accessing the building.  
○ ALL employees shall follow this procedure whenever they leave and return to the 

workplace, including during the workday. 
● All employees shall wear a face mask upon entering the building. 
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SIGNING IN WHEN ENTERING THE FACILITY 

● Sign-in upon arrival through the main entrance - do not “piggyback” or walk through doors 
being held open for you without signing in. 

● Use your own pen. 
● Sign in records will be used to “track and trace” in the event someone is diagnosed with 

COVID-19. 
 
SOCIAL DISTANCING AND TRAFFIC FLOW 

● When in the facility, try your best to maintain 3-6 feet of distance between each other. 

● Hallways have been divided into a left and right side with a dotted line and directional 
arrows. Color markers have been placed throughout the school and will indicate a consistent 
traffic flow pattern for students and staff to follow.  

● Floor decals have been placed in each hallway and in high traffic thoroughfares to 
encourage social distancing and determine organized traffic patterns. Sidewalk lines have 
been repainted with a more visible color to assist students and maintain physical safety 
during arrival/dismissal. 

 

QUARANTINE ROOM 
● A designated Quarantine Room has been established in Room #B223 (upstairs Nurse’s 

Office) and will be used in the event that a student or employee presents any of the following 
symptoms: 

○ Fever (100.4°F or greater) – test yourself daily  
○ Cough  
○ Shortness of breath or difficulty breathing  
○ Chills  
○ Fatigue  
○ Muscle or body aches  
○ Headache  
○ Sore throat  
○ Runny nose/congestion  
○ New loss of taste or smell  
○ Nausea or vomiting  
○ Diarrhea 
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CLASSROOMS, CONFERENCE ROOMS AND OFFICES  
● The use of call/video conferencing is preferred to in-person meetings. 
● Signs with a maximum number of attendees will be posted on the door of the conference 

rooms. 
● If you must meet in person, limit the number of participants according to the posted signage 

and use a conference room that will allow at least 3-6 feet of space between attendees. 
● Sanitize high-touch areas before leaving the room and your work space. 
● Be sure to allow at least 3-6 feet of space between yourself and the person in any personal 

office. 
 
ELEVATOR AND STAIRS  

● Use  for students needing an accommodation,  One employee is allowed in the elevator at a 
time with a student as needed.  

● Employees are encouraged to remain to the far right when using stairs so as to maximize 
distancing.  
 

STAFF ROOM 
● No more than 10 employees are allowed at any given time. 
● Commonly-used items, such as coffee machines, water stations, refrigerators, microwave 

ovens, must be sanitized (by sanitizing materials provided) after each use by the staff 
member who has just used it.  

●  Our custodial crew will wipe down surfaces and common touched areas throughout and at 
the end of each day.  

 
COPIER ROOM 

● Copiers need to be wiped down (with sanitizing materials provided) after each use by the 
staff member who has just used it.  

 
WINDOWS 

● Windows in the facility shall remain open throughout the day and evening until the facility 
closes overnight.  If the temperature falls below 62 degrees, we will adopt an intermittent 
schedule for introducing fresh air into the facility. 

 
TRAVEL RESTRICTIONS 

● No work-related conference or workshop travel is permitted until further notice or without 
SAU approval. 

● Consult with your supervisor/HR for return to work guidance/restrictions after personal travel. 
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● Employees are encouraged to avoid the use of public transportation if possible. 
 
DELIVERIES 

● Deliveries of packages will only be accepted in the front vestibule area.  
● Packages are to be opened in the vestibule and cardboard disposed of in the dumpster. 
● USPS mail will be processed through the main office.  
● Employees should use their own pen to sign for deliveries and hand sanitizers or hand 

washing should be used after touching the electronic signature pad. 
 
VISITORS AND CONTRACTED VENDORS 

● Visitors and outside contractors must be pre-approved to come onsite and the host must 
notify reception. 

● Any essential visitor must wear a face covering at all times on the school grounds and inside 
the school buildings. 

● Visitors will only be allowed onsite if their presence is essential to School/District operations. 
● Any visitor who is entering the facility must sign in at the reception desk in the main office. 

