
Rev.10.04.2020

Full Name of School Requesting Waiver: 
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School District Superintendent or School Head Administrator Name: 

Phone: ___________________________ Email: ______________________________________

Address: ____________________ City: ___________________ Zip: _________

School District Where Your School is Located

Estimated total number of students that will return for in classroom instruction per grade (if 
none, enter 0): 

TK: _____ K: _____ 1: _____ 2: _____

Estimated total number of administrators, teachers, and other employees that will be returning 
to support resumption of in classroom instruction for grades TK - 2: 
________________________________

Anticipated total number of cohorts returning: _________________

Anticipated mode of attendance for In-classroom instruction: 

Percent of student body who qualify for Free Or Reduced-Priced Meals: _______________

URL where re-opening protocols are posted: ________________________________
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FOR GRADES TK – 2 IN-PERSON EDUCATION  

COVER SHEET
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Supporting materials to include with this cover sheet:

Letter from district superintendent or head administrator for private/charter school requesting 
this waiver. 

Letters of support from the following groups: 

All labor unions representing employees at the school reopening for classroom 
instruction (REQUIRED). If school employees are not represented by a union, a letter 
from other organizations representing teachers/staff OR a letter signed by majority of 
teachers/staff must be submitted. 

Parent organization(s) at the school reopening for classroom instruction. 
(REQUIRED) 

Community organization(s) that provide services for students and their families who 
attend the school reopening for classroom instruction. (RECOMMENDED) 

A completed Los Angeles County Department of Public Health K-12 School re-opening 
protocol checklist. 

By checking these boxes, I attest:

Our district/school has obtained sufficient and appropriate personal protective equipment 
(PPE), as defined by the reopening protocols and California Department of Public health
guidance, for all teachers and staff who will be involved in in-person instruction.

A plan or protocol has been developed for incorporating surveillance testing into regular school 
operations of all school personnel which describes the strategy for ensuring access to periodic 
testing for all school personnel to be implemented when instructed by the Department of Public 
Health based on local disease trends and/or after resolution of an outbreak at the school.

I am aware that this form and all supporting documents will be posted publicly on the Los 
Angeles County Department of Public Health website. 

EMAIL THIS COMPLETED COVER SHEET AND ALL SUPPORTING MATERIALS TO 
SchoolwaiversC19@ph.lacounty.gov. 
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October 6, 2020 
 
Barbara Ferrer, PhD, MPH, MEd 
Director, Los Angeles County Department of Public Health 
5050 Commerce Drive 
Baldwin Park, California 91706  
 
Dear Dr. Ferrer, 
 
On behalf of The Willows’ Board of Trustees, I am writing to convey our strong support for the 
School’s application for a waiver to reopen for in-person teaching and learning for Developmental 
Kindergarten - Grade 2. 
 
Head of School Lisa Rosenstein, The Willows’ administrative team, and The Willows’ COVID-19 
Task Force have been proactive, transparent, and thorough in their approach from the closure of 
campus on March 12, through the launch of distance learning last spring, and throughout the 
summer months, as they have drafted and updated the School’s Blueprint for Reopening and the 
Schools more comprehensive COVID Response Plan. 
 
Throughout the pandemic, the School has been comprehensive and timely in their communications 
with the Board both via email and in our board meetings on March 12, April 16, May 20, July 23, and 
September 17, 24, and 30. In these meetings,  Lisa and her team have provided clear explanations 
of the School’s pandemic response and of the rationale for reopening along with detailed 
descriptions of upgrades to campus, health and safety protocols, and modifications to the academic 
program. They consulted with board members frequently, inviting our input and welcoming our 
expertise and perspectives. The resulting plan reflects a thoughtful and considered approach that 
emphasizes the health and safety of every community member while remaining consistent with The 
School’s mission and philosophy. 
 
Lisa shared the School’s Blueprint for Reopening with the Board on July 23 and has continued to 
share the School’s COVID Response Plan as it has been updated. We remain supportive of the 
Task Force’s work as they update the plan as needed to remain consistent with local and state 
guidelines. We are confident that the School will be able to implement the plan, which prioritizes the 
health and safety of The Willows’ students, faculty, and staff. 
 
Thank you for consideration of this waiver application, and please do not hesitate to contact me with 
any questions. 
 
Sincerely, 

 
Eric Silverman 
Chair of the Board of Trustees, The Willows Community School 





















































 

Willows Parent Association 
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October 6, 2020 
 
Barbara Ferrer, PhD, MPH, MEd 
Director, Los Angeles County Department of Public Health 
5050 Commerce Drive 
Baldwin Park, California 91706  
 
Dear Dr. Ferrer, 
 
On behalf of the Willows Parent Association, we are writing to express our support for The 
Willows Community School’s application for a waiver to reopen for in-person learning for 
Developmental Kindergarten - grade 2. 
 
The Willows Parent Association (WPA) is an all-volunteer organization of Willows parents 
whose goal is to support the School in its efforts to provide a strong and meaningful program for 
our students. The WPA is not a dues-based organization, and every Willows parent is 
automatically a member of the WPA. 
 
Throughout the campus closure this spring due to the pandemic, The Willows has been 
informative and transparent in its communications with the parent community. We have received 
regular updates via email and have had numerous opportunities to ask questions and share 
concerns.  
 
On June 30, the School solicited parent feedback with a survey about our preferences regarding 
reopening campus, and 89.7% of parents expressed a preference for reopening in person.  
 
On July 17, the School shared with all parents its Blueprint for Reopening, which is a thorough 
and well-crafted plan that addresses plans for campus modifications, health and safety, and 
modifications to the academic program, including full distance learning, hybrid learning, and in-
person learning. Head of School Lisa Rosenstein and Director of Teaching and Learning Terri 
Baird led Town Hall meetings on July 29 and 30 so that families in each division could learn 
about the Blueprint, ask questions, and offer suggestions. In the ensuing months, the School 
has shared its updated and more comprehensive COVID Response Plan, which parents can 
find on The Willows’ website. 
 
The School is continuing to share information frequently. They are sending weekly COVID-19 
updates on Wednesdays regarding the School’s health and safety protocols, in addition to the 
Friday newsletters, which are more focused on school events. 
 
 



 

Willows Parent Association 
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We are confident in the School’s ability to implement their reopening plan, and we offer our 
strong endorsement. Please feel free to reach out with any questions. 
 
Sincerely, 
Sharon De Mayo 
 
____________________________ 
Senior Co-Chair, Willows Parent Association 2020-2021 
 
Taryn Condo  
 
____________________________ 
Junior Co-Chair, Willows Parent Association 2020-2021 
 
Kiri Miro  
 
____________________________ 
Former Co-Chair, Willows Parent Association 2019-2020 







 

 

 

 

To whom it may concern; 

As we navigate the uncertainty of COVID-19, we have been partnered with the willows 
community school to support and be able to provide the students a safe environment. The health and 
welfare of our employees, school employees as well as the students is the main priority. We have 
provided security services for the willows community school for a number of years and have adapted to 
the new rules and regulations of COVID – 19. Over the last few months, we have taken precautionary 
measures to help prevent the spread of the virus. The staff is currently y implementing the CDC 
guidelines to protect the staff and the students; we feel that with these guidelines the student and staff 
will be safe on campus.  If you have any questions please free to reach out, my contact information is 
listed below.  

 

 

 

 

 

 

Henry Gamboa 
Vice President of Strategic Planning 
Professional Security Consultants 
11454 San Vicente Blvd. 
Los Angeles, CA 90049  
Office (310) 207-7729 
Mobile (626) 255-1198 
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Reopening Protocols for K-12 Schools: Appendix T1  

Recent Update  

09/7/20: Section A has been updated to clarify the reporting requirements to the Department of Public 
Health when there is a COVID-19 exposure at the school. In addition, the number of days which an 
exposed person is considered to be at risk, has been corrected from 12 to 14 says on page 5 (changes 
highlighted in yellow).  

9/4/20: Corrected number of days, from 12 to 14, on page 5  

9/2/20: Updated to permit schools to offer in-school services for small cohorts of students with               
Individualized Education Plans (IEPs) and children who are English Learners (EL) needing assessments             
and/or specialized in-school services starting September 14, 2020, provided that the number of students              
on campus at any one time does not exceed 10% of the total student body, and provided schools fully                   
implement this protocol (the LAC Health Officer Reopening Protocols for K-12 Schools) and the Protocol               
for COVID-19 Exposure Management Plan in K-12 Schools; Updated to clarify use of cohorting for               
provision of specialized services and for provision of child care programs located at school buildings.               
Updated to promote use of outdoor space for most permitted on-site activities. Also updated to indicate                
that when schools are permitted to reopen fully for on-site learning, the cohorting approach will be applied                 
to classrooms. (Content related to most recent updates is highlighted in yellow through this document). 

During this period when schools are generally restricted to remote learning, two types of on-site               
programming are permitted: (1) specialized services for defined subgroups of children who need in person               
services and support, as well as (2) ECE licensed child care and day care for school-aged children with                  
proper licensure or waiver of same from Community Care Licensing (CCL). Specialized services for              
subgroups of students and day care for school-aged children must be carried out in compliance with all                 
provisions for safe opening of schools detailed in this document. In addition, both types of programming                
must be provided to children either individually or in cohorts. Key elements of cohorting for both types of                  
program are as follows.  

All K-12 schools in California counties that are in Tier 1 of the State’s Framework for Recovery, including                  
Los Angeles County, are prohibited from reopening for in-person instruction except to address needs of               
students requiring specialized support and services, as described below. In compliance with this order and               
except for students needing specialized services, K-12 schools in Los Angeles County may open only for                
remote learning. During this period, employees and staff, as defined below, may report to school campus                
for work in order to support essential operations, implementation of remote learning, and, starting              
September 14, 2020, to serve children who qualify for specialized services. All measures to ensure the                
safety of employees and students in this protocol for Reopening of K-12 Schools and of the associated                 
protocol for K-12 Exposure Management must be implemented and are applicable to all on-site              
personnel, including those providing specialized services. Waivers for opening of elementary (TK through             
grade 6) education are not currently being offered or permitted.  
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❏ For purposes of these two types of programs, a cohort is defined as a stable group of no more than                    

12 children or youth and no more than two supervising adults in a supervised environment in which                 
supervising adults and children stay together for all activities (e.g., meals, recreation, etc.), and              
avoid contact with people outside of their group in the setting.  

o Note that while some children may be part-time participants in the cohort, other children               
cannot be added to the group to reach the maximum of 12 at all times. Aides assigned to                  
individual children do not have to be counted as supervising adults. They must, however, be               
counted against the maximum of 14 individuals who can be included in a cohort. 

❏ While Local Education Agencies (LEAs) or schools may configure as many cohorts as are              
appropriate to meet student needs, the total on-campus population may not exceed 10% of the total                
student body at any one time.  

❏ A supervising adult is an adult assigned to one cohort of children or youth, who does not physically                  
interact with any other cohorts. This includes child care staff, certificated or classified school staff,               
volunteers, participating parents or caregivers, or other designated supervising adult(s). An aide who             
is present to provide support to an individual child should be counted as a member of the cohort but                   
not as a supervising adult.  

❏ A supervised care environment is an environment where multiple children or youth, from multiple              
families or households, are supervised simultaneously by an adult. This includes, but is not limited               
to, licensed child care facilities, licensed exempt child care programs, supervised programs on a              
school site while a school is not in session or is providing curriculum in a distance-learning format, or                  
where some educational services are being offered to a subgroup of students as identified by a local                 
educational agency on a school.  

❏ LEAs and schools that choose to implement either or both of these on-site services while schools                
are otherwise closed to in-person instruction, must inform the Los Angeles County Department of              
Public Health of their plans prior to start of services. A reporting form can be found at Small Group                   
Instruction Notification Form.  

Important additional details for implementation of cohorts are available from the CA Department of  Public 
Health at Guidance for Small Cohorts.  Specific requirements for each of the two types of currently 
permitted on-site programming are as follows:  

1. Specialized Services for defined subgroups of children  
• LEAs and schools are not required to provide specialized, in-person services, but those that do so                 

may serve an initial subpopulation of students with IEPs and students who are English Language               
learners. These students may be served as needed, provided that the overall number of students               
present on-site does not exceed 10% of the total student body at any one time.  

• Specialized services may include but are not limited to occupational therapy services, speech and               
language services, other medical services, behavioral services, educational support services as part            
of a targeted intervention strategy, or assessments, such as those related to English Learner status,               
Individualized Education Plans and other required assessments.  

• Students who are part of a cohort may leave the cohort for receipt of additional services. Any                  
additional services, however, must be provided one-on-one by the appropriate specialist in a secure              
space that is apart from all other people. No child may be part of more than one cohort.  

• Schools must agree to cooperate with DPH with regard to screening, monitoring and  documentation 
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that will be required to permit careful scrutiny of health outcomes associated with this initial period of 
expansion.  

• To the extent consistent with specialized needs of students in a given cohort, use of outdoor  space 
for at least 50% of the school day is strongly encouraged.  

• Further information from the State concerning specialized services may be found at Specialized 
Support and Services . 

2. Day care for school-aged children and/or child care programs located in schools  
• LEAs and schools that offer day care services for children at schools must be in compliance with the 

DPH protocol for Programs Providing Day Care for School-Aged Children  or the Guidance for ECE 
Providers . Programs that wish to provide day care for school aged children at schools should 
communicate with their Community Care Licensing  Regional Office  to inquire regarding the 
availability of waivers for licensed child care  facilities and license-exempt providers due to 
COVID-19. For additional information see  PIN 20-22-CCP  

• As in the case of specialized services, use of outdoor space is strongly recommended for  learning as 
well as for meals, recreation and other activities in the course of the day.  

While schools are closed to all classroom instruction, in person assessments are permitted on campus  for 
students who have or who require evaluation for Individualized Education Plans (IEPs) when such 
assessments cannot reasonably be performed elsewhere.  

The County of Los Angeles Department of Public Health is adopting a staged approach, supported by 
science and public health expertise, to enable schools serving students from kindergarten through grade 
12 to reopen safely. In addition to the conditions imposed on schools by the State Public Health Officer 
and the California Department of Education, schools must also be in compliance with these employee and 
student safety and infection control protocols.  

Please note: This document may be updated as new information and resources become available. Go               
to  http://www.ph.lacounty.gov/media/Coronavirus/  for updates to this document.  

This checklist covers:  

(1) Workplace policies and practices to protect employee and student health  

(2) Measures to ensure physical distancing  

(3) Measures to ensure infection control  

(4) Communication with employees, students and families of students and the public  

(5) Measures to ensure equitable access to critical services.  

These five key areas must be addressed as your facility develops any reopening protocols.  

Schools must implement all applicable measures listed below and be prepared to explain why any 
measure that is not implemented is not applicable to the setting.  
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NOTE  

The following pages, starting on Page 9, contain 
interactive answers to all the questions in this 
protocol. To access the answers, please click on 
the blue links. 
 

