
Health and school officials are currently taking steps to prevent the introduction and spread of Coronavirus 

(COVID-19) into our communities. Schools play an important role in these efforts with their reopening plans. 

They build upon routine practices that address the potential for a possible outbreak. Below is a listing of 

general guidelines for your consideration. 

We are continuing to monitor the evolving situation and recommend you follow guidelines 

issued by healthcare and government officials, like the Centers for Disease Control and  

Prevention (CDC) and the Occupational Safety and Health Administration (OSHA).  

The recommendations below are our interpretation of the latest guidelines. 

Recommended Guidelines for Re-Opening  

Establish cleaning and disinfection guidelines and encourage proper hygiene: 

• Clean and disinfect surfaces that are frequently touched, such as shared desks,
countertops, kitchen areas, electronics, and doorknobs.

• Make hand-cleaning supplies readily available.

• Train staff on healthy hygiene practices so they can teach these to students.

• Staff and students should avoid touching eyes, nose, and mouth to prevent infection.

• Ensure handwashing includes washing with soap and water for at least 20 seconds, especially after
going to the bathroom; before eating; and after blowing your nose, coughing, or sneezing.

• If soap and water are not available and hands are not visibly dirty, use an alcohol-based hand sanitizer
that contains at least 70% alcohol.

• Train staff on the potential use of additional personal protective equipment (PPE), especially
custodial staff.

• Plan on additional sanitation of school buses. Consider installing a hand sanitizer station on the bus.

Control Exposure in the School: 

• Encourage any students, staff or faculty to stay home if they are sick.

• If someone gets sick at school, particularly if they show symptoms of respiratory illness, isolate them
from healthy students and staff until they can leave.

• Plan to have dedicated isolation room(s) or areas where these individuals can be quarantined. Consider
rooms with an exterior entrance if possible to limit exposure to other students and staff.
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https://www.osha.gov/SLTC/covid-19/
https://www.cdc.gov/coronavirus/2019-nCoV/index.html
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• Inform anyone who might have been exposed.

• Report any cases to your local health department.

• Any students, faculty or staff who have traveled internationally or on a cruise ship should self-isolate
for 14 days upon return.

• Stagger staffing or schedules to reduce in-person interaction.

Follow Additional Cleaning Guidelines After Exposure: 

• Close off areas used by the individuals with COVID-19 and wait as long as practical before beginning
cleaning and disinfection to minimize potential for exposure to respiratory droplets. Open outside
doors and windows to increase air circulation in the area. If possible, wait up to 24 hours before
beginning cleaning and disinfection.

• Cleaning staff should clean and disinfect all areas used by the ill persons (such as offices, bathrooms,
and common areas), focusing especially on frequently touched surfaces.

• If surfaces are dirty, they should be cleaned using a detergent or soap and water prior to disinfection.

• For disinfection, follow the manufacturer’s instructions for all cleaning and disinfection products (e.g.,
concentration, application method and contact time).

o Diluted household bleach solutions can be used if appropriate for the surface. Follow the
manufacturer’s instructions for application and proper ventilation. Check to ensure the product is
not past its expiration date. Never mix household bleach with ammonia or any other cleanser.
Unexpired household bleach will be effective against coronaviruses when properly diluted.
Prepare a bleach solution by mixing:

 5 tablespoons (1/3 cup) bleach per gallon of water or

 4 teaspoons bleach per quart of water

o Additional information on cleaning and disinfection of community facilities such as schools can be 
found on the CDC’s website.

Monitor and Plan for Absenteeism: 

• Review the usual absenteeism patterns at your school among both students and staff.

• Alert local health officials about large increases in student and staff absenteeism, particularly if
absences appear due to respiratory illnesses (like the common cold or the “flu,” which have symptoms
similar to COVID-19).

• Review attendance and sick leave policies. Allow absences even without documentation from doctors.
Use flexibility, when possible, to allow staff to stay home to care for sick family members.

• Discourage the use of perfect attendance awards and incentives.

• Identify critical job functions and positions, and plan for alternative coverage by cross-training staff.

• Determine what level of absenteeism will disrupt continuity of teaching and learning and react
accordingly to plan.

https://www.cdc.gov/coronavirus/2019-ncov/community/organizations/cleaning-disinfection.html
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Assess Group Gatherings and Events: 

• Limit/cancel events and meetings that require close contact. Consider postponing non-critical
gatherings and events.

• Ensure you have a clear understanding of all upcoming gatherings and large events for your school
community (e.g., assemblies, field days, spirit nights, athletic events). Give special consideration to
events that might put students, staff, or their families in close proximity to others from communities
that may have identified cases of COVID-19.

• Consider whether any of these events should be canceled. Speak with local health officials to help
determine the best approach.

• Limit/cancel events and meetings in accordance with local size of group limitations.

Food Service and Nursing Stations: 

• Review food service products for possible expired items.

• Inventory for potential expired drugs in the nursing station and other medical supplies.

• Follow procedures similar to those used at the start of the school year to setup equipment.

• Consider flushing the water pipes to eliminate possible stale water.

Continue to stay up to date on developments in your community during an outbreak. 

 Re-emergence of Virus 

When a confirmed case of COVID-19 or other communicable disease has entered the school, consider 

implementing short-term closure procedures or the district’s pandemic disease plans/protocols based on 

guidance from the local health department. The following guidelines are being provided for consideration 

regardless of the level of community spread.  

It’s important to follow the re-opening guidelines outlined above, along with the additional considerations 

listed below.  

Consider a short-term dismissal to allow time for the local health officials to gain a better understanding of the 

COVID-19 situation impacting the school, and determine appropriate next steps, including whether extended 

dismissal duration is needed to stop or slow further spread of COVID-19. Local health officials’ 

recommendations for the scope (e.g., a single school, multiple schools, the full district) and duration of school 

dismissals will be made on a case-by-case basis using the most up-to-date information about COVID-19 and 

the specific cases in the community. 

• Dismiss students and most staff for 2-5 days (short-term dismissal).

• Cancel extracurricular group activities, school-based afterschool programs, and large events such as
assemblies, spirit nights, field trips, and sporting events.

• Discourage staff, students, and their families from congregating or socializing anywhere during the
dismissal. This includes making group childcare arrangements, as well as gathering at places like a
friend’s house, a favorite restaurant, or the local shopping mall.
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• Consult with officials to help determine a course of action for childcare programs or schools.

• Communicate with staff, parents, and students. Coordinate with local health officials to communicate
dismissal decisions and possible COVID-19 exposure. This communication to the school community
should align with the communication plan in the school’s emergency operations plan.

• Plan to include messages to counter potential stigma and discrimination. In such circumstances, it is
critical to maintain confidentiality of the student or staff member as required by the Americans with
Disabilities Act and the Family Education Rights and Privacy Act.

• Remember that schools are not expected to screen students or staff to identify cases of COVID-19. If a
community (or more specifically, a school) has cases of COVID-19, local health officials will help identify
those individuals and will follow up on next steps.

For more helpful and up-to-date information regarding COVID-19, please visit our Pandemic Information Hub. 

https://www.ajg.com/us/coronavirus-covid-19-pandemic/
https://www.ajg.com/us/coronavirus-covid-19-pandemic/