 
STUDENT DISMISSALS 

● Parents will not obtain access to the front office for dismissal.  
● Parents will remain at the front door intercom to state their child’s name to office personnel 

who will follow standard dismissal procedures before entering the vestibule.  
● Parents/Guardians will wait inside the vestibule for their child. 

 
EMERGENCY EVACUATIONS 

● In the event of an evacuation, maintain at least 3-6 feet of space between individuals at the 
rally point. 

○ Medical emergencies currently remain unaffected. 
● We will have 10 life safety drills.  Please discuss with your students the importance of social 

distancing in the classroom, hallways and/or outside during the drills.  
 
FIELD TRIPS 

● Off-site trips are not part of our reopening plans at this point in time.  We will reevaluate as 
the year progresses and seek out experiential learning that may be brought to us in a safe 
environment.  

● Spring field trips are still being evaluated.  
 
ASSEMBLIES 

● Assemblies will be held outdoors and/virtual with reduced student cohorts when weather 
permits and where social distancing is possible. 
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CLUBS/ACTIVITIES 

● At this moment, there is no decision on whether clubs/activities will be offered to students.  
 

COMMUNICATION 
SCHOOL MESSENGER  
The Windham School District utilizes School Messenger, an automated text message, voice, and 
email system, to communicate emergencies, cancellations, events and, at times, information of 
general interest to parents and students. Students and parents are requested to ensure the contact 
information is continually up to date in order to ensure timely contact. If contact information 
changes, please contact the Main Office at GBS.  
 
GBS WEEKLY NEWSLETTER 
Golden Brook School will continue to send out weekly newsletters with important school 
information, dates, and announcements throughout the school year. The newsletter is sent home 
weekly by email and will be available on the GBS school website. 
 
GOLDENBROOK SCHOOL WEBSITE 
Please visit the Golden Brook School Website  
 
SOCIAL MEDIA 
Facebook:@GoldenBrookSchool 
Twitter: @GoldenBrookWSD 

 

STUDENT OPERATIONS SCHEDULING 
 

BREAKFAST/LUNCH/RECESS SCHEDULE 

BREAKFAST 
● Breakfast can be purchased inside the cafeteria and eaten in the classroom. 

LUNCH 
● Lunches will be prepared in the cafeteria and eaten in the classroom/cafeteria on an A and B 

Week Rotation to reduce the number of students in the cafe at one time. 
● Classroom coverage for teachers will be needed during lunch and/or recess depending on 

duty schedule. 

        Version Update  
8/26/2020 1:49 



                                                                        WINDHAM GOLDEN BROOK SCHOOL 
  REOPENING PLAN       18 

RECESS 
● Staggered recesses with playground zones that rotate daily (field/playground/paved area) in 

an A/B weekly rotation. 
● Playground equipment will need to be part of the building cleaning schedule. 
● Balls, jump ropes, etc. will not be available or be allowed to be brought from home. 
● While at recess outside, and if students are able to maintain social distancing guidelines, 

they will be able to remove their masks. 
● When preparing to re enter the building, masks must be put back on. 

 
 

BUS TRAVEL 
● Students will sit 2 per seat. 
● First two rows vacant. 
● Loading the bus back to front. 
● Students will be assigned a seat of which they will sit in daily. 
● Masks will be required by all students while riding the bus to and from school. 
● Buses will be disinfected by the bus driver between bus routes.  

 
 

STUDENT BUS & CAR ARRIVAL 
● All students riding the bus will enter through their designated school houses.  
● Students will maintain social distancing while traveling into the building using traffic flow 

markings on the sidewalk and flooring at both bus and car arrival.  
● Arrival Drop-off Map 
● Students will report directly to their classrooms for indoor Ready, Set, Go. 
● Student temperatures will be taken by parents at home in the morning daily prior to allowing 

their student to ride the bus or attend school.  
 

 
 

STUDENT BUS DISMISSAL 
● Students will be dismissed to buses from the gym, cafe, and/or classroom. 
● Students will sit with siblings and space out by following social distancing markers in the gym 

and cafe. 
●  Pick-up Map 
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STUDENT CAR DISMISSAL 
● Students will line up on the back paved playground following the social distancing markers 

on the pavement. When it is safe to do so, students will load into cars when directed by an 
adult on duty. 