8 



COUNTY OF LOS ANGELES DEPARTMENT OF PUBLIC HEALTH 
ORDER OF THE HEALTH OFFICER 
_________________________________________________________________________________ 
 

Institution name: The Willows Community School 

Address:  8509 Higuera St., Culver City CA 90232 

Maximum Occupancy, per Fire Code: 1844 occupancy maximum 

Approximate total square footage of space open to faculty and/or students:  
Total School Use: 142,000 sf.,  appx. 4.0 acres  

Estimated total number of administrators, teachers, and other employees that will be returning to 
support resumption of all permitted in person services for students:  
28 on a rotating basis composed of 8 teachers at a time and 20 staff 

Estimated total number of students that will return per grade (if none, enter 0):  

  TK: 20           K: 59      1: 55          2 - 5: 5 Students per grade        6 - 8: Distance Learning   
 
NOTE: The terms “employees” and “staff” are used in this protocol to refer to individuals who work in 
the school facility in any capacity associated with teaching, coaching, student support, provision of 
therapies or personal assistance to individual students, facility cleaning or maintenance, 
administration, or any other activity required for the school to function. “Employees” or “staff” may 
include individuals who are: paid directly by the relevant school system, paid by entities acting as 
contractors to the school, paid by outside entities acting in collaboration with the school to serve 
students, paid by third parties to provide individual student services, or unpaid volunteers acting  under 
school direction to carry out essential functions. The term “parents” is used in these protocols  to refer 
to any persons serving as caregivers or guardians to students.  
 
A. WORKPLACE POLICIES AND PRACTICES TO PROTECT STAFF (“EMPLOYEES”) 
AND STUDENTS (CHECK ALL THAT APPLY): 
 
The school has a COVID-19 Containment, Response and Control Plan that describes the school’s 
comprehensive approach to preventing and containing the spread of COVID-19 on campus. The  Plan 
includes, but is not limited to the following elements:  

✓ A designated COVID-19 Compliance Team  (TWCS - CRP - pg 26) that is responsible for 
establishing and enforcing all  COVID-19 safety protocols and ensuring that staff and students 
receive education about COVID 19. One member of this team is designated as a liaison to DPH in 
the event of an outbreak on campus.  

✓ A plan or protocol (TWCS - CRP - pg 38), for steps that will be taken immediately upon 
notification of school officials that any member of the school community (faculty, staff, 
student or visitor) tests positive for, or has symptoms consistent with COVID-19. The plan 
addresses:  

○ Immediate separation of the case from the school community to self-isolation at 
home if  notification occurs while the case is on-site. The plan must allow for 
temporary, on-site  isolation of the case if arrangements are needed for the 
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person’s return to their home.  
○ Factsheets or other informational materials that are to be given to the case (or 

appropriate  family member/s if the case is a child) covering regulations governing 
self-isolation and links  to sites with further information.  

✓ A plan or protocol (TWCS - CRP - pg 42) to initiate a School Exposure Management Plan 
consistent with DPH guidance (posted at K-12 Exposure Management Plan) that outlines 
procedures for: 

○ Isolation of case(s);  
○ Identification of persons exposed to cases at school;  
○ Immediate quarantine of exposed employees and/or students; and 
○ Assurance of access to testing for all exposed individuals within the school 

as the basis for further control measures.  
○ Reporting of all COVID-19 exposures at the school to the Department of 

Public Health by completing the  COVID-19 Case and Contact Line List for 
the Educational Sector.  

✓ A plan to immediately report a cluster of cases (3 or more cases within 14 days) to the 
Department of Public Health via email at ACDC-Education@ph.lacounty.gov or by calling 
(888) 397-3993 or  (213) 240-7821. The Department of Public Health will work with the school 
to determine whether the cluster is an outbreak that will require a public health outbreak 
response.  

✓ Contingency plans for full or partial closure (TWCS - CRP - pg 37) of in-person school 
operations if that should become necessary based on an outbreak in the school or community.  

✓ A plan or protocol (TWCS - CRP - pg 37) for incorporating surveillance testing into regular 
school operations of all school personnel.  

○ The plan must describe the strategy for ensuring access to periodic testing for all 
school personnel to be implemented when instructed by the Department of Public 
Health based on local disease trends and/or after resolution of an outbreak at the 
school.  

○ The plan must provide that all surveillance testing results will be reported to the 
Department of Public Health  

✓ Vulnerable employees (those above age 65, and those with chronic health conditions that 
would place them at high risk if infected) are assigned work that can be done from home 
whenever possible. Employees in this category should discuss any concerns with their 
healthcare provider or occupational health services to make appropriate decisions on 
returning to the workplace.  

✓ Work processes are reconfigured to the extent consistent with academic requirements and 
student needs to increase opportunities for employees to work from home.  

✓ In compliance with wage and hour regulations and school mandates, alternate, staggered or 
shift schedules have been instituted to maximize physical distancing where possible.  

✓ All employees have been told not to come to work if sick or if they have been exposed to a 
person who has COVID-19. School officials have provided information to employees 
regarding employer or government sponsored leave benefits, including their right to paid sick 
leave as guaranteed by  the Families First Coronavirus Response Act.  

✓ Use of school facilities for non-school purposes (community meetings or events, on-site clinic 
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visits by people who are neither students nor staff, etc.) is not permitted.  
✓ Employee screenings are conducted before employees may enter the workspace  (TWCS - 

CRP - pg 35). Checks must include a check-in concerning cough, shortness of breath, difficulty 
breathing and fever or chills and if the employee has had contact with a person known to be 
infected COVID-19 in the last 14 days.  

✓ These checks can be done remotely or in person upon the employees’ arrival.  A 
temperature check  (TWCS - CRP - pg 36) should also be done at the worksite if feasible.  

✓ Anyone entering school property (school buses as well as school buildings and grounds) 
who has contact with others (students, parents or other employees) is required to wear a 
cloth face covering (TWCS - CRP - pg 33).  

○ Employees who have contact with others are offered, at no cost, an appropriate 
face covering that covers the nose and mouth. The covering is to be worn by the 
employee at all times during the workday when in contact or likely to come into 
contact with others. Employees who have been instructed by their medical provider 
that they should not wear a face covering should wear a face shield with a drape 
on the bottom edge, to be in  compliance with State directives, as long as their 
condition permits it. A drape that is form fitting under the chin is preferred. Masks 
with one-way valves should not be used. Employees need not wear a face covering 
when the employee is alone in a private office or a cubicle with a solid partition that 
exceeds the height of the employee when standing.  

○ A medical grade mask is provided to any employee who cares for sick children or 
who has close contact with any child with a medical condition that precludes the 
child’s use of a cloth face covering.  

○ Alternative protective strategies may be adopted to accommodate students who are 
on  Individualized Education or 504 Plans and who cannot use or tolerate cloth face 
coverings.  

✓ Employees are instructed to wash or replace their face coverings  (TWCS - CRP - pg 33) 
daily. Parents are instructed to ensure that children have clean face coverings.  

✓ All individual  employee workstations  (TWCS - CRP - pg 46) or areas used by employees 
working as part of a team allow for separation of at least 6 feet. Classroom furniture 
(TWCS - CRP - pg 46) is arranged to permit a distance of at least 6 feet between the 
teacher’s desk and the nearest student(s).  

✓ In compliance with wage and hour regulations, breaks are staggered to ensure that 
physical distancing can be maintained in break rooms.  

✓ All employees, on-site contractors, vendors and delivery personnel have been provided 
instructions regarding maintaining physical distancing and the required use of face 
coverings when around others.  

✓ Break rooms, restrooms, classrooms, and other common areas used or visited by staff are 
disinfected frequently, on the following schedule (TWCS - CRP - pg 61):  

○ Breakrooms: Three times daily; once in the morning, afternoon, and evening  
○ Restrooms: Five times daily; twice in the morning, twice in the afternoon, 

once in the evening   
○ Classrooms: Once per day in the evening  
○ Laboratories: N/A  
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○ Nurse’s office: Once per day in evening (pending no positive cases) 
○ Counseling and other student support areas: Once per day in the evening  
○ Front office: Three times daily; once in the morning, afternoon, and evening 
○ Other offices: Once per day in the evening  
○ Other: (auditorium, gymnasium, library if in use)  

✓ High-touch areas (TWCS - CRP - pg 58) in staff break rooms are frequently disinfected, 
and commonly shared items, such as coffee pots, pots, and dishes, are replaced with 
single-use items or thoroughly cleaned after each use by a different person.  

✓ Disinfectant and related supplies are available to employees at the following location(s): 
Every classroom has been stocked with a neutral cleaning solution, paper towels, 
and wipes with 75% alcohol. The front office and occupied offices have also been 
stocked with these same items.  

✓ Hand sanitizer effective against COVID-19 is available to all employees in or near the 
following  locations (check all that apply)  

✓ Building entrance/s,exit/s  
✓ Central office  
✓ Stairway entrances  
■ Elevator entry (if applicable) Not Applicable 
✓ Classrooms 
✓ Faculty break room  
✓ Faculty offices  

✓ Soap and water are available to all employees at the following location(s):  
W1 soap dispensers are located in the boys bathroom, the girls bathroom, the adult 
bathroom, the kitchen, room 112, room 117 & room 118 
W2 soap dispensers are located in the boys bathroom, the girls bathroom, the adult 
bathroom, room 214, room 213, and room 206. 
W3 soap dispensers are located in the boys bathroom, the girls bathroom, the adult 
bathroom, the kitchen, room 300, and room 301. 
W4 soap dispensers are located in the boys bathroom, the girls bathroom, the adult 
bathroom, and the kitchen. 
Exterior soap dispensers are located at the north and west sides of Willows 1, the 
west side of Willows 6, and the north side of Willows 3. There are also an additional 
3 portable handwashing stations that can be deployed to anywhere on campus 
(pending a viable outlet).  

✓ Employees are offered frequent opportunities to wash their hands (TWCS - CRP - pg 32).  
✓ Each employee is assigned their own tools, supplies, equipment and defined workspace 

to the extent feasible. Sharing of workspaces and held items is minimized or eliminated.  
✓ Copies of this Protocol have been distributed to all employees.  
❏ Optional—Describe other measures: 
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B. MEASURES TO ENSURE PHYSICAL DISTANCING BY STAFF, STUDENTS AND 
VISITORS  (CHECK ALL THAT APPLY)  

✓ Maximum number of employees permitted in the facility to maximize physical distancing of at 
least 6  feet or with appropriate physical barriers where 6 feet of distancing is not possible, is: 
97 full time, 5 part time.  

✓ Maximum number of students permitted in facility to ensure that no more than 10% of the 
total student body at any one time and to maximize physical distancing of at least 6 feet or 
with appropriate physical barriers where 6 feet of distancing is not possible, is: 45 .  

❏ Measures are in place to ensure physical distancing of students on school busses. 
These measures must include (check all that apply): Not Applicable 

○ A maximum of one child per bus seat.  
○ Use of alternating rows.  

✓ Additional measures in use to ensure physical distancing (Check all that apply):  
✓ Staggered school start times  (TWCS - CRP - pg 46) to permit more than one 

trip per bus at school start and close.  
✓ Implementation of measures that make it easier for parents to drive students to 

school, such as availability of early opening with staff presence, expanded 
short-term parking at schools, and presence of staff at drop-off areas to assure 
safe movement of students from drop-off to school entry.  

○ Implementation of measures that facilitate safe and age-appropriate student travel 
to school including Safe Routes to School walking groups, use of school crossing 
guards, bicycle safety and bike route programming.  

■ Parents have been engaged in working with school personnel to assure 
that alternative transportation options are appropriately supervised and 
have incorporated strategies for physical distancing and use of cloth face 
coverings.  

○ Building infrastructure is adapted to maximize support for bicycle commuting and 
capacity  for bike storage is increased if possible.  

○ Other:  
✓ Measures are in place to ensure physical distancing as students, parents or visitors enter 

and move through the school building. These must include (check all that apply):  
✓ Schedules are adjusted  (TWCS - CRP - pg 28) to ensure that only one cohort is 

moving through common spaces (such as hallways and bathrooms) at a given 
time.  

○ School employees are deployed in hallways to assure physical distancing as 
students enter,  go through symptom checks and proceed to classrooms.  

○ Elevator capacity, if applicable, is limited to the number of people that can be 
accommodated while maintaining a 6 foot distance between riders; during peak 
building  entry and exit times, this number can be adjusted to a maximum number 
of 4 riders at a  time for any elevator that does not allow for 6- foot physical 
distance between riders. All riders are required to wear cloth face coverings.  
Not Applicable 

○ The following measures are in place to avoid crowding on stairways:  
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▪ Designation of up and down stairways _____  

▪ Staggering of breaks between classes _____  

▪ Monitoring of stairways by school staff _____  

▪ Other:  

✓ Measures are in place to ensure physical distancing within classrooms. These include the 
following requirements (check all that apply):  

✓ A cohorting approach has been adopted school-wide, maintaining a stable group of no more 
than 12 children or youth and no more than two supervising adults in a supervised 
environment in which supervising adults and children stay together for all activities (e.g., 
meals, recreation, etc.), and avoid contact with people outside of their group in the setting, 
throughout the school day.  

✓ In-person class size has been limited to 12  students in elementary grades.  
○ In-person class size has been limited to 0  students in middle and high school 

grades. Our 6th-8th grade classes are currently doing remote learning. 
✓ The school day has been divided into shifts to permit fewer students per class.  
✓ Attendance is staggered to reduce the overall number of students in classrooms on a 

given  day.  
✓ Some classes have been moved entirely online.  
✓ Online class attendance and participation is offered as an option for all students for 

all classes.  
✓ Alternative spaces are used to reduce the number of students within classrooms. 

These may include:  
✓ School library  
✓ Auditorium  
❏ Cafeteria  
✓ Gymnasium  

✓ Classroom furniture is set up to ensure 6 feet between students (TWCS - CRP - 
pg 45) at their desks/tables and between students and teachers (placement of 
desks/tables, use of floor markings to indicate required distance, etc.) to the extent 
feasible. Where 6 feet of distance is not possible, physical barriers are used to 
minimize close contacts.  

✓ Furniture designed for in-class group activities that bring students closer than 6 feet 
has been reconfigured or removed from the classroom.  

○ Nap or rest areas in classrooms have students placed 6 feet apart and alternating 
feet to head. Not Applicable 

✓ Teaching methods have been modified to avoid close contact between students for 
any classes that may usually involve group activities.  

○ Other:  
✓ Any gym class  (TWCS - CRP - pg 50) activities are offered outdoors and are selected to 

permit physical distancing; contact sports are not permitted.  
✓ School policies enforce physical distancing (students maintain distance of 6 feet) in locker 

rooms. Policies must include:  
● Offering access to locker rooms only when staff supervision is possible  
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● Staggering locker room access  
● Creating alternative options for storage of student clothing, books and other items. 

✓ Measures are in place to maintain physical distancing during school meals. These must 
include (check all that apply):  

✓ Meals are eaten in classrooms or outdoors, without any mingling of cohorts from 
different classrooms.  

✓ If students line up to pick up food, tape or other markings are used to assure a 
6-foot distance between any two students.  

✓ Staff are deployed during meals to maintain physical distancing and prevent any 
mixing of students from different cohorts.  