 
 

HALLWAYS 
● Hallways have been divided down the middle to a left and right side. 
● Floor decals have been placed in each hallway and in high traffic thoroughfares to 

encourage social distancing and determine organized traffic patterns. 
 

 

BATHROOM 
● Will be cleaned regularly  
● Limit the number of students in the bathroom at one time and establish these guidelines with 

students. 
● Social Distance floor markers will be used for students waiting to use facilities. 

 
 

YMCA 
● To Be Determined by District and company guidelines. 

 

LOST AND FOUND 
● There will be no all-school lost and found collection area for public access. 
● Students are encouraged to label ALL belongings. 
● We will contact families if clothing is labeled and easily identifiable.  
● Any clothes or belongings that are not easily identifiable will be kept for the duration of the 

trimester and an opportunity will be scheduled for parents/guardians to check the collection. 
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OPENING HYBRID SCHEDULE (Sept. 9- Sept. 25) 

There will be a “phased in” approach to a full reopening for K-2 and the hybrid model for grades 3 - 4 during 
the period from September 9, 2020, to September 25, 2020. During this time, students will follow a “Blended 
Model” schedule with student cohorts alternating in-person instruction with remote instruction every other day. 
This will allow students and teachers to experience the classroom setting and the remote setting for a short 
period of time. Parents and students will be required to “lock-in” their choice of either full remote or 5 day 
in-school instruction (for K-2 only) by September 21, 2020. The 5-day model is dependent on classroom 
reconfiguration that allows for a minimum of 3’ edge to edge measurement between desks in classrooms. 
Students will be locked into the model they chose until the end of the trimester, at which point they may be able 
to change models based on space availability. 

 

● Student Cohort #1 (Last Names A-L) 
 

● Student Cohort #2 (Last Names M-Z) 
 
 
 
 
 
Week 1 
 

Monday, 
September 7th  

Tuesday,  
September 8th  

Wednesday, 
September 9th 

Thursday, 
September 10th  

Friday,  
September 11th 

  Cohort 1 A-L Cohort 2 M-Z Cohort 1 A-L 
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No School  
 

No School  
 

Physically 
In-Person 

Physically 
In-Person 

Physically 
In-Person 

Cohort 2 M-Z 
Remote Learning 

Cohort 1 A-L 
Remote Learning 

Cohort 2 M-Z 
Remote Learning 

 
Week 2  
Monday, 
September 14th  

Tuesday, 
September 15th 

Wednesday, 
September 16th 

Thursday, 
September 17th  

Friday,  
September 18th 

Cohort 2 M-Z 
Physically 
In-Person 

Cohort 1 A-L 
Physically 
In-Person 

Cohort 2 M-Z 
Physically 
In-Person 

Cohort 1 A-L 
Physically 
In-Person 

Cohort 2 M-Z 
Physically 
In-Person 

Cohort 1 A-L 
Remote Learning 

Cohort 2 M-Z 
Remote Learning 

Cohort 1 A-L 
Remote Learning 

Cohort 2 M-Z 
Remote Learning 

Cohort 1 A-L 
Remote Learning 

 
Week 3 
 

Monday, 
September 21st  

Tuesday, 
September 22nd  

Wednesday, 
September 23rd 

Thursday, 
September 24th  

Friday,  
September 25th 

Cohort 1 A-L 
Physically 
In-Person 

Cohort 2 M-Z 
Physically 
In-Person 

Cohort 1 A-L 
Physically 
In-Person 

Cohort 2 M-Z 
Physically 
In-Person 

Cohort 1 A-L 
Physically 
In-Person 

Cohort 2 M-Z 
Remote Learning 

Cohort 1 A-L 
Remote Learning 

Cohort 2 M-Z 
Remote Learning 

Cohort 1 A-L 
Remote Learning 

Cohort 2 M-Z 
Remote Learning 

 
 
District Zoom Etiquette: 
 
In an effort to respect the teaching and learning environment for all students, teachers, and families, the 
following zoom or online call protocols have been created.  It is vital for the success of our students that they 
are adhered to.  In the event that students/families do not follow these guidelines, they may be removed from 
the Zoom meeting. 
 