● If meals take place in a cafeteria, mealtimes are staggered to only allow one cohort 
at a time in the cafeteria. Not Applicable 

● If meals take place in a cafeteria, space between all tables/chairs has been 
increased to support 6 feet of physical distancing. Barriers between tables and/or 
chairs may be used as an alternative when 6 feet of distancing is not possible. Not 
Applicable 

● Food preparation and service operations have been redesigned, where possible, to 
achieve physical distancing between employees. For example, kitchen and other 
back of house floors are marked to reinforce physical distancing requirements. Not 
Applicable 

✓ Measures are in place to permit physical distancing in school areas used for student support 
services.  

✓ Student support staff, including school employees (nurses, guidance counselors, 
therapists, etc.) and employees of adjunct support programs (clinicians, health 
educators, etc.) have been instructed to maintain a physical distance of at least 6 
feet to the extent feasible while  engaging in student support activities. 

✓ Furniture and equipment in school areas used for student support services are 
arranged to promote a 6-foot distance between any two students and/or between 
students and staff.  

■ Where feasible and appropriate, therapeutic and support activities are 
conducted virtually.  

✓ Sharing of equipment and supplies is avoided where possible. Should equipment 
need to be shared, it must be sanitized before and after each use by a different 
student and/or employee. 

✓ Staff offering student support services are provided with appropriate Personal 
Protective Equipment (PPE) per Cal OSHA requirements.  

✓ Measures are in place  (TWCS - CRP - pg 46) to permit physical distancing in 
administrative areas of the school. 

✓ Signage alerts visitors to the need to maintain a 6-foot distance from school office 
personnel.  

✓ Tape or other markings are used to define a 6-foot radius around reception desks 
or counters.  

✓ Workstations of administrative personnel have been arranged to permit 6 feet 
between individuals sharing a space or between office personnel and students or 
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other staff required to visit the space.  

 

C. MEASURES THAT ENSURE INFECTION CONTROL (CHECK ALL THAT APPLY TO 
THE  FACILITY)  

✓ Screening (TWCS - CRP - pg 35) is conducted before students, visitors and staff may enter 
the school. Screening must include a check-in concerning cough, shortness of breath or 
experience of fever and any other  symptoms the visitor may be experiencing. These checks 
can be done remotely (using a digital app or other verifiable approach) or in person upon 
arrival. A temperature check with a no-touch thermometer is included in the symptom check 
at entry if feasible.  

✓ Adult visitors and staff who screen positive at entry or who report symptoms at any 
point during the school day are instructed to return home and self-isolate as 
required by Health Officer Order of July 1, 2020 (see July 1 Isolation HOO.pdf).  

✓ Students who screen positive at entry or who report symptoms at any point during 
the school day are given a surgical mask and accompanied to a pre-selected 
isolation space where they can remain while arrangements are made for their 
return home.  

✓ The COVID-19 Compliance Team (see Section A) is informed of any positive 
screening result in the school and initiates the School Exposure Management Plan 
consistent with DPH directives. 

✓ Adult visitors and staff who have had close contact with an individual who has 
screened positive are instructed to return home to self-quarantine as required by 
Health Officer Order of July 1, 2020, until such time as it has been determined that 
the individual screening  positive for COVID-19 symptoms is negative for 
COVID-19. (see July 1 Quarantine  HOO.pdf).  

✓ Students who have had close contact with an individual who has screened positive 
for COVID-19 symptoms are accompanied to preselected quarantine space where 
they can remain until arrangements are made for their return home. This space is 
apart from the one set aside for symptomatic students. It may be a separate room 
or an area within the same room that is set apart by a barrier. Once they return 
home, they are instructed to self quarantine as required by Health Officer Order of 
July 1, 2020, until such time as it has been determined that the individual screening 
positive for COVID-19 symptoms is negative for COVID-19. (see July 1 Quarantine 
HOO.pdf).  

✓ Screening of adults and of middle and high school age students includes a question 
about close contact  (TWCS - CRP - pg 43) with anyone at home, school or 
elsewhere that the individual has been told has tested positive for COVID- 19.  

✓ Any adult who is screened for exposure and reports close contact with an 
infected person is instructed to leave the school, return home to initiate 
self-quarantine, and get tested for COVID- 19.  

✓ Any middle or high school student who is screened for exposure and reports 
close contact with an infected person is provided with a surgical mask and 
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accompanied to a predetermined space in the school while arrangements are 
made for them to be picked up by parents in order to initiate quarantine at 
home. Parents are advised to seek testing for the child.  

✓ Measures are in place  (TWCS - CRP - pg 51) to limit risk of infection due to visits by 
individuals other than staff and students. These must include (check all that apply):  

✓ Visits to the school by individuals other than staff and students are avoided 
whenever feasible. Parents of enrolled students are encouraged to conduct 
business with school personnel remotely when possible.  

✓ Visitors to the school other than parents of enrolled students are limited to those 
who  are essential for the school’s operation. Visitors are by appointment only 
and are pre registered in a visitor log that includes a visitor’s name, phone 
number and email  address. Visitors are instructed to come to their appointments 
alone. If a visitor must be accompanied by another person (e.g., for translation 
assistance, or because the visitor is a minor, or has minor students) their 
information is captured in the visitor log.  

✓ Visitors arriving at the school with non-enrolled children (e.g. younger siblings 
of students) must ensure that these children stay next to an adult, avoid 
touching any other person or any item that does not belong to them, and are 
masked if 2 or older and not at risk due to a respiratory condition.  

✓ Movement of visitors within the school is limited to designated areas such as 
the reception or lobby area, offices, conference or meeting rooms, and public 
restrooms to the extent feasible. Visitors are not permitted to interact with any 
cohorts.  

✓ Visitors arriving at the school are reminded to wear a face covering at all 
times while in the school. This applies to all adults and to children 2 years of 
age and older. Only individuals who have been instructed not to wear a face 
covering by their medica  provider are exempt from wearing one. To support 
the safety of your employees and other visitors, a face covering should be 
made available to visitors who arrive without  them.  

✓ Measures are in place  (TWCS - CRP - pg 55) to promote optimal ventilation in the 
school. These may include (check all that apply):  

✓ At least 50% of classroom learning, meals, and activities have been moved to 
outdoor space whenever feasible and weather permitting.  

✓ The school HVAC system is in good, working order. 
✓ HVAC systems are set to maximize indoor/outdoor air exchange unless 

outdoor conditions (recent fire, very high outside temperature, high pollen 
count, etc.) make this inappropriate.  

✓ Portable, high-efficiency air cleaners have been installed if feasible.  
✓ Doors and windows (TWCS - CRP - pg 55) are kept open during the school 

day if feasible and if outdoor conditions make this appropriate.  
✓ Air filters have been upgraded to the highest efficiency possible.  
○ Other:  

✓ Measures are in place  (TWCS - CRP - pg 52) to ensure appropriate cleaning and 
disinfecting of space, surfaces and objects throughout the school. These may include 
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(check all that apply).  
✓ A cleaning and disinfecting schedule has been established in order to avoid 

both under- and over- use of cleaning products.  
○ Buses are thoroughly cleaned and disinfected daily and after transporting any 

individual who is exhibiting symptoms of COVID-19. Drivers are equipped 
with disinfectant wipes and disposable gloves to support disinfection of 
surfaces as needed during a run. Frequently touched surfaces are disinfected 
after every completed bus route. Not Applicable 

✓ Common areas and frequently touched objects in those areas (tables, 
doorknobs, light  switches, countertops, handles, desks, phones, keyboards, 
elevator switches and buttons, touch screens, printers/copiers, grab bars, and 
handrails) are disinfected at least daily and more frequently as resources 
allow using appropriate products (see  below).  

✓ Use of shared objects is eliminated wherever possible, for example, water 
fountains are shut down and individual water bottles are provided as an 
alternative, high touch playground equipment may be taken out of use and 
replaced with no-touch playground games, etc.  

✓ Where individualized alternatives are not feasible, for example, in laboratories 
and art rooms where some equipment may have to be used by multiple 
students, objects and surfaces are cleaned and disinfected between users.  

✓ Cleaning products that are effective against COVID-19 (these are listed on 
the Environmental Protection Agency (EPA)-approved list “N) are used 
according to product instructions.  

✓ To reduce asthma risk disinfectant products on list N with asthma-safer 
ingredients (hydrogen peroxide, citric acid or lactic acid) are selected. 
Products which contain peroxyacetic (peracetic) acid, sodium hypochlorite 
(bleach) or quaternary ammonium compounds are avoided.  

✓ Custodial and other staff responsible for cleaning and disinfecting school 
surfaces and objects are trained on manufacturer’s directions, Cal OSHA 
requirements for safe use and as required by the Healthy Schools Act, as 
applicable.  

✓ Custodial staff and other staff responsible for cleaning and disinfecting are 
equipped with appropriate personal protective equipment, including gloves, 
eye protection, respiratory protection and other appropriate protective 
equipment as required by the product. 

✓ All cleaning products are kept out of children’s reach and stored in a space 
with restricted access.  

✓ Ventilation is maximized during cleaning and disinfecting to the extent 
feasible If using air conditioning, use the setting that brings in fresh air. 
Replace and check air filters and filtration systems to ensure optimal air 
quality.  

✓ Enhanced cleaning of school premises is done when students are not at 
school with adequate time to let spaces air out before the start of the school 
day.  

18 



COUNTY OF LOS ANGELES DEPARTMENT OF PUBLIC HEALTH 
ORDER OF THE HEALTH OFFICER 
_________________________________________________________________________________ 
 

✓ Steps are taken to ensure that all water systems and sinks are safe to use 
after a prolonged facility shutdown to minimize the risk of Legionnaires’ 
disease and other diseases associated with water.  

✓ Restrooms, lobbies, break rooms, and lounges and other common areas are 
being disinfected frequently, on the following schedule:  

○ Restrooms: Five times daily; twice in the morning, twice in the 
evening, and one deep clean in the evening 

○ Lobbies/entry areas: Three times daily; once in the morning, 
afternoon and evening 

○ Teacher/staff break rooms: Three times daily; once in the 
morning,afternoon and evening 

○ Classrooms: Once per day in the evening  
○ Cafeteria/dining area: N/A 
○ Cafeteria food preparation area: N/A 
○ Front office: Three times daily; once in the morning,afternoon 

and evening 
○ Other offices: Once per day in the evening  
○ Other areas:  

✓ Measures are in place  (TWCS - CRP - pg 33) to ensure use of appropriate face 
coverings by all staff, students and visitors at all times. These must include (check all 
that apply):  

✓ Staff, parents and students are informed of the requirement for cloth face 
coverings prior to the start of school and on a regular basis throughout the 
school year.  

✓ All students over age 2 are required to wear cloth face coverings at all times 
while on school property except while eating, drinking or carrying out other 
activities that preclude the use of face coverings.  

✓ Alternative protective strategies may be adopted to accommodate students 
who are on Individualized Education or 504 Plans and who cannot use or 
tolerate cloth face  coverings.  

✓ Information is provided to staff, parents and students concerning proper use 
of cloth face covering including the need to wash cloth face coverings after 
each day’s use.  

✓ Signage at the entry to the school, at the entry to the school office and 
throughout the school building reinforces this requirement and depicts proper 
use of cloth face coverings. 

✓ As feasible, two cloth face coverings are provided to each student at the start 
of the school year. If that is not feasible, parents and students are given 
information concerning methods for making their own cloth face coverings.  

✓ Parents of younger children are encouraged to provide a second 
face-covering for school each day in case the one a child is wearing gets 
soiled; this would allow for a change of the face covering during the day.  

✓ Staff who are deployed at school entry or in hallways or other common areas 
to  reinforce physical distancing also remind students of rules concerning use 
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of cloth face coverings.  
✓ Employees engaged in activities (such as provision of physical therapy or 

personal assistance to individual students) which may not permit physical 
distancing are equipped with appropriate personal protective equipment 
(gloves, masks, gowns, etc.), as appropriate.  

✓ Staff taking care of a sick student are provided with a medical grade mask to 
wear themselves, and a medical grade mask for the student to wear (if it can 
be tolerated) until the student leaves the building.  

NOTE: Staff and students who are alone in closed offices, walled cubicles or other 
private, enclosed spaces are not required to wear cloth face coverings. Students may 
also remove cloth face coverings when eating or napping or when wearing a cloth face 
covering is otherwise impracticable (e.g., while showering, etc.). The school may 
consider whether it is appropriate for a teacher in the early grades to use a plastic face 
shield with a tucked-in drape below the chin as a substitute for a cloth face covering to 
enable the youngest students to see their teacher’s face and avoid potential barriers to 
phonological instruction.  

✓ Measures are in place  (TWCS - CRP - pg 32) to ensure frequent hand washing by 
staff, students and visitors. These must include (check all that apply):  

✓ Students and staff are given frequent opportunities to wash their hands for 20 
seconds with soap, rubbing thoroughly after application, and use paper towels 
(or single-use  cloth towels) to dry hands thoroughly. Each cohort is required 
to use a designated bathroom; should more than one cohort be assigned to 
use the same bathroom, a color coded system is used to minimize students 
from different cohorts using the bathroom  at the same time.  

✓ Younger students are regularly scheduled for frequent mandatory 
handwashing breaks, including before and after eating, after toileting, after 
outdoor play, and before and after any group activity.  

✓ Staff are instructed to model frequent handwashing, especially in lower 
grades where bathroom time is an opportunity to reinforce healthy habits and 
monitor proper handwashing.  

✓ Portable handwashing stations have been placed near classrooms to 
minimize movement and congregations in bathrooms to the extent 
practicable.  

✓ Ethyl alcohol-based, hand sanitizer is made available to students and staff at 
strategic locations throughout the school where there is no sink or portable 
handwashing station (in or near classrooms, rooms in which support services 
are provided, music and art  rooms). Ethyl alcohol is preferred and should be 
used when there is the potential of unsupervised use by children. Isopropyl 
hand sanitizers are more toxic and can be absorbed through the skin.  

✓ Hand sanitizer based on isopropyl alcohol is not used in the school given its 
potential toxicity and hand sanitizer is not out in the open in classrooms of 
children under age 9. Faculty and staff have been made aware of the risk of 
ingestion and that they should call Poison Control at 1-800-222-1222 if there 
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is reason to believe that a student has  consumed hand sanitizer.  
✓ Hand sanitizer, soap and water, tissues and trash cans are available at or 

near the entrance of the facility, at reception, and anywhere else inside the 
workplace or immediately outside where people have direct interactions.  

❏ Measures are in place to ensure infection control in the school cafeteria or other site at which 
food is served or picked up. Not Applicable 

○ Buffet and family style meals have been eliminated.  
○ Food options include prepackaged meals, hot meals served by cafeteria staff 

and/or food brought by students from home.  
○ Physical barriers are in place where needed to limit contact between 

cafeteria staff and students.  
○ Optional-Describe other measures:  

 

D. MEASURES THAT COMMUNICATE TO THE CAMPUS COMMUNITY AND THE 
PUBLIC  
✓ Information was sent to parents and students prior to the start of school concerning 

school policies related to (check all that apply):  
✓ Isolation and quarantine policies as they apply to students who have 

symptoms or may have been exposed to COVID-19: (TWCS - CRP - pg 42 ) 
✓ Options for COVID-19 testing if the student or a family member has 

symptoms or has been exposed to COVID-19: (TWCS - CRP - pg 42) 
✓ Who to contact at the school if student has symptoms or may have been 

exposed:  safety@thewillows.org  
✓ How to conduct a symptom check before student leaves home: (TWCS - 

CRP - pg 35 ) 
✓ Required use of face coverings: (TWCS - CRP - pg 33) 
✓ Importance of student compliance with physical distancing and infection control 

policies: (TWCS - CRP - pg 31 ) 
✓ Changes in academic and extracurricular programming  in order to avert risk: 

(TWCS - CRP - pg 30, 52) 
✓ Changes in school meals in order to avert risk: (TWCS - CRP - pg 48 ) 
✓ School policies concerning  parent visits to school and advisability of contact the 

school remotely: (TWCS - CRP - pg 51) 
✓ Importance of providing the school with up-to-date emergency contact 

information including multiple parent contact options: (TWCS - CRP - pg 67) 
○ Other:  

✓ A copy of this protocol is posted at all public entrances to the school.  
✓ Signage has been posted throughout the school reminding staff and students of 

policies concerning physical distancing, use of face coverings, and importance of hand 
washing. 

✓ Signage is posted at each public entrance of the school informing visitors that they 
should not enter the facility if they have symptoms of COVID-19.  
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✓ The school has developed and circulated a communication plan in case full or partial 

closure is required due to a possible cluster of COVID-19 cases.  
✓ Online outlets of the school (website, social media, etc.) provide clear, up-to-date 

information about building hours, visitation policies, changes in academic and 
extracurricular programming, and requirements concerning use of face coverings, 
physical distancing and hand washing.  

✓ Online outlets instruct students, parents and teachers on how to contact the school in 
case of infection or exposure.  

E. MEASURES THAT ENSURE EQUITABLE ACCESS TO CRITICAL SERVICES  
✓ A plan (TWCS - CRP - pg 70 ) for updating Individualized Education Plans (IEPs) and 

504 Plans of students with special needs has been developed to ensure that education 
can continue without undue risk to the student.  

○ This plan includes a method for proactive school contact with parents at the 
beginning of the school year to assure that issues related to the child’s 
education and safety are being addressed.  

○ Modifications to individual IEPs and 504 plans may involve remote learning, 
modifications to the classroom to accommodate student needs, school 
attendance in a separate area with few students, or a hybrid approach 
combining in-class and remote learning.  

○ Steps taken to modify IEPs and 504 plans to assure student safety comply with 
relevant provisions of state and federal law.  

✓ Administrative services or operations that can be offered remotely (e.g., class 
registration, form submission, etc.) have been moved on-line.  

Any additional measures not included above should be listed on separate pages, 
which the business should attach to this document.  
You may contact the following person with any questions or comments about this 
protocol:  

Business Contact:   The Willows Community School 
Name: Lisa Rosenstein, Head of School 
Phone number: 310-815-0411 
Date Last Revised: October 1, 2020 
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INTRODUCTION 

The Willows Community School is committed to providing a safe and healthy 
environment for all its students, parents, employees, and guests. Our COVID-19 
Pandemic Response Plan and Supplement to the Parent Handbook describes protocols 
and procedures for in-person, on-campus learning that follow the health and safety 
guidelines provided by the Los Angeles County, California, and local Public Health 
Departments; government officials; and the Centers for Disease Control (CDC). We 
have developed this plan for the 2020–2021 school year to guide our decisions 
regarding the reopening of our campus to students and employees. Our plan prioritizes 
health and safety while remaining true to our educational vision. It is designed to 
enhance and not limit our educational program and give each family the choice of 
learning remotely at all times or continuing with a combination of distance learning and 
on-site learning. We will continue to consult health and government officials throughout 
the school year, adjusting our procedures as required to ensure that our school is 
following the latest guidelines.  

Our world is changing, and we are prepared to change with it, ready and able to 
transform The Willows unique educational experience into whatever is required to 
engage and inspire our students. We will keep our mission foremost in our minds and 
let the following principles and goals guide us. 

 

GUIDING PRINCIPLES & GOALS FOR REOPENING 

● Adhering to The Willows’ mission, core values, and balanced progressive, 
academic, and social emotional educational model 

● Maintaining the safety and wellbeing of our students and community 
● Communicating with transparency and frequency to all constituencies. 

During the upcoming school year, new safety rules and protocols may be updated from 
time to time, within the school’s discretion, to mitigate the spread of COVID-19. The 
School will update this Plan and temporary supplement to The Willows 
Community School’s Parent Handbook as federal, state, and local guidelines and 
regulations change. It will also be, until communicated otherwise, that the rules 
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and guidance of this Plan take precedence to the extent that there is any 
inconsistency between it and the existing Parent Handbook. If you have any 
questions regarding current policies or procedures, please contact The Willows’ 
administration. 

 

REFERENCE GUIDE: RESOURCES AND GUIDING ENTITIES 

The Willows Community School’s Pandemic Response Plan and COVID-19 
Supplement to the Parent Handbook is based on recommendations from the  Centers for 
Disease Control and Prevention  (CDC), the American Academy of Pediatrics , the Los 
Angeles County Department of Public Health , federal Occupational Safety and Health 
Administration  (OSHA) standards related to COVID-19, and California Governor 
Newsom’s executive orders  as they pertain to COVID-19. In addition, a committee of 
Willows  community members (listed on the last page of this document) with varied 
expertise worked together to develop this plan. 

As part of our planning, the School has taken into account the mounting evidence 
regarding COVID-19 in children and adolescents, including the role they may play in 
transmission of the infection. According to the American Academy of Pediatrics, 
COVID-19 “appears to behave differently in children and adolescents than other 
common respiratory viruses, such as the flu, on which much of the current guidance 
regarding school closures is based. Although children and adolescents play a major role 
in amplifying influenza outbreaks, to date, this does not appear to be the case with 
COVID-19. Although many questions remain, the preponderance of evidence indicates 
that children and adolescents are less likely to be symptomatic and less likely to have 

severe disease resulting from SARS-CoV-2 [COVID-19] infection. In addition, children 
may be less likely to become infected and to spread infection.” As more evidence is 
uncovered, this view may change, and our plans will adjust accordingly. 

We recognize that through the implementation of the coordinated efforts described in 
this Plan, we can greatly reduce, not eliminate, the risk of COVID-19 transmission 
in our community. We will strive to balance our mitigation policies with the known 
benefits of children experiencing in-person learning at school. 
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COMMUNITY COMPLIANCE AND COMMITMENT 

Our return to campus requires the compliance of every community member to ensure 
success. New regulations and modifications to our program require us to pull together, 
keeping the welfare of each member of our school uppermost in our thoughts and 
actions. Our families are vital partners in maintaining health and safety on our campus. 
Compliance with all safety measures on campus and at home will be absolutely 
necessary to protect our community. We must all do our part, as role models for our 
children, to adhere to our state and city health regulations and any broader measures 
the school must enforce as we go forward. There are families at The Willows that have 
higher-risk members in their households, so we must do our best to control the 
transmission of COVID-19 and prevent outbreaks. The actions of all our community 
members will make on-campus learning possible and safe for all. 

Now, more than ever, we are immensely grateful for our wonderful, supportive Willows 
community, and know that working together, we will strengthen our home/school 
connection and rise to all challenges with flexibility and resilience.  

COVID-19 RESPONSE TEAM 
 

● Incident Commander: Lisa Rosenstein, Head of School 
● Logistics: Kitty Cohen, Chief Financial Officer 
● Pandemic Coordinator: Treisha Chanman, Operations Manager, Pandemic 

Safety Specialist 
● Pandemic Coordinator: Janell Samuels, Office Manager/Registrar, Pandemic 

Health Specialist 
● Pandemic Coordinator: Vivek Kapoor, Director of Technology, Pandemic 

Technology Specialist 
● Liaison to DPH in the event of an outbreak on campus: Janell 

Samuels/Treisha Chanman 
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● Communications and Public Information: Susan Sleeper, Director of 
Communications 

● Facilities/ Campus Sanitization: Rocky Montz, Facilities Manager 
● Wendy Amster, Dean of Educational Technology 
● Doug Klier, Dean of the Middle School 
● Kim Feldman, Director of Enrollment Management 
● Andrea Passarella, Dean of Social Emotional Learning 
● Terri Baird, Director of Teaching and Learning 

 

ON-CAMPUS LEARNING 

Although we are not able to welcome students back to The Willows for on-campus 
learning, we are looking forward to the day when we can have in-person learning. At 
that time, we will offer a detailed, full-day schedule. The Willows’  physical and human 
resources will enable us to provide an at-school, in-person education under the new 
health and safety guidelines. Program modifications that you may see and are 
explained within this document will include:  

- additional classrooms for smaller student classes  
- limiting student travel around campus during the day 
- a new daily schedule with the ability to pivot to distance learning quickly if 

necessary 
- limited in-person, large group meetings and activities 
- limited off-campus travel 
- increased use of outdoor spaces for student learning and socialization 
- enhanced technology, including personal electronic devices for all students and 

digital access to the classroom.  

Arrangements regarding remote learning will be made on an individual basis for 
students with underlying medical conditions or other family concerns. 
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Specialized Services In-School Schedule  
 

 Monday 10/12 Tuesday 10/13 Wednesday 
10/14 

Thursday 
10/15 

Friday 
10/16 

11-11:45 Pupil Free Day BK - 2 pupils 
GK - 2 pupils 
PK - 2 pupils 
YK - 2 pupils 

BK - 3 pupils 
GK - 3 pupils 
PK - 3 pupils 
YK - 3 pupils 

BK - 2 pupils 
GK - 2 pupils 
PK - 2 pupils 
YK - 2 pupils 

Remote 
learning day 

1-1:20 
1-1:45* 

 DKO - 1 pupil 
DKR - 1 pupil 
BK* - 2 pupils 
GK* - 2 pupils 
PK* - 2 pupils 
YK* - 2 pupils 

DKO - 1 pupil 
DKR - 1 pupil 

DKO - 1 pupil 
DKR - 1 pupil 
BK* - 2 pupils 
GK* - 2 pupils 
PK* - 2 pupils 
YK* - 2 pupils 

 

1:30-1:50  DKO - 1 pupil 
DKR - 1 pupil 

DKO - 1 pupil 
DKR - 1 pupil 

DKO - 1 pupil 
DKR - 1 pupil 

 

2-2:20 
2-2:45** 

 DKO - 1 pupil 
DKR - 1 pupil 
BK** - 2 pupils 
GK** - 2 pupils 
PK** - 2 pupils 
YK** - 2 pupils 

 DKO - 1 pupil 
DKR - 1 pupil 
BK** - 2 pupils 
GK** - 2 pupils 
PK** - 2 pupils 
YK** - 2 pupils 

 

2:30-2:50    DKO - 1 pupil 
DKR - 1 pupil 

 

Faculty Children  +1 +1 +1  

 Monday 10/19 Tuesday 10/20 Wednesday 
10/21 

Thursday 
10/22 

Friday 
10/23 

10-11:30 BK - 4 pupils 
GK - 4 pupils 
PK - 4 pupils 
YK - 4 pupils 

BK - 4 pupils 
GK - 4 pupils 
PK - 4 pupils 
YK - 4 pupils 

BK - 3 pupils 
GK - 3 pupils 
PK - 3 pupils 
YK - 3 pupils 

BK - 4 pupils 
GK - 4 pupils 
PK - 4 pupils 
YK - 4 pupils 

Remote 
learning day 

1-1:45  DKO - 2 pupils 
DKR - 2 pupils 

DKO - 2 pupils 
DKR - 3 pupils 

DKO - 2 pupils 
DKR - 2 pupils 

 

2-2:45  DKO - 2 pupils 
DKR - 2 pupils 

 DKO - 2 pupils 
DKR - 2 pupils 

 

Faculty Children +1 +1 +1 +1  
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 Monday 10/26 Tuesday 10/27 Wednesday 
10/28 

Thursday 
10/29 

Friday 
10/30 

9:30-11:30 BK - 7 pupils 
GK - 7 pupils 
PK - 7 pupils 
YK - 7 pupils 

BK - 8 pupils 
GK - 8 pupils 
PK - 8 pupils 
YK - 8 pupils 

BK - 7 pupils 
GK - 7 pupils 
PK - 7 pupils 
YK - 7 pupils 

BK - 8 pupils 
GK - 8 pupils 
PK - 8 pupils 
YK - 8 pupils 

 

12:30-2:00 DKO - 4 pupils 
DKR - 5 pupils 

DKO - 5 pupils 
DKR - 4 pupils 

DKO - 3 pupils 
DKR - 5 pupils 

DKO - 3 pupils 
DKR - 4 pupils 

DKO - 3 
pupils 
DKR - 4 
pupils 

Faculty Children +1 +1 +1 +1  

 Monday  
11/2 

Tuesday  
11/3 

Wednesday 
11/4 

Thursday 
11/5 

Friday 
11/6 

8:30-11:30 BK - 7 pupils 
GK - 7 pupils 
PK - 7 pupils 
YK - 7 pupils 

BK - 8 pupils 
GK - 8 pupils 
PK - 8 pupils 
YK - 8 pupils 

BK - 7 pupils 
GK - 7 pupils 
PK - 7 pupils 
YK - 7 pupils 

BK - 8 pupils 
GK - 8 pupils 
PK - 8 pupils 
YK - 8 pupils 

Remote 
learning day 

12:30-2:30 DKO - 4 pupils 
DKR - 5 pupils 

DKO - 5 pupils 
DKR - 6 pupils 

DKO - 4 pupils 
DKR - 5 pupils 

DKO - 5 pupils 
DKR - 6 pupils 

 

Faculty Children +1 +1 +1 +1  

 Monday 11/9 Tuesday 11/10 Wednesday 
11/11 

Thursday 
11/12 

Friday 
11/13 

8:30-11:30 Pupil Free Day Remote learning 
day 

BK - 7 pupils 
GK - 7 pupils 
PK - 7 pupils 
YK - 7 pupils 

BK - 8 pupils 
GK - 8 pupils 
PK - 8 pupils 
YK - 8 pupils 

Pupil Free 
Day 

12:30-2:30   DKO - 4 pupils 
DKR - 5 pupils 

DKO - 5 pupils 
DKR - 6 pupils 

 

Faculty Children  +1 +1 +1  
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DISTANCE LEARNING WHEN CAMPUS IS CLOSED 

We learned a great deal through our distance learning experience in the spring and 
have enhanced our program and provided professional development regarding distance 
learning for our faculty and administration. As we start the year with distance learning or 
if we are required to move to full distance learning after reopening, our students will still 
experience the meaningful and joyful learning that is a hallmark of the  The Willows’ 
educational program. Students will participate in developmentally appropriate schedules 
that are a balance of synchronous and asynchronous content. All students will have 
access to their own electronic device. The School will continue to utilize a number of 
digital tools—including Google Educational Tools, IXL, and SeeSaw—for learning, 
engagement, and assessment.  