Teachers Zoom Etiquette 

● Mute your microphone if you aren’t talking, if you are traveling, or are not alone in a room. 
● Use your real name 
● Be on time 

        Version Update  
8/26/2020 1:49 



                                                                        WINDHAM GOLDEN BROOK SCHOOL 
  REOPENING PLAN       22 

● Dress appropriately to your regular school day 
● Only post chat messages relevant to the lessons 
● Use the video off feature to decrease distractions to others if necessary ie traveling, interacting with 

others 
● Be aware you are on camera and try to avoid doing other tasks, checking emails, looking at your 

phone, etc. 
● When applicable use the gallery view to try to avoid talking over/at the same time as other participants 
● Ensure your settings are set for the meeting. For example, turning off chat, setting up a doorbell etc.  
● Start your meeting 3-5 minutes before the meeting begins to ensure the zoom call is functioning 

correctly. 
● Limit other distractions during teaching time with your students. 

Parent Zoom Etiquette 

● Mute your microphone if you aren’t talking 
● Use your real name 
● Be on time 
● Dress appropriate to a school meeting 
● Only post chat messages relevant to the meetings. 
● Sit at a desk or table for the duration of the call 
● Refrain from eating during your session 
● Student zoom meetings are for your students only.  Students only should answer questions as they 

would in the regular school setting. 
● Limit other distractions during meetings with teachers or staff members. 
● Have your video on unless you are experiencing connection issues 

Student Zoom Etiquette 

● Mute your microphone if you aren’t talking 
● Students use their correct screen name. 
● Be on time 
● Wait your turn to talk 
● Dress appropriate to your regular school day 
● Only post chat messages relevant to the lessons 
● Sit at a desk or table for the duration of the call 
● Refrain from eating during your session 
● Refrain from bringing siblings, parents, pets or toys to the call 
● Have your video on unless you are experiencing connection issues 
● Close unnecessary tabs on your device to keep video working optimally.  
● Students will be removed from the room by the host if they do not follow rules or aren't considerate to 

others. 
● Be mindful of the lighting in your room: Too much light from behind may be darkening; lighting from in 

front shows you better. 
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Student Remote Learning Concerns Protocol 
 

1. Teachers will create a classroom google document within their own classroom to keep track of their 
own student data/parent contacts that will be used in the event the concern needs to be brought to the 
SST-Student Support Team. This document will be shared with anyone who works with the student so 
they can also document concerns or parent contact  (ie:case manager, paraprofessionals, 
interventionist, UA). 
 

2. The classroom teacher/case manager (if applicable)  will  contact parents via phone or email with 
concern.  Don’t forget to use *67 before dialing the number.   

 
3. If the parent doesn’t respond within 48 hours of the email or phone call, the classroom teacher or 

special education case manager (if applicable)  will contact the  school counselor who will make a 
second attempt to contact the parent.  (Classroom teachers will keep track of dates and responses on 
their own personal data collection sheet in the event you need to refer to SST) 

 
4. If the school counselor is able to get in contact with the parent and the parent agrees to get the child 

back on track, no further action needs to be taken. The school counselor will report back to the teacher 
about communication with the parent and the classroom teacher will document this.  If the parent is 
struggling to support their child with remote learning or the child does not get back on track within a 
week, move to step 5.  
 

5. The classroom teacher will complete the SST-Student Support Team Remote Referral Form with 
concerns and an SST meeting will be scheduled to discuss remote learning concerns and a plan will be 
put in place to support the student.  
 

6. If the SST-Student Support Team Plan created is not working after 1 week, the classroom teacher will 
contact both the SST Coordinator and administrative team so an administrator can make contact with 
the child’s parents.  

 
7.  The administrator who contacts the parent, will email the SST Coordinator and teacher or teachers 

with an update.  The SST Coordinator will update the plan with new information based on the discussion 
with the parents. 
 

8. If progress is not being made, the classroom teacher/special education case manager will contact the 
SST-Student Support Team Coordinator to be scheduled back to the SST Team to make a new plan 
and ensure all the pieces are documented in one spot.   
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IN-PERSON INSTRUCTION 

● Students will remain in their homeroom cohort for the entire school day with teachers 
traveling to students. 

● The master academic schedule will be followed for all students.  
● Clever and Unified Classroom platforms will be used for communication, assignments, etc. 
● Additional supplies and resources (i.e. books, workbooks, manipulatives, etc.) may also be 

distributed to use at home. 
● Desks spaced 3 feet apart, all facing the same direction or separation with barriers in 

between. 
● Increase circulation of outdoor air as much as possible by opening windows and doors. 
● Avoid sharing electronic devices, toys, books, and other games or learning aids. 
● Materials that must be shared will need a sanitizing procedure before another student 

accesses the materials. 
 

 
 

FULL REMOTE MODEL 

School Hours/Schedule 
● Students will follow a clearly defined schedule for classes and hours based on their 

designated school building and grade level. 
● Remote Learning Handbooks will be available and daily schedules will be provided to your 

child from their teacher or teachers based on grade and course. 
Remote Learning Teachers 

● Teachers will provide both daily synchronous, asynchronous learning in addition to 
independent work time. This may vary in combination based on grade level and course. 

● K-2 Students who select full remote learning will be shifted to a remote teacher for their 
academics.  Original classroom placements cannot be guaranteed if students pivot back to 
the hybrid model at any point in time.  

● 3-12 students will remain in their current classroom placements and will zoom into their 
regularly scheduled classes for their remote learning daily.  

Attendance 
● K-2 students will report to their first zoom session with their remote learning teacher 

according to their regular bell schedule to record attendance. 
● 3rd & 4th grade students will report to their first zoom session to record attendance with 

their regular classroom teacher to record attendance.  
● 5th-8th grade students will report to their first zoom session to record attendance with their 

homeroom teacher.  
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● 9-12 students will report to each of their regularly scheduled classes via zoom where 
attendance will be recorded for each class.  

● If a student is not going to attend his/her remote learning school day, it is the responsibility 
of the parent/guardian to call the attendance line at their child’s school and provide a 
reason for the absence. 

● Students are expected to attend regularly scheduled zoom sessions based on their 
schedules.  

Office Hours 
● When K-2 remote only teachers are not scheduled to provide direct instruction, they will be 

available for office hours. These times will be identified for families in advance.  
Late Work 

● All work is due on the date it is assigned to be completed.  
● Arrangements must be made with the remote learning teacher for any work that will not be 

completed on time.  Teachers will communicate missing assignments to students.  
Instructional Opportunities 

● Synchronous: Real-time learning for full class, small groups, and/or 1:1 teacher-student 
meetings. 

● Asynchronous: Pre-recorded lessons, website links, and/or online programs that students 
can view on their own.  

● Offline Learning: Self-directed work time, physical activities, independent reading, etc.  
● Synchronous lessons will be provided daily for students with additional asynchronous 

lessons to supplement student learning and achievement. 
● Offline learning will mimic in-school learning time where students have an opportunity to 

independently practice newly learned skills.  
Platform 

● K-6-Clever/Unified Classroom: Links to Unified Classroom Pages for their classroom 
teacher(s), special education, RtI & Unified Arts Teachers.  All applications students are 
using will be linked through Clever for quick and easy one step access to include 
scheduled Zoom calls. Unified Classroom Pages will contain a synopsis of the day for each 
student. 

● Grades 7-12-Clever/Unified Classroom Pages will be set up with similar formatting to 
include a common place for accessing assignments and turning in assignments. Clever will 
also be used for additional single sign on access for students to links. 

Feedback on Assignments 
● Students will be provided with timely and meaningful feedback on their assignments. 

Learning Space/Materials 
● Students will be required to sit at a desk, table or other flat surface and follow regular school 

dress expectations when learning remotely. 
● Students will need to attend remote learning prepared with materials necessary to complete 
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the assignments.  
● Some materials may require pick up and drop off by parents. 
● Technology devices are to remain in one designated space and used for school only.  

Full Remote Learning Handbook 
● Students selecting the full remote learning option will be provided with a remote handbook 

which will outline the full remote plan in greater detail.  
NH Wiretapping Law 

● New Hampshire is a "two-party" or "all-party" state where every party to a conversation has 
to agree to the recording.  The New Hampshire statute is RSA 570-A, Wiretapping and 
Eavesdropping. Intentional violations of RSA 570-A can result in a class B felony or a 
misdemeanor, as well as money damages.  
 