 

IMPLEMENTATION OF COVID-19 RESPONSE PLAN 

The Willows’ Response Plan includes a full range of protocols to mitigate COVID-19 
contagion, including enhanced cleaning of campus buildings, frequent HVAC filter 
changes, comprehensive signage, screening procedures, required face coverings, 
physical distancing, required handwashing, and contact tracing. To be effective, The 
Willows’ Response Plan requires the full cooperation of all our community members, 
and each individual is responsible for implementing and observing the School’s 
protocols. 

This Plan describes the health and safety protocols that The Willows  has adopted and 
the responsibilities of the School and its community members, including: 

● Prevention procedures including hygiene and respiratory etiquette 
● Procedures for limiting visitors and parents to campus 
● Protocols for physical distancing  
● Routines for cleaning, sanitizing, and ventilation  
● Screening procedures and policies for anyone exhibiting COVID-19 symptoms 
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● Procedures for prompt identification and isolation of sick individuals and contact 
tracing 

● Protocols for student pick-up and drop-off 
● Employee training and ongoing communications 

COVID-19 SYMPTOMS & PREVENTION 
 

COVID-19 is transmitted through person-to-person contact and through the exchange of 
respiratory droplets. Symptoms of COVID-19, as defined at this time by the CDC ( signs 
and symptoms of COVID-19), include fever, cough, shortness of breath, chills, fatigue, 
muscle or body aches, headache, new loss of taste or smell, sore throat, congestion or 
runny nose, nausea or vomiting, diarrhea, persistent pain or pressure in the chest, new 
confusion, inability to wake or stay awake, and bluish lips or face.  If you or any member 
of your family exhibit these symptoms, you are encouraged to immediately contact your 
medical provider for advice. Symptoms usually appear 2-14 days after exposure. Also 
according to the CDC, this list of symptoms does not include all possible symptoms. 
Please contact your healthcare provider for any other symptoms that are severe or 
concerning to you. 

Mitigation Strategies 

We recognize that through the implementation of coordinated efforts, we can greatly 
reduce, not eliminate , the risk of COVID-19 transmission in our community. The Willows 
strives to balance our mitigation policies with the known benefits of children 
experiencing in-person learning at school. 

We have implemented basic infection prevention measures, including the promotion of 
handwashing and respiratory etiquette and required face coverings and physical 
distancing. Continual in-person teaching and learning will only be possible with all of us 
working together to follow these health and safety guidelines, on and off campus.  
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Please be vigilant in your adherence to the health and safety guidelines that mitigate the 
risk of infection. The CDC recommends the following best practices to help prevent the 
spread of COVID-19. 

 
● Wash your hands often with soap and water for at least 20 seconds. 
● Use alcohol-based hand sanitizer with at least 60% alcohol. 
● Avoid close contact with those who are sick. 
● Cover your coughs and sneezes with a tissue or your sleeve. 
● Disinfect frequently touched surfaces and objects. 
● Practice social distancing, leaving at least six feet between you and others.  
● Wear a cloth mask in public settings or with people not in your household. 

Handwashing 

Frequent hand washing is critical in preventing the spread of COVID-19 and other 
infectious diseases. Sinks are located inside and outside the building, and hand 
sanitizer dispensers (that use sanitizers of greater than 60% alcohol) are at entrances 
and other locations throughout the School. Students, employees, parents, and visitors 
should wash or sanitize their hands after entering the building. Everyone is instructed to 
frequently wash their hands throughout the day for at least 20 seconds with soap and 
water, but especially at the beginning and end of their time on campus, before and after 
mealtimes, and after using the restroom. 

Respiratory Etiquette 

Everyone should cover their mouth and nose with their sleeve or a tissue when 
coughing or sneezing and avoid touching their face, in particular their mouth, nose, and 
eyes, with their hands. They should dispose of tissues in provided trash receptacles and 
wash or sanitize their hands immediately afterward. Respiratory etiquette signage will 
be displayed throughout the School. 

Personal Protective Equipment  

● Staff are required to wear clean protective facial coverings at all times. The 
School will provide masks but faculty and staff may also supply their own. 
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● Teachers and staff handling food or disinfecting must wear gloves and masks. 
● When attending a sick child, staff must wear gloves, masks, gowns, and face 

shields. 
● Face coverings do not have to be worn by employees when they are alone in 

their classroom or office.  

Face Coverings 

Everyone must wear a face covering while on campus—including during drop-off 
and pickup—and provide their own face coverings. The School will provide each student 
and employee with cloth face coverings. Students should have two clean face coverings 
available each day at school. According to public health officials, individuals can spread 
COVID-19 to others even if they do not feel sick. While not a substitute for physical 
distancing, the use of face coverings is an important way that we, as a community, can 
protect each other by mitigating the spread of COVID-19. 

Exceptions may be made with consideration for medical reasons and age and to 
accommodate eating and drinking; outdoor and physical activities, including P.E.; and 
instructional time when physical distancing can be maintained and additional 
preventative measures are in place. 

CDC guidelines provide general considerations for wearing and maintaining a face 
covering , including the following: 

● The mouth and nose are fully covered. 
● The covering fits snugly against the sides of the face so there are no gaps. 
● The wearer does not have any difficulty breathing while wearing the covering. 
● The face covering can be tied or otherwise secured to prevent slipping. 

Face coverings should be replaced daily. They do not have to be worn by employees 
when they are alone in their classroom or office. 

Physical Distancing, Small Student Groups, and Group Gathering 

All individuals at The Willows Community School will maintain a physical distance of six 

feet as feasible. Classrooms will be reconfigured to ensure a minimum of six feet 
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between student work spaces. Signage throughout the School will reinforce physical 
distancing. 

The School will maintain cohorts of students and teachers to minimize crossover among 

children and adults within the School. We will minimize travel throughout the building 

when feasible, including having classroom and Specialist teachers (excluding P.E.) 
Zooming to classrooms to facilitate learning. In addition, teachers will take advantage of 

The Willows’ outdoor learning spaces when possible in assigned areas for each class. 

We will limit in-person meetings and hold no large-group meetings. We are reimagining 

how we come together as a community, including providing opportunities for students to 
perform and speak in public through virtual and small group settings. 

Travel 

We ask that all community members including parents, teachers, and staff           
restrict all non-essential business travel as well as non-essential travel. 

Domestic (dependent upon the COVID-19 epidemiology and case rates in 
the destination area), International, and Cruise Travel 

● Our policies will follow the CDC regulations, prior to our reopening and            
during the school year, regarding international, domestic, and cruise         
travel, as well as travel to a Level 3 or 4 Covid-19 area 

● A quarantine period will follow all international travel and domestic travel           
to an area with high COVID-19  epidemiology or case rates  

Please check with safety@thewillows.org with any questions. 

 

School Field Trips 

All field trips and overnight trips are postponed through 2020. 
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COVID-19 HEALTH SCREENINGS, SYMPTOM ASSESSMENT, 
AND REPORTING  

We will continue to inform and encourage families and employees to self-monitor for 
signs and symptoms of COVID-19 . The Willows Community School has implemented 
the following policies and procedures to: 

● Assess a person’s health status prior to entering the School 
● Provide guidelines for screening individuals before they are allowed to enter the 

building 
● To provide a process for families to report when they are sick, experiencing 

symptoms, or if they or anyone in their household have come into close contact 
with someone who has COVID-19  

Prior to Arrival on Campus 

Anyone who is experiencing symptoms of COVID-19 or knows that they have 
COVID-19 should isolate at home. In addition, parents should communicate with the 
School using the methods listed below if their child or a member of their household tests 
positive for COVID-19, experiences symptoms of COVID-19, or has close contact  with 
someone who has tested positive or demonstrated symptoms of COVID-19. The CDC 
currently defines  close contact as someone who has been within six feet of an infected 
person for at least 15 minutes starting from 48 hours before illness onset until the time 
the patient is isolated. 

● Parents should take their children’s temperature before arriving on campus and 
keep their child home if they have a temperature of 100°F or above.  

● Parents should continue to report student absences. COVID-19 symptoms, close 
contacts, and COVID-19 diagnoses via safety@thewillows.org 

● All parents will receive a weekly text message from The Willows’ mass 
communication Platform, Titan HST app, which will remind them to monitor their 
child’s health and stay home if they are sick or showing symptoms. 
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Screening Procedures for Employees, Parents, and Visitors 

● Employees, parents, and visitors must enter through the main reception area. 
● Non-essential visitors will be limited, and all visitors must have an appointment 

prior to being screened and admitted. 
● Parents will not be allowed past Reception once school resumes unless they 

have an appointment or have received a communication from the School that 
states otherwise. 

● A face covering is meant to protect others. Therefore, all employees, parents, 
visitors, and students are required to wear a mask on campus, especially when 
physical distancing is not feasible. 

● Upon arrival, employees, parents, and visitors will form one line, maintaining at 
least six feet of distance from others. 

● All adults entering the building will have their temperature checked. 
● Anyone with a temperature of 100°F or above must immediately leave the 

campus or be further evaluated by the school nurse. 
● If the screening reveals any COVID-19 symptoms, the individual will immediately 

leave the campus or will report to a designated isolation room until the school 
nurse or designee can evaluate their condition and determine the appropriate 
next steps. 

● All individuals must wash or sanitize their hands after entering the building. 

Employee Screening 

All employees will be required to complete an online Health Screening before entering 
campus. It is the responsibility of each employee to complete these questions before 
coming to campus each day. These questions are answered on a web-based 
application hosted on our emergency mass communication platform, TitanHST. Upon 
answering “no” to all questions, the employee will get a time stamped QR code to be 
scanned by the screener at the time of entry on campus. Questions employees must 
answer each day include:  

1. Have you recently tested positive for COVID-19? 
2. Have you had any of the following symptoms within the last 72 hours: 
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○ Fever (of 100°F or higher) and/or have you taken medication for a fever?  
○ Chills? 
○ Cough? 
○ Shortness of Breath/difficulty breathing? 
○ Other COVID-19 symptoms will be listed 

3. In the past 14 days, have you been in close contact (within 6 feet for longer than 
15 minutes without protective equipment) with a person known/suspected to 
have COVID-19 and/or have you been diagnosed with COVID-19? 

4. Have you traveled outside the state or country in the last 14 days? 

If an employee answers yes, they may not come on campus until further notice.  

Employee COVID-19 Testing On-Campus 

The Willows provides recurring, on-site COVID-19 testing as a strategy to identify 
additional cases for our employees. The School has engaged PMH Laboratories and 
followed CDC and local Health Department guidelines to develop strategies for testing, 
including how testing can be arranged and how to prioritize testing of employees. These 
considerations are meant to supplement, not replace, any federal, state, local, territorial, 
or tribal health and safety laws, rules, and regulations. 

Procedures for Individuals Exhibiting Symptoms at School 

The Willows has implemented a COVID-19 health support policy that requires 
individuals to stay at home when they are sick or displaying symptoms of COVID-19, 
when household members are sick or displaying symptoms of COVID-19, or when 
required by a healthcare provider to isolate or quarantine themselves or a member of 
their household. Parents who become sick or experience symptoms while at The 
Willows Community School should notify the school nurse and leave the building 
immediately or report to the designated isolation room (Wellness Space) until able to 
leave the School. 

Faculty and staff will monitor students throughout the day for signs of illness. If a 
student or faculty/staff member exhibits virus symptoms during the pandemic: 
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● The student/staff member will be escorted immediately to the Wellness Space 
and isolated.  

● The symptomatic staff/student will be provided with a medical face shield. 

● All staff who interact with the symptomatic staff/student must also wear a medical 
face shield and gloves and maintain a social distance of 6 feet when possible. 

● Pandemic coordinators or other trained personnel will verify symptoms, take the 
individual’s temperature, and document the temperature. 

● All movement around the campus will be restricted. 

● Pandemic coordinators or other trained personnel will immediately document the 
areas of the building occupied by the ill person throughout the day. Those areas 
will be restricted for 24 hours prior to sanitizing when possible. If it is not possible 
to wait 24 hours, cleaning staff will wait as long as possible to sanitize. 

● Contact tracing will begin, and personnel will determine all other staff or students 
with whom the ill person was in contact with during the day. 

● In observance of health information privacy guidelines, personnel will not share 
immediate concerns or student/staff names with other staff.  

● Janell Samuels, Pandemic Coordinator and Public Health Liaison, will notify the 
Los Angeles County Health Department.  

● The Los Angeles County Health Department will provide guidance related to 
quarantine or closing areas of school, and ake personnel will tother necessary 
measures based on CDC guidance at the time of the incident. Please note that 
guidance during a pandemic may be fluid and vary depending on local 
conditions. We will always coordinate with health officials to determine next 
steps. 

● Personnel will facilitate a safe return home for the student or employee while 
avoiding additional contact with staff or other areas of the school. Personnel will 
hold doors for the symptomatic staff/student as they exit the school to reduce 
surface contact and limit virus spread. 
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● One of our certified contract tracers on site, Treisha Chanman, Janell Samuels, 
or Vivek Kapoor, will work with the Los Angeles County Health Department to 
implement contact tracing and possible notification of those impacted, depending 
on current Health Department guidelines. 

COVID-19 EXPOSURE MANAGEMENT PLAN 
 

To assist in identifying people on campus who have been exposed to COVID-19, The 
Willows has a comprehensive Campus Exposure Management Plan in place in addition 
to supplemental technology to assist in contact tracing, population density tracking, and 
logging information. Once a confirmed case is identified, the cohort or group and any 
other employees in contact with the case will be notified by phone call and letter within 
one day of the exposure. They will be required to quarantine for 14 days and test for 
COVID-19 regardless of whether or not they are showing symptoms. Individuals will be 
required to share their test results with the School to determine the spread on the 
campus. Quarantine will still be required even if test results are negative. The School 
will report the list of employees, staff and/or students to the Department of Public Health 
and submit all required documentation.  

Testing, Tracing, and Quarantine 
Given the ever-changing nature of the COVID-19 pandemic, testing and tracing 
procedures are constantly evolving, sometimes daily. Please keep this in mind and 
know that the rules listed below for testing and quarantining are constantly being 
updated. We are in constant contact with local health and government officials to keep 
abreast of and adapt to the newest procedures and policies.  

The California, Los Angeles, and local Public Health Departments guide all our 
decisions regarding quarantine of classrooms, offices, or school. 
 

● Per CDC requirements, the School will report any positive COVID-19 tests 
exposures immediately so authorities may be notified. 

● Policies will follow mandates by CDC and local public health authorities. 
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● Students who test positive for COVID-19 will be required to remain off campus as 
directed by health authorities. 

● Contact tracing of possible exposures or cases of COVID-19 will take place in 
collaboration with the Department of Public Health. 

● The required quarantine period for exposures or close contact with a person 
having COVID-19 will follow the instructions of the Department of Public Health. 

● The School will issue HIPAA-compliant COVID-19 communications regarding 
any cases. 