Policy JICJ-Communication with Personal Electronic Devices  
 

● The Board recognizes that communication with personal electronic devices is a rapidly changing field 
and the district’s procedures and practices need to adapt to these changes. Personal electronic 
devices can be important communication tools for students and parents. They can also be disruptive 
to the educational process and create challenges to students’ and employees’ expectations of 
privacy. This depends on the time, place and manner of their use.  

 
Elementary and Intermediate Schools 

 
The use of personal electronic devices by any student in a Preschool – grade 6 school or while 
attending any school function during the school day is prohibited unless specifically authorized by a 
school official. 
 
Middle and High Schools 
 
Personal electronic devices may not be used in bathrooms or locker rooms. In general, they will not 
be used in classrooms during the school day. They can be used in classrooms only at the discretion 
of the teacher. They may be used only in designated areas at appropriate times. 
 
Student Handbooks shall include the rules for the use of personal electronic equipment based on this 
policy including designated areas for the middle and high schools.  

 
Use of Recording Devices 

 
Any use of a personal recording device including applications on cellular telephones, and/or other 
electronic devices to knowingly intercept telecommunication or oral communications will be strictly 
prohibited on school property.  Non Consensual recording of teacher-classroom discussions, student 
discussion, and/or personal matters; including releasing student information without consent; is in 
violation of the Family Educational Rights and Privacy Act (FERPA) as well as NH state law, RSA 

        Version Update  
8/26/2020 1:49 



                                                                        WINDHAM GOLDEN BROOK SCHOOL 
  REOPENING PLAN       27 

570-A.  Any person who intercepts this kind of communication without the consent of all parties to the 
communication could be found guilty of an unlawful act.  

 
Exceptions of school-approved devices based on student’s needs include:  
• IEP that requires a personal device  
• 504 that requires a personal device  
• Medical reason that requires a personal device 

 

 
 
 

SPECIAL EDUCATION 

● Small groups will be scheduled for specialized instruction based on cohorts. Some groups 
may be provided in a remote setting and others may be in person. This will be decided on an 
individual basis. 

● Special education areas for specialized instruction will be sanitized between 
students/groups. 

● Special Education staff needs to change their PPE between groups/students. 
● Small group spaces will be scheduled to allow for sanitizing procedures between groups. 
● Plexi-glass guards or clear plastic face coverings will be used for students during speech 

and language instruction and/or evaluations. 
● The Special Education Department will purchase face masks that can be washed/sanitized 

to be used by the para educators and special education staff who will be changing their 
washable face masks frequently. 

● Staff who are working with students who require clear vision to speech or lip reading may 
● wear face coverings with clear plastic windows or face shields. These will be provided, and 

sanitized between use. Staff may also purchase their own personal face shields or clear 
masks. 

● In collaboration with medical professionals, including the school nurse,  the IEP team will 
determine the specific PPE needs above and beyond the typical student’s PPE 
requirements. 

● All Special Education meetings will continue remotely to minimize visitors in the buildings 
and to ensure that there are no large gatherings of people. 
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SPECIAL EDUCATION EVALUATIONS 
 

● To meet health and safety standards, in-person evaluations will require the use of PPE and 
other modifications that mean individualized assessments may have to be given in a way in 
which they are not standardized. 

● Modifications to standardized administration procedures, due to health and safety, will be 
explained to parents and school teams so they are adequately informed of concerns related 
to reliability and validity and have the opportunity to decline affected portions of the 
evaluation before starting evaluation procedures. 

● In addition to being explained during the informed consent process, all modifications that are 
necessary to make in testing will be described in written reports, as well as their potential to 

● mpact validity and reliability of the assessment. 
● All testing materials must be appropriately sanitized prior to the evaluation session and 

immediately following the testing sessions. Guidance around this can be found at: 
https://www.pearsonassessments.com/content/dam/school/global/clinical/us/assets/t 
elepractice/disinfecting-test-materials.pdf 

● If multiple students are scheduled for evaluation in one day, then the evaluations will be 
scheduled with a one hour break to allow the custodial staff to clean and sanitize the testing 
area. The evaluator will clean and disinfect the testing materials. 
 

 

PARAEDUCATORS 

● Staff must be vigilant to reduce the risk of transmission, especially around students who 
need significant support and are unable to maintain safe social distancing or wear protective 
equipment.  