● Distance learning will be provided for quarantined students. 

 

Notification of COVID-19 Case or Exposure - Overview 
If we are notified by the Los Angeles County Public Health Department regarding a 
positive diagnosis from a test for COVID-19 or an exposure, we will immediately follow 
Public Health Department directives. If a parent or staff member notifies us of a positive 
diagnosis or exposure, we will immediately call the Los Angeles County Public Health 
Department to inform them and receive direction. We will follow all protocols from our 
Public Health Department officials to determine the risk level and follow their direction to 
determine if quarantine or closure is warranted. In addition, we will: 

● Isolate any exposed students until sent home.  
● Immediately notify the affected groups, parents, teachers, and staff of exposure 

or diagnosis well within the 24-hour requirement. 
● Temporarily close any contaminated classrooms, offices, or outside areas and 

start disinfecting and cleaning procedures. 
● Begin contact tracing immediately using the Titan HST Tracing app and all our 

communication channels. Reporting, tracking, and tracing of cases will be in 
accordance with all HIPAA privacy regulations.  

● Message across all the multiple communications platforms listed above to reach 
all constituents with detailed updates.  

● Oversee the return to school by affected personnel and students in accordance 
with CDC and Public Health Department criteria for safe return. Individuals will be 
required to submit a negative COVID-19 test and must not be exhibiting 
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symptoms of COVID-19 or have a fever 100°F or above before returning to 
campus. 

 
 

Contact Tracing and Returning to School 

Contact tracing is part of the process of mitigating the spread of infection. The Willows 

Community School has a plan to work with public health officials if a community 
member tests positive for COVID-19. The Willows Community School pandemic 

coordinating team and/or local public health officials will work with the infected person to 
identify close contacts and will notify community members who may be close contacts. 

Patient confidentiality will be maintained. Instructions that follow current CDC and 

California DPH guidance will be provided to the infected person and all close contacts 
regarding isolation and quarantine. If you have any questions about the plan, please 

contact safety@thewillows.org .  

Returning to school 

Anyone who is absent or sent home due to illness shall not be permitted back in school 
again until they have been fever and fever medication free for at least 72 hours, AND 
other symptoms have improved . Please consult your family’s healthcare provider if you 
have specific concerns about your or your child’s health or would like further medical 
evaluation. Anyone who is absent due to close contact with a person who has 
COVID-19 shall not be permitted back in school until 14 days after last exposure. This 
person should check their temperature twice daily and be observant for any onset of 
symptoms. They should also stay away from anyone who is at higher risk for getting 
sick.  

In addition to the aforementioned requirements, anyone who is required to be 
off-campus due to a COVID-19-related concern must consult and receive clearance 
from Janell Samuels, Pandemic Health Specialist, janells@thewillows.org before 
being allowed back on campus.  
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COVID-19 Exposure/Confirmed Diagnosis of Student 
Detailed Plan 

Student exhibits COVID-19 symptoms prior to coming to campus  

If a student exhibits COVID-19 symptoms, the student must remain at home until they 
are symptom-free for 72 hours (3 full days) without the use of fever-reducing or other 
symptom-altering medicines (e.g. cough suppressants). These symptoms are to be 
reported to Janell Samuels, Pandemic Health Coordinator, ( janells@thewillows.org ) on 
the first day of the student’s absence.  

Student exhibits COVID-19 symptoms while on campus  

If a student exhibits COVID-19 symptoms while on campus, The Willows will observe 
the following protocol:  

● The student must be separated and escorted to our containment room by a 
faculty or staff member in mandatory PPE (gown, mask and face shield) and call 
the front desk to report their symptoms. 

● Once the student’s identity is confirmed, symptoms will be recorded in our tracing 
database. Parents or an approved family member will be called for pick-up. We 
ask that students be picked up within one hour of when the call has been placed. 

● Before releasing the student, the family will receive informational material 
regarding COVID-19 self-isolation and follow-up information. Information 
regarding testing for COVID-19 and any help with getting tested will also be 
provided. 

Student tests positive for COVID-19 

Students who test positive for COVID-19 are directed to stay at home may return to 
when when: 

● At least 72 hours (3 full days) have passed since recovery; and  
● At least ten (10) days have passed since symptoms first appeared.  

Students who test positive and have been hospitalized may return to school when 
directed to do so by their medical care providers. The School will require the student to 
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provide documentation clearing his or her return to school. This information will be 
reported to the Department of Public Health with the required submissions. 

All impacted parts of the campus will be sanitized when health officials determine it is 
safe to do so. The current guidance recommends waiting 24 hours prior to cleaning. 

Student has close contact with an individual who has tested positive 
for COVID-19 

Students who have come into close contact with an individual who has tested positive 
for COVID-19 (such as a family member in the home or otherwise) will be required to 
self-quarantine for 14 days from the last date of close contact with that individual. Close 
contact is defined as being within six feet of the positive case for at least fifteen minutes. 

If the School learns that a student has tested positive, the School will conduct an 
investigation to determine any individuals on campus who may have had close contact 
with the confirmed-positive student in the prior 14 days and direct those individuals who 
have had close contact with the confirmed-positive student to self-quarantine for 14 
days from the last date of close contact with that student.  

If a student, or family member of the student, learns that the student has come into 
close contact with a confirmed-positive individual outside of the School, the student, or 
their parent or family member, must alert the school via email at 
safety@thewillows.org of the close contact and self-quarantine for 14 days from the 
last date of close contact with that individual. 

COVID-19 Exposure/Confirmed Diagnosis of Faculty/Staff 
Detailed Plan 

Employee exhibits COVID-19 symptoms 

If an employee exhibits COVID-19 symptoms, the employee must remain at home until 
he or she is symptom-free for 72 hours (3 full days) without the use of fever-reducing or 
other symptom-altering medicines (e.g. cough suppressants). The School will similarly 
require an employee who reports to work with symptoms to return home until they are 
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symptom-free for 72 hours (3 full days). To the extent practical, employees are required 
to obtain a negative COVID-19 test to return to work. 

Employee tests positive for COVID-19 

An employee who tests positive for COVID-19 will be directed to self-quarantine away 
from work. Employees who test positive and are directed to care for themselves at 
home may return to work when:  

● At least 72 hours (3 full days) have passed since recovery; and  
● At least ten (10) days have passed since symptoms first appeared.  

Employees who test positive and have been hospitalized may return to work when 
directed to do so by their medical care providers. The School will require the employee 
to provide documentation clearing his or her return to work. This information will be 
reported to the Department of Public Health with the required submissions. 

All impacted parts of the campus will be sanitized when health officials determine it is 
safe to do so. The current guidance recommends waiting 24 hours prior to cleaning. 

 

Employee has close contact with an individual who has tested 
positive for COVID-19 

Employees who have come into close contact with an individual who has tested positive 
for COVID-19 (co-worker or otherwise) will be directed to self-quarantine for 14 days 
from the last date of close contact with that individual. Close contact is defined as being 
within six feet of the positive case for at least fifteen minutes.The School will require 
testing for the employee and can provide assistance if necessary. If the School learns 
that an employee has tested positive, the School will conduct an investigation to 
determine any individuals who may have had close contact with the confirmed-positive 
employee in the prior 14 days and direct those individuals who have had close contact 
with the confirmed-positive employee to self-quarantine for 14 days from the last date of 
close contact with that employee. If applicable, the School will also notify any 
co-workers, parents, vendors/suppliers or visitors who may have had close contact with 
the confirmed-positive employee. If an employee learns that he or she has come into 
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close contact with a confirmed-positive individual outside of the workplace, he/she must 
alert a manager or supervisor of the close contact and self-quarantine for 14 days from 
the last date of close contact with that individual. 

CAMPUS AND CLASSROOM GUIDANCE 

Campus and Classroom Arrangement 

To minimize commingling of students, we are creatively using our space and leveraging 
our outdoor space. 

We are innovatively using our entire campus to create classroom spaces to 
accommodate physical distancing, and consequently we have been able to assign each 
class group its own dedicated classroom. Classrooms are spread throughout our entire 
campus both to make best use of our larger indoor spaces and to decrease the density 
in all buildings. Changes include: 

● Addition of 3 modular classrooms to the campus to reduce class sizes 
● Designated play and lunch areas  
● PE/Recess conducted in small groups in assigned outdoor areas while physically 

distancing 
● Scheduled, zoned yard times and areas to reduce commingling of students 
● Appropriate use of playground equipment and disinfection after each use 
● Opening of playground structure to be determined 
● Size of playgroups limited 
● Monitored bathroom breaks and rules for occupancy and cleaning during day 
● Spatial modifications of outdoor and common areas 
● Removal from classrooms of furniture that cannot be wiped down, area rugs, 

stuffed animals, bean bags, pillows, and educational materials that cannot be 
sanitized after each use 

Circulation Paths  

The campus footprint has been strategically reviewed, directions of foot traffic have 
been established, and we have identified two-way vs. one-way circulation. Visual 
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reminders will guide staff and students through our circulation path and also denote 
physical distancing. 

Campus Furniture Arrangement 

All campus furniture, interior and exterior, has been reconsidered with physical 
distancing as the baseline for all restructuring. Classroom desks have been placed six 
feet apart where feasible. If not possible, student desk shields will be used for desks 
that are not six feet apart. Additionally, all outdoor furniture has been reconfigured to 
meet physical distancing requirements.  

Office Furniture Arrangement 

Individuals with smaller offices without space to allow sufficient physical distancing for 
more than one person have been informed that all meetings must take place virtually or 
outdoors. Signage also has been placed on all office doors as reminders. Shared desk 
banks have been physically distanced with appropriate spaces between employees, 
and barriers have been installed between employee-designated areas or stations.  

Student Storage 

Students will store their individual items at their assigned desks. Lockers will not be 
used this year. No personal toys will be allowed on campus. 

HEALTH AND SAFETY CAMPUS PROTOCOLS 

Student Drop-off and Pick-up Routines 

We appreciate your patience as new health and safety protocols may extend the 
duration of our carpool routines.  

● During student drop-off and pick-up, employees will wear face coverings, 
maintain six feet of physical distance whenever possible, and avoid physical 
contact with other individuals. 

● Students will be dropped off and picked up on a staggered schedule through 
different entry and exit points to minimize contact with others. 
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● Access to campus will be restricted to designated points of entry,  where a school 
employee will take the student’s temperature and screen for symptoms 
associated with COVID-19. 

● Parents will accompany their children to designated screening points in a 
drive-through carpool. While waiting to be screened, parents and caregivers are 
responsible for ensuring that they and their child/children remain in their vehicles 
with face coverings on. 

● Students will not be allowed out of the vehicle unless their face coverings are on.  
● Students will walk on designated routes to reach building exits and to access 

their classrooms. 
● Upon entry to campus, students will have the opportunity to wash their hands at 

a handwashing station or use hand sanitizer. 
● At this time, parents or caregivers are not allowed on campus except in the case 

of emergency and must be screened for symptoms associated with COVID-19 in 
the manner described above. Parents and caregivers must wear a face covering 
at all times while on school grounds and all visits must be as brief as possible. 

Morning Arrival 

● Each morning prior to the start of school, all surfaces will be disinfected with an 
EPA-approved cleaning product. 

● Teachers will stand outside their classrooms and encourage all students to enter 
the classroom quickly for the start of the day. 

● Students will wash or sanitize their hands upon entering the classroom. 
● All students, faculty, and staff will have a temperature check with a no-touch 

thermometer upon arrival to school. Students who develop any symptoms with a 
temperature of 100°F or above will be isolated in the Wellness Space and must 
be picked up by a parent or responsible adult within one hour. 

Dismissal 

Students should clear all items off their desks at the end of each day so surfaces can be 
cleaned once again with an EPA-approved disinfectant. 
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Desk Spacing 

● In most classrooms, students will be able to be spaced six feet apart. In each 
classroom, student desks will be placed according to the space available and the 
number of students. 

● Where desks cannot be separated by six feet of space, partitions on each 
desktop will be used. 

● Student desks will all face the same direction. 

Restroom Use 

● All grade-level pods will have a designated restroom. 
● Restroom breaks will take place at defined periods throughout the day. 
● Teachers should limit the number of students in the restroom at one time and 

avoid whole-class restroom breaks. If a whole-class restroom break is needed, 
teachers will monitor the number of students in the restroom. 

● Teachers will remind students to stand at a distance and remind students about 
effective handwashing. Once one grade-level class group has finished, the 
restrooms will be disinfected and ready for the next grade-level class group. 

Food 

● Students will have assigned seats, and students who sit near each other will also 
eat lunch together. 

● Students bringing lunch from home should leave their lunch in their backpacks. 
● Students should not bring food into the classroom unless approved by the 

classroom teacher. 
● If any food/snacks are to be handled, staff is required to wear appropriate PPE 

including but not limited to face covering, shield, and gloves. 
● Cleaning and personal hygiene protocols as outlined in this document will be 

followed and physical distancing will be observed during snack time . 
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Classroom Materials 

● Each student will have their own materials. Sharing of materials will not be 
allowed. Each child’s belongings, supplies, equipment, and electronic devices will 
be separated and labeled. 

● If students do share supplies, teachers will wipe down the supplies between use 
with an EPA-approved disinfectant. It may be necessary for the items to be 
quarantined for a period of time (24 hours). 

● Students will be able to use class sets of books. Students will use the same book 
each time. Books cannot be shared and need to remain at the students’ work 
area (not collected). 

● Books will need to be quarantined for 24 hours and wiped down with an 
EPA-approved disinfectant before another student can use the book. 

● After a student has read a book from the class library, students will return the 
book in a “used book” container. These books will sit for 24 hours. The books will 
be wiped down before they are returned to the shelf. 

● Students will only use the computer that has been assigned to them. 
● Teachers will use hand sanitizer before passing papers or other materials out to 

students. 
● When students turn in papers, the papers should sit for 24 hours before the 

teacher may handle them. 

Water 

● Drinking fountains will be closed per health department recommendations. 
● Students and employees should bring and use a refillable water bottle and use 

the water bottle refilling stations as well as faucets in classrooms. Please label 
your child’s water bottle. Water fountains will be available for refilling bottles only. 

Recess 

● Students will go to recess with their grade-level class. 
● All grade-level classes will have designated spaces on the yard. 
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● Students will wash their hands or use hand sanitizer prior to recess and when 
returning to the classroom. 

Student Transitions 

● Throughout the campus, there will be arrows and physical distancing signs. 
Teachers will remind students to observe physical distancing rules and follow the 
flow of traffic. 

● Students should wear facial coverings when moving in shared spaces. 
● Before leaving the classroom, students will need to take all of their belongings 

with them so the room can be completely sanitized 
● Students will walk straight to their destination. They will also be reminded to keep 

their hands to themselves. When going up stairs, students will try not to use 
handrails. When students enter a new room, they should wash their hands or use 
hand sanitizer. 

Staff Transitions 

Necessary instructional staff will be able to enter a classroom to help specific students. 

Visual Arts 

● Students and teachers will wash or sanitize hands at the beginning and end of 
each class. 