● After arriving, all staff must wash their hands with soap and water. Handwashing must be 
sustained for at least 20 seconds and cover all surfaces of wrists and hands. Each student 
will be assessed to determine what PPE the staff should wear when working with that 
student.  

● If paraeducators are working with more than one student, PPE will be changed between 
students. 

● PPE for paraeducators will be provided by the school district. 
● For some students, it is impossible to maintain a 3- to 6-foot distance between para educator 

and the student. In this scenario appropriate PPE will be provided. 
● All Students medical needs (e.g., feeding tubes, etc.) will be addressed/coordinated by the 

school nurse 
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UNIFIED ARTS 

ART 
● Instruction delivered in homeroom classrooms with the teacher traveling via cart. 
● Communal supplies limited and sanitized in between class sessions. 

MUSIC 
● Instruction delivered in homeroom classrooms with the teacher traveling via cart. 

PE 
● Hold outside activities (even in winter- dress appropriately)  
● Cohorts of students on each side of the curtain. 
● Minimal/No use of shared materials/equipment. 
● No close-contact activities 

BAND 
● No shared instruments, equipment. 
● Instrument lessons delivered by homeroom, not by instrument. 
● Whole band practices may need to be canceled during this period of time. 
● Possibility of virtual performances. 

LIBRARY 
● Instruction delivered in homeroom classrooms with the teacher traveling via cart. 

DIGITAL LITERACY 
● Instruction delivered in homeroom classrooms with the teacher traveling via cart. 
● Minimal to no shared materials 
● Lab tables sanitized between classes, if classroom space is used. 

 

INTERVENTION SERVICES 

READING 
● Instruction delivered in homeroom classrooms with the teacher traveling via cart. 
● Each student will have their own copies of texts. 

Math 
● Instruction delivered in homeroom classrooms with the teacher traveling via cart. 
● Each student will have their own set of manipulatives. 

Other- ESOL  
● Locations for small group work during WIN blocks will be sanitized between groups.  
● When possible, students will meet in groups with students within their class cohort. 

 

        Version Update  
8/26/2020 1:49 



                                                                        WINDHAM GOLDEN BROOK SCHOOL 
  REOPENING PLAN       30 

 

SCHOOL COUNSELING 

● School counseling office surfaces will be sanitized in between student sessions. 
● Lunch groups may be canceled due to social distancing requirements 
● It may be possible for lunch groups to meet in alternate locations at a designated table. 
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CLEANING SCHEDULE 

● Clean surfaces using soap and water or approved cleaner. 
● Practice routine cleaning of frequently touched surfaces. 
● High touch surfaces include: 

○ Tables  
○ Doorknobs  
○ Light switches 
○ Dispensers 
○ Countertops 
○ Handles 
○ Desks 
○ Phones 
○ Toilets 
○ Faucets 
○ Sinks 
○ OT equipment 
○ PT equipment  
○ Gym equipment 

 
 

DISINFECTING PROCEDURE 

● Clean the area or item with soap and water or another detergent if it is dirty. Then, use 
disinfectant. 

● Recommend use of EPA-registered household disinfectant. 
● Follow the instructions on the label to ensure safe and effective use of the product. Many 

products recommend: Keeping surface wet for a period of time (see product label) 
● Precautions such as wearing gloves and masks making sure you have good ventilation 

during use of the product. 
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SOCIAL DISTANCING RESOURCES 

● Poster for Social Distancing CDC Face Masks Link 
● Poster on Safely Wearing Face Masks (CDC) 
● Poster of Wearing Face Masks and Social Distancing 
● Poster of “Stop the Spread” 
● Video of “Stop the Spread” 
● Poster of “Germs are Everywhere” 

 

INSTRUCTIONAL RESOURCES 

 
● Powerschool Unified Classroom  
● Zoom  
● Clever  
● Google Hangouts  
● Reading A-Z (RAZ)  
● Matific 
● Lexia  
● Reflex Math 
● Symbaloo  
● Seesaw 
● Class DOJO 
● Flip Grid  
● Khan Academy  
● Kahoot 
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PROFESSIONAL DEVELOPMENT 

● Health and Safety 
● Social Emotional Learning (SEL) 
● Remote Instruction 

○ Unified Classroom 
○ Clever 
○ Zoom 
○ Web 2.0 tools 

 

School Nurse COVID-19 Procedures 

Quick Reference 

 

          Symptoms of COVID-19                                                            Who to Exclude From School  

• Fever or chills (including subjective fever)                 1.  Anyone with new or unexplained symptoms, even  

• Cough                                                                                     if only mild. 

• Shortness of breath or difficulty breathing                2.  Anybody who reports close contact with a person  

• Sore throat                                                                            suspected or confirmed to have COVID-19.  

• Nasal congestion or runny nose                                   3.   Anybody who has traveled outside of NH, ME, MA,  

• Fatigue                                                                                    CT, or RI in the prior 14 days.  

• Muscle or body aches  

• Headache  

• New loss of taste or smell 

• Nausea or vomiting 

• Diarrhea 

__________________________________________________________________________ 
                                                             How Should You Manage a Student 

                                                              Who Has Symptoms of COVID-19 

1. Mask the symptomatic person                                5.  Keep any assessment brief and stay at least 6’ away, 

             (covering nose and mouth)                                             to the extent possible.  

2. Place the symptomatic person in a                         6.  If in the same room as the person, the nurse should wear 

private room with the door closed                             a surgical face mask.  Also wear eye protection (goggles or 

              if safe to do so (at a minimum                                      face shield) if within 6’ for brief periods of time, or if the  

              they should be separated from others)                      person is unable to wear a face mask.  

3.  Record the symptomatic person’s                           7.  If prolonged close contact (within 6’ of the person) is  

               temperature.                                                                    anticipated (including contact with the persons  

4. Perform a brief assessment of the                                secretions/excretions), then wear all appropriate PPE:  

             person’s complaints or symptoms                                  surgical face mask, disposable gown, gloves and eye 
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                                                                                                           protection.  

                                                                                       8.  Send the symptomatic person home by private 

                                                                                             transportation.  *Any sibling or other household  

                                                                                             member must also be dismissed.  

_______________________________________________________________________________________________  

         Isolation Recommendations for                                                   When Do You Call Public Health? 

              Symptomatic Individuals                                               *Any questions, concerns, or need for additional 

* Symptomatic individual MUST wear a facemask                   guidance: 603-271-4496 (after-hours call 603-271-5300 

* Place person in a single-person room with the door            and ask for the public health nurse on call).  

   closed (if safe to do so)                                                              *Report any person who has been at your facility with 

* Airborne Infection Isolation Rooms (AIIRs) not necessary    suspected or confirmed COVID-19 

* Persons should have a dedicated bathroom, if possible     *You don’t need to report all symptomatic students, 

* Limit transport and movement of the person                         but if you have a high degree of suspicion, for COVID-19, 

* Clean and disinfect the room the person was in after           or if you have a symptomatic student and the parent/ 

    they leave                                                                                      guardian refuses testing, please notify public health. 

________________________________________________________________________ 
  

____________________________________________________________________________________________ 

                                       How Long Does A Person Need to Stay Out of School For? 

*Symptomatic and confirmed with COVID-19:                 *Asymptomatic but tests positive: 

   see CDC’s “symptom-based strategy” (10/1 Rule)           10 days (assuming person remains asymptomatic, 

1. At least 10 days have passed since symptoms                   If person develops symptoms see Symptomatic/Confirmed 

              first appeared, AND   

2. At least 24 hours have passed since last                *Exposed to someone suspected or confirmed to  

              Fever (off fever-reducing meds), AND                       have COVID-19: 

3. Symptoms have improved                                           14 days (assuming person remains asymptomatic) 

                                                                                                       Person cannot “test-out” of 14 day quarantine 

*Symptomatic but person refuses testing for  

   COVID-19:                                                                                *Traveled outside of New England: 

   Same as if confirmed with COVID-19                                   14 days (from last day of travel) 

 

_______________________________________________________________________________________________ 

  

                                                             Student/Staff to Return to School? 

* Negative test results and student feeling better                 *Positive test result or No test results: 

(general return to school rules apply)                                         allow back once student has met CDC’s symptom- 

                                                                                                           based criteria for removal of isolation.  (10/1 Rule) 
 

_______________________________________________________________________________________________ 

 
Colleen Roy, MSN, RN, NCSN (7/22/20) 

 

        Version Update  
8/26/2020 1:49 