● Students will work from assigned areas. 
● Students will have individual art supplies. 
● Any communal art supplies will be disinfected before and after use with an 

EPA-approved disinfectant. 

Physical Education 

● Students and staff will wash or sanitize hands as they enter and exit the class. 
● Students will maintain physical distance upon entering and exiting the class, and 

when sitting in assigned areas. 
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● Teachers will limit the use of physical education equipment, especially equipment 
that would be passed between or shared by multiple students throughout a class 
period. 

● For equipment that will be touched or handled by students, each student will be 
assigned their own piece of equipment for that class period. Teachers or 
students will clean and disinfect equipment with an EPA-approved disinfectant 
between classes. 

● If using equipment, teachers will keep extra materials available in case a piece of 
equipment being used by a student becomes dirty or unsanitary, or breaks during 
a lesson or activity. 

● Teachers will focus on individual pursuits or skills rather than traditional team 
sports or activities (e.g. dance and rhythms, exercises without equipment, fitness, 
mindfulness, outdoor pursuits, track and field, throwing underhand, kicking and 
target games). 

● Teachers should use games and activities that require no physical contact and 
do not require students to be in close physical proximity to each other. 

● Class will be held outside, weather permitting. 
● Students should bring their own water bottles. 

Field Trips 

All field trips and overnight trips are postponed through 2020 until further notice. 

 

CAMPUS VISITORS, VOLUNTEERS, PARENTS & EVENTS 

Limiting Campus Access and Campus Visitation 

Since the COVID-19 virus is more likely spread between adults, we are restricting 
parent and visitor access to our campus and student learning spaces to only essential 
personnel or visitors. All visitors must enter through the main reception area, wear face 
coverings, and be screened upon arrival. 

51 



 

● Visitors to our campus will not be permitted initially. We will limit visitors, parents, 
and volunteers on campus to those that are essential. The use of Zoom or other 
virtual meeting capabilities is highly encouraged. 

● A contactless drop-off table will be set up in the main entry for parents dropping 
off items for students. 

● Parents will not be allowed beyond Reception to deliver items to students. 
● Deliveries will be received at the loading dock or reception. 
● We will screen all arrivals to campus and check temperatures with no-touch 

thermometers. 
● All visitors will be required to complete a health questionnaire confirming that 

they do not exhibit COVID-19 symptoms. 
● Visitors will be required to wear masks at all times. 
● There will be no third-party use of our campus or facilities. 

Community Events 

● Extracurriculars, athletics, and performing arts will be postponed until further 
notice. 

● Any community events will be added to our schedules as approved by Los 
Angeles and Culver City authorities. 

● All meetings and events through 2020 will be virtual unless mandates are lifted. 
● There will be limited on-campus meetings of faculty and staff. 

FACILITIES & MAINTENANCE 

The Willows Community School  uses CDC-approved, eco-friendly medical-grade 
disinfectants and has implemented updated cleaning, disinfecting, and ventilation 
practices. Our protocols are detailed below and include routine cleaning and disinfecting 
throughout the campus. We will frequently clean high-touch areas and items such as 
toys, manipulatives, door handles, elevator panels, railings, copy machines, and water 
fountains. 

If someone within the community contracts COVID-19, contact tracing will be used to 
identify and notify people who may have been exposed at school, and also to determine 
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the exposed areas and equipment within the building. These areas and equipment will 
be disinfected per CDC guidelines. 

The School’s HVAC system allows for the maximum amount of incoming fresh air, air 
recirculation is being limited, and ventilation systems are being properly used and 
maintained. The School will continue to maintain an aggressive filter replacement 
schedule to support optimal air quality. 

Daily Cleaning Protocols 
Daily cleaning protocols will follow the CDC and LA County Public Health guidelines and 
will include the following elements: 

● Increased cleaning and disinfecting of all surfaces, doorknobs, light switches, 
sinks, tables, desks, and chairs, throughout the day with hospital grade cleaning 
products 

● Use of two Clorox Total 360 Systems with electrostatic spray technology to reach 
all surfaces 

● Cleaning of bathrooms and high-touch points every hour from 9am to 3pm 
● In-depth cleaning and disinfecting each evening 
● Additional janitorial service and cleaning and equipment purchases 
● Modifications to existing bathrooms and classrooms with sinks, including 

touchless faucets and touchless hand soap dispensers 
● Installation of touchless faucets and soap dispensers at the four outdoor sinks 
● Touchless entry/exit where possible 
● Maintenance and updates of HVAC with continued usage of high-efficiency air 

filters 
● Enhanced air quality and ventilation systems with Ultra Violet Germicidal Light 
● Doors and windows remaining open in classrooms as much as possible to 

provide ventilation and maximum air circulation throughout the buildings 
● Thorough cleaning and disinfection of isolation rooms for ill or presumed sick 

individuals after each use 
● Maintenance of the supply of PPE, face coverings, gloves, and disinfectant 
● Closing of main play structure when school reopens. When opened for use, there 

will be repeated cleanings throughout the day. 
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● Facilities members and custodians assigned to designated areas to minimize 
exposure 

● Facilities members will not enter classroom during school hours except for 
cleaning issues requiring immediate attention 

● Classroom maintenance to take place at the end of the school day prior to 
cleaning/disinfecting  

● Copiers/printers cleaned with a cloth dampened with sanitizer. DO NOT spray 
sanitizer or use bleach wipes on copier/computers /printers. 

● Picnic tables on the yard will be cleaned between each lunch time by custodial 
staff. 

● Employees should clean their personal areas throughout the day, which may 
include their work table or desk, telephone, laptop, chair, or any other items they 
use in performing their duties. Cleaning should be done using school-supplied 
cleaning products and equipment. All personal areas will need to be organized 
nightly so they can be disinfected again by custodial staff 

● Classroom desktops and chair seat surfaces cleaned by custodial staff with 
approved sanitizing and disinfecting products 

● PE staff to establish a regular cleaning schedule for shared environmental 
surfaces and shareable equipment 

● Disposable items used to clean surfaces and items to be thrown in the trash 
immediately after each use 

Decontamination Cleaning  

Uniserve Facilities Services, the custodial vendor used by The Willows, has a 
designated, specialized group of personnel trained in cleaning areas with suspected 
and confirmed cases and will fulfill this service at The Willows. We will also observe the 
following protocols: 

● Close off areas visited by ill person, open outside doors and windows, and use 
ventilating fans to increase air circulation in the area 

● Clean all contact surfaces in contaminated areas with an EPA-approved 
disinfectant 
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● Avoid cleaning with dry dusting or sweeping because this may create aerosols 
and use damp cleaning methods instead 

● Change mop heads, rags, and similar items and disinfectant solutions frequently 
during the decontamination procedure. Consider disposable cleaning items. 
Work from areas of light contamination to areas of heavier contamination 

● Use a double-bucket method (one bucket for cleaning solution, one for rinsing) 
● Use fogging sprayer(s) to spray disinfect all surfaces 
● Clean, disinfect and dry equipment used for cleaning after each use 
● Throw disposable items used to clean surfaces and items in the trash 

immediately after use 

Trash Handling 

● Wear gloves 
● Avoid touching used tissues and other waste when emptying wastebaskets 

Facility Modifications 

● Drinking fountains will be deactivated, but bottle fill stations will still be active. 
● Classroom and sink faucets will remain active for handwashing. 
● Teachers will remove from classrooms all personal shareable equipment, such 

as bean bag chairs, pillows and cushions, stuffed animals, carpet remnants, and 
rugs that cannot be hand wiped down with sanitizer and cleaning towels. 

● Doors leading to exteriors have been added to some classrooms to allow for 
added ventilation. 

● Operable windows have been installed in classrooms to optimize airflow. 
● Hard or non-porous surfaces in the classrooms will be wiped down at the 

beginning and end of each school day and at the end of school day by teachers 
They will be sanitized again that evening by custodial staff. 

Heating, Cooling, & Ventilation 

● HVAC has been modified to include a germicidal ultraviolet cleanser which will 
effectively kill all bio-aerosol, DNA-based microorganisms. 
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● Each classroom will have an air circulating device that will need to be on at all 
times to promote circulation within the room. 

● Classroom doors will remain open while students are present. 

CLEANING AND DISINFECTING PLAN 
Our staff will observe the following protocols for the cleaning and disinfecting of 
facilities, both school-specific and generalized, for the prevention of the spread of 
COVID-19. These protocols incorporate recommendations from the Centers for Disease 
Control and Prevention (CDC), the Environmental Protection Agency (EPA), the U.S. 
Department of Labor, and the Los Angeles County Department of Public Health in 
regard to best practices. 

General Guidelines for Cleaning & Disinfecting of Facilities 
● The COVID-19 virus naturally dies within hours to days when on surfaces and 

objects. 
● Warmer temperatures and exposure to sunlight reduces the time the virus 

survives on surfaces and objects.  
● Normal routine cleaning with soap and water also decreases the amount of virus 

that remains on surfaces and objects, reducing the risk of exposure.  
● Disinfectant kills germs on surfaces. 
● By killing germs on a surface after cleaning, you can further lower the risk of 

spreading infection. 

Cleaning Guidelines for Different Surfaces 

Hard (non-porous) surfaces 
● Clean surface with soap and water or neutral cleaner. 
● Disinfect surface with EPA List-N approved disinfect (see list below of products 

Willows currently has procured) and follow instructions for usage. 
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Soft (porous) Surfaces (carpeted floors, rugs, fabric furniture) 
● Remove visible contamination if present and clean with appropriate cleaners 

indicated for use on these surfaces. 
● Usage of EPA-approved disinfectants for porous items need only be used in the 

case of a confirmed case. 
● If item can be laundered, launder items in accordance with the manufacturer’s 

instructions using the warmest appropriate water setting for the items and then 
dry items completed 

● Porous surfaces are harder to clean and disinfect than hard surfaces. Remove 
items wherever possible. 

Electronics & Shared Equipment 
● If using communal electronics, use wipeable covers for electronics where 

possible. 
● If no manufacturer guidance is available, consider the use of disinfectant wipes 

with List-N approved disinfectant against COVID-19 or alcohol-based wipes 
containing at least 70%. Dry surfaces thoroughly to avoid pooling of liquids. 

● Whenever possible, limit one item per person. 

Latency Period 
If an area has been unoccupied for 7 days or more, normal routine cleaning will be 
sufficient to reopen the area. The virus that causes COVID-19 has not been shown to 
survive on surfaces longer than that time. 

Outdoor Space Consideration 

Outdoor areas generally require normal cleaning and do not require disinfection. 
Spraying disinfectant on sidewalks is not an efficient use of disinfectant supplies and 
has not proved to reduce the risk of COVID-19. Disinfectants can be used on exterior 
surfaces but should be targeted at frequently touched by hand areas. 
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High-Touch Areas 

Frequently-touched areas will be cleaned and disinfected a minimum of once per day 
but more frequent cleaning will take place based upon usage and cleaning staff 
availability. 

Common-touch items at The Willows include doorknobs, door handles, emergency push 
bars, toilets, faucets, sinks, copy machines, coffee machines, and countertops. 

Communal Areas 
Usage of communal usage by multiple different classes will be limited, though some 
areas will be used by multiple different classes and staff if necessary. These areas will 
be considered high-touch areas and will be cleaned as frequently as possible. 

Communal areas at the Willows include bathrooms, interior hallways, kitchens, 
playground areas, and the front desk area. 

Levels of Cleaning 

The Willows’ maintenance staff will observe the Cleaning and Disinfection Matrix 
created by the Los Angeles County Department of Public Health. This matrix provides 
guidelines on three different levels of cleaning: Routine, Enhanced, and Deep. 

  

58 



 

 

   

Routine Cleaning Enhanced Cleaning Deep Cleaning 

Regular Cleaning 
Practices: 

1) Dusting hard surfaces 

2) Damp wiping hard 
surfaces free of debris 

3) Wet mopping floors 

4) Vacuuming carpets 
and mats 

Regular Cleaning Practice PLUS: 

1) Increased frequency of cleaning 
and disinfecting of high touch, 
non-porous objects and surfaces 

2) Cleaning with warm water and 
soap/detergent/neutral cleaner and 
disinfecting high-touch non-porous 
surfaces with EPA List-N approved 
disinfectant at least daily 

3) Clean visible stains/debris on 
porous surfaces with appropriate 
cleaners 

Regular & Enhanced 
Cleaning Practice PLUS 
specialized cleaning of the 
space occupied by a person 
suspected or confirmed 
positive for a communicable 
disease (See Action Plan for 
Confirmed Case below) 

Due to the COVID-19 pandemic, we are in an enhanced cleaning state and will switch               
to deep cleaning in the event of a confirmed case. 

Action Plan for Confirmed Case 
In the event of a confirmed case, The Willows will observe the following protocols for 
cleaning and disinfecting the facility: 

1. Close off the area visited by an ill person, open outside doors and windows, and 
use ventilating fans to increase air circulation in the area. 

2. Wait 24 hours (if possible) before beginning cleaning and disinfection. 
3. Clean and disinfect all areas such as offices, bathrooms, common areas, shared 

electronics, and equipment used by the ill person, focusing on frequently-touched 
surfaces. 

4. For porous surfaces, remove visible contamination, clean with appropriate 
cleaners, and disinfect with a liquid/spray indicated for use on that material. 

5. Once thorough cleaning and disinfection have been completed, space can be 
reoccupied. 
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6. If it has been more than 7 days since the person with suspected/confirmed 
COVID-19 visited or used the facility, additional cleaning and disinfection is not 
necessary. 

Note:  Uniserve Facilities Services, the custodial vendor used by the Willows, has a 
designated, specialized group of personnel trained in cleaning areas with suspected 
and confirmed cases. In the event of a confirmed case or any other situation where a 
deep cleaning is required, The Willows will contract with Uniserve personnel to fulfill this 
service. 

Action Plan – Cleaning & Disinfecting the Facility 

Personal Protective Equipment (PPE) Available 
● Facemasks: Current inventory of 10,000+ 3-ply disposable face masks available 

to staff 
● Gloves: Inventory of small, medium, large & extra large nitrile gloves available to 

staff 

List of Disinfectant Chemicals Used on Campus 
The chemicals listed below are currently procured and on-campus. Additional chemicals 
will be added as procured by the Willows. 

Maquat 32-PD: EPA Reg. No. 10324-167; EPA List N approved for nonporous 
surfaces; general disinfectant 

CloroxPro Clorox Total 360 Disinfectant: EPA Reg. No. 67619-38; EPA List N 
approved for nonporous surfaces; tor use with Clorox Total 360; electrostatic sprayer  

Specialized Cleaning Equipment Available 
Clorox Total 360 Electrostatic Sprayer: One unit currently on-site; one unit scheduled 
for delivery in August 

Personnel Allocation Plan 

To minimize the exposure of interior spaces on campus to staff, one facilities member 
and one custodian will be responsible per day for the cleaning and recleaning of a 
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designated area. Custodial shifts will be separated from the end of the school day by a 
minimum of one hour to help reduce the exposure to the custodial crew. 

Members of the Facilities Team will not enter student areas during the day unless 
required for specific reasons including, but not limited to, health and safety issues or 
cleaning issues that require immediate attention. Maintenance in classrooms will be 
limited to after classes leave and prior to any cleaning/disinfecting. 

The final individual in any classroom will be the custodian cleaning and disinfecting the 
area. After the area has been disinfected for the night, the next person entering the 
facility will be the teacher or students that will occupy that area the following day. Doors 
and windows will remain open as much as possible to provide maximum circulation of 
air throughout the buildings. 

Interior Spaces - Cleaning Schedule 

Note: The following cleaning schedule is based upon a 8:00 AM - 3:00 PM school day 
with no enhanced schedule and one classroom assigned to one class. The only shared 
facilities for students would be hallways and bathrooms. Shared facilities for staff would 
include those as well as kitchen and copy room area.  

Bathrooms 

School Day (8:00 AM - 3:00 PM) 

● Time & Number of Treatment(s) : Bathrooms will be cleaned and disinfected 
every hour starting at 9AM thru 3PM, total of seven (7) cleanings. 

● Responsible Party : Willows Facilities Team 
● Cleaning Specifications : Cleaning of all toilet seats, flushometers, countertops, 

partition entrance and exit handles, bathroom door entrance and exit handles. 
Removal of all trash. 

● Disinfecting Specifications : Disinfect with general disinfectant the bathroom 
partition handles, door handles, and countertops. 

Evening 

● Time & Number of Treatment(s) : One time in the evening between 4-5PM (or first 
hour custodial crew is onsite) 
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● Responsible Party : Uniserve (Cleaning); Willows Facilities Team (Disinfecting) 
● Cleaning Specifications : Cleaning of all toilet seats, flushometers, countertops, 

partition entrance and exit handles, and bathroom door entrance and exit 
handles, mop floors, clean toilets and urinals. Removal of all trash. 

● Disinfecting Specifications : Sprayed area with Clorox Total 360 Electrostatic 
Sprayer 

● Options for Additional Cleaning: More extensive cleaning during the day. 
Additional areas of disinfecting during the day. Use of Clorox Total 360 machine 
during the day. 

Kitchens & Communal Teacher Space 

(Plan based upon areas open to teachers and no assigned schedule for teachers ) 

School Day (8:00 AM - 3:00 PM) 

● Time & Number of Treatment(s) : Cleaned and disinfected twice per day, once 
between 10 - 11AM and once between 1 - 2 PM. 

● Responsible Party : Willows Facilities Team 
● Cleaning Specifications : Cleaning of all counter tops, table tops, coffee 

machines, copy machines, water machines, faucets, refrigerator handles, and 
door handles. Removal of all trash. 

● Disinfecting Specifications : Disinfect with wipes all touch screens. Disinfect with 
general disinfectant door handles. 

Evening 

● Time & Number of Treatment(s) : One time in the evening 
● Responsible Party : Uniserve 
● Cleaning Specifications : Clean all counter tops, table tops, coffee machines, 

copy machines, water machines, faucets, refrigerator handles, and door handles, 
mop floors. Removal of all trash. 

● Disinfecting Specifications : Disinfect with wipes all touch screens. Disinfect with 
general disinfectant door handles, counter tops, faucets, table tops. 

● Options for Additional Cleaning: Additional areas of disinfecting during the day. 
Use of Clorox Total 360 machine during the day and in the evening. 
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Hallways 
School Day (8:00 AM - 3:00 PM) 

● Time & Number of Treatment(s) : Cleaned and disinfected twice per day, once 
between 11AM - 12PM and once between 2 - 3 PM. 

● Responsible Party : Willows Facilities Team 
● Cleaning Specifications : Sweep floors with dust mop, clean any visible 

contaminations. Wipe down any visible contamination on walls. 
● Disinfecting Specifications : No disinfection 

Evening 

● Time & Number of Treatment(s) : One time in the evening 
● Responsible Party : Uniserve 
● Cleaning Specifications : Sweep floors with dust mop, clean any visible 

contaminations. Mop floors. Clean walls (up to 6ft) 
● Disinfecting Specifications : No disinfection 
● Options for Additional Cleaning : Disinfect walls during day and evening. Use of 

Clorox Total 360 machine in the evening. 

High-Touch Points 
School Day (8:00AM-3:00PM) 

● Time & Number of Treatment(s) : High-touch points will be cleaned and 
disinfected every hour starting at 8AM and then every hour after that after the 
bathrooms are cleaned and disinfected, seven (7) cleanings per day 

● Responsible Party : Willows Facilities Team 
● Cleaning Specifications : Clean with neutral cleaner 
● Disinfecting Specifications : Disinfect with general disinfectant 

Evening 

● Time & Number of Treatment(s) : One time in the evening (classroom high-touch 
points will be addressed as that room is being cleaned, and hallway touch points 
will be addressed prior to hallway being cleaned). Entrance and exit touch points 
will be addressed at the end of the evening. 

● Responsible Party : Uniserve  
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● Cleaning Specifications : Clean with neutral cleaner 
● Disinfecting Specifications : Disinfect with general disinfectant 
● Options for Additional Cleaning: More frequent cleanings and disinfecting 

Classrooms 
School Day (8:00 AM - 3:00 PM) 

● Time & Number of Treatment(s) : No planned cleaning/disinfecting by Willows 
Facilities Crew during school day 

● Teachers will have cleaning and disinfecting supplies in the classroom to use as 
needed 

Evening 

● Time & Number of Treatment(s) : One-time deep cleaning and disinfecting of 
every classroom on campus 

● Responsible Party : Uniserve  
● Cleaning Specifications : Clean all countertops, table tops, desk tops, seats, 

communal items. Carpeted rooms will need to be cleaned by a carpet cleaner 
with warm water and detergent 

● Disinfecting Specifications : Disinfect the tops of all hard surfaces and communal 
items. 

● Options for Additional Cleaning:  Scheduled cleanings in classrooms by WFC, 
possibly during scheduled outside learning time or bathroom usage time. Clorox 
Total 360 machine usage in early morning or evening (needs to be post cleaning) 
on a rotating schedule of cleaning or full-campus cleaning. 

Daily Interior Cleaning Schedule 
The sample schedule below represents the cleaning schedule of one building based 
upon an 8:00AM - 3:00PM school day with no adjusted schedule. All students would be 
on campus using one interior room. Key: Willows Facility Crew (WFC) & Uniserve (UNI) 

8:00AM Security/Assigned Facilities Crew Opens Exterior Doors 
Morning Rounds (WFC) 
High-Touch Points (WFC) 
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9:00AM Bathrooms (WFC) 
High-Touch Points (WFC) 

10:00AM Bathrooms (WFC) 
High-Touch Points (WFC) 
Kitchen (WFC) 

11:00AM Bathrooms (WFC) 
High-Touch Points (WFC) 
Hallways (WFC) 

12:00PM Bathrooms (WFC) 
High-Touch Points (WFC) 

1:00PM Bathrooms (WFC) 
High-Touch Points (WFC) 
Kitchen (WFC) 

2:00PM Bathrooms (WFC) 
High-Touch Points (WFC) 
Kitchen (WFC) 

3:00PM Bathrooms (WFC) 
High-Touch Points (WFC) 
Classroom Maintenance - as needed  (WFC) 

4:00PM Bathrooms: Deep Clean (UNI), Clorox 360 Spray (WFC) 
Classroom Maintenance - As Needed  (WFC) 
Classroom Cleaning (UNI) 

5:00PM Classrooms (UNI) 
Classroom Maintenance - as needed  (WFC) 

6:00PM+ Finish classrooms, hallway and high-touch Areas (UNI) 
Custodial Crew close and lock exterior doors at end of shift 

Areas of adjustment: Lunch & break time for WFC; shift start & end times for WFC 

Exterior Location Building Schedule 
As mentioned before, exterior locations in general will not require much, if any, 
disinfection; instead, general cleaning of these areas is recommended. Most exterior 
areas on campus do not have high-touch spots (other than door handles and exterior 
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sinks) which will be cleaned during the normal high-touch point cleaning times. Other 
exterior areas, such as walkways, sidewalks, and concrete steps, will not require 
disinfecting. Normal cleaning schedules will be maintained for these exterior locations: 
daily cleaning will include air blower, daily spot-cleaning of dirty areas, and bi-weekly 
power washing. 

Currently, the exterior play structure in the main quad will not be used when school 
reopens; as such, no cleaning schedule has been made for this area. If the play 
structure is reopened for usage, a cleaning (not disinfecting) of this area will be added 
to this plan. 

Facilities and Maintenance Resources 
 
Centers for Disease Control 
 

● “Considerations for Schools.” Updated 5.19.20. 
https://www.cdc.gov/coronavirus/2019-ncov/community/schools-childcare/school
s.html 
 

● “Guidance for Cleaning and Disinfecting.” Updated 5.7.2020. 
https://www.cdc.gov/coronavirus/2019-ncov/community/cleaning-disinfecting-deci
sion-tool.html 
 

● “Guidance for Cleaning & Disinfecting” Decision Tree. Published 4.23.2020. 
https://www.cdc.gov/coronavirus/2019-ncov/community/pdf/ReOpening_America
_Cleaning_Disinfection_Decision_Tool.pdf 
 

● “Reopening Guidance for Cleaning and Disinfecting Public Spaces, Workplaces, 
Businesses, Schools, and Homes.” Updated 5.7.2020. 
https://www.cdc.gov/coronavirus/2019-ncov/community/reopen-guidance.html 

 
Environmental Protection Agency 
 

● “6 Steps for Safe & Effective Disinfectant Use.” 
https://www.epa.gov/sites/production/files/2020-04/documents/disinfectants-onep
ager.pdf 
 

● List N: Disinfectants for Use Against SARS-CoV-2 (COVID-19). 
https://www.epa.gov/pesticide-registration/list-n-disinfectants-use-against-sars-co
v-2-covid-19 

 
Los Angeles County Department of Public Health 
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● “Cleaning & Disinfection Matrix.” Published 4.13.20. 

http://www.publichealth.lacounty.gov/media/Coronavirus/docs/protection/Cleanin
gMatrix.pdf 
 

● US Department of Labor: Occupational Safety & Health Administration 
“COVID 19: Control & Prevention.” 
https://www.osha.gov/SLTC/covid-19/controlprevention.html  

PARENT/STUDENT RESPONSIBILITIES 
 

All Willows community members have a shared responsibility to prevent the spread of 
illness and report any communicable diseases, including COVID-19, for the greater 
good of all. Parents are responsible for: 

● Adhering to federal, state, local, and CDC (Centers for Disease Controls) orders 
and directives 

● Following all pandemic procedures on and off campus 
● Keeping your child home if sick 
● Notifying the school if your child or family member has been diagnosed with 

COVID-19 or been in contact with any individual infected with COVID-19 
● Enforcing good hygiene practices, especially handwashing, at home 
● Teaching your child to properly use and remove a face mask and sending clean 

face masks to school each day 
● Limiting your child’s belongings sent to school each day 
● Reinforcing our “no sharing” policies regarding food, supplies, etc. 
● Completing and submitting all Magnus health forms and making sure all required 

vaccinations and tests are current 
● Avoiding non-essential travel and quarantining upon return if traveling 

domestically or internationally 
● Focusing on the mental health and wellbeing of children to manage stress and 

anxiety 
● Providing the school with up-to-date emergency contact information including 

multiple parent contact options 
● Communicating any issues with the school administration  
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Required Parent Screening 
Parents are required to monitor their children for fevers and respiratory symptoms and 
to screen their children before departing for school each morning via our Emergency 
Mass Communication Platform, TitanHST.  

Students must remain home if the child has any of the following symptoms: 

● Temperature of 100°F or above 
● Respiratory symptoms (cough, shortness of breath) 
● Chills 
● Cough 
● Shortness of breath/difficulty breathing 

Students must remain home if: 

● In the past 14 days, they have been in close contact (within six feet for longer 
than 15 minutes without protective equipment) with a person known/suspected to 
have COVID-19 

● They have been diagnosed with COVID-19 
● They have traveled outside the state or country in the last 14 days 

SOCIAL-EMOTIONAL WELLNESS 
 

Supporting our students’ social emotional development is paramount during these trying 
and uncertain times. Please contact your child’s teachers or Andrea Passarella, Dean of 
Social Emotional Learning, andreap@thewillows.org,with any questions or concerns 
regarding your children or additional support for your family. Please refer to our 
COVID-19 Update Page  and Distance Learning Website for helpful social emotional 
resources. 

We will continue to foster wellness by: 

● Helping with any transitioning adjustments  
● Supporting our students, families, faculty, and staff to lessen anxiety and stress 
● Providing resources, articles, and meetings with administration 
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● Adding therapists on an as-needed basis to support our community 
● Working with the Yale Center for Emotional Intelligence staff and RULER for a 

successful transition 
● Continuing with our Mindfulness program 

The Administration will coordinate the following activities: 

● Creating long- and short-term plans for welcoming students, including 
establishing routines and rituals that help students acclimate to a new schedule 
and expectations 

● Communicating expectations and procedures to families and students prior to the 
return to school 

● Identifying SEL activities to support transition 
● Assessing success of back-to-school, SEL and welcoming activities 
● Evaluating and responding to feedback from students, parents, and employees 

through Question/Feedback button on websites, newsletters, and Resource 
Board, surveys, and discussions 

● Creating a RULER Community Pandemic Charter focusing on creating a safe 
place of trust, respect, and empathy 

● Creating a Faculty/Staff RULER Charter 
● Paying careful attention to the social emotional health of all our community 
● Conducting ongoing RULER webinars and Zoom meetings to explore social 

emotional health and wellbeing with parents, faculty, staff, and all community 
members 

Each classroom will support students’ social-emotional health through: 

● Creating RULER charters that students abide by 
● Holding regular classroom meetings 
● Providing virtual previews of the back-to-school transition 
● Using RULER and the Mood Meter to explore their feelings about returning to 

school and new routines such as physical distancing and wearing masks 
● Helping students to understand and internalize daily safety routines, such as 

handwashing, proper hygiene, and physical distancing 
● Creating opportunities for students to work together cooperatively, feel 

empowered, and help others while being observing physical distancing 
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● Recognizing and responding to stigma that may occur as a result of Covid-19, 
which include: 

○ Those who have tested positive for Covid-19 or experienced symptoms of 
Covid-19 

○ Those who have a family member that experienced symptoms or were 
diagnosed with Covid-19 

○ Those with respiratory illness that may result in coughing or sneezing 
 

● Anticipating that some students, particularly adolescents, may come in 
experiencing fatigue, sleepiness, and difficulties sustaining focus.This may 
require more gradual implementation of academic rigor (as compared to previous 
years) and increased focus on SEL. 

● Remaining aware of  mental health concerns  that may require a referral for 
additional support. 

● Establishing regular formal and informal  check-ins with students who opt to 
participate in remote learning. 

● Checking in frequently with student who may have had a negative and 
distressing experience with physical distancing 

● Triaging students at most risk for difficulties transitioning/coping and establishing 
regular formal and informal check-ins and proactive support 

ASSESSMENTS AND CRITICAL SERVICES FOR STUDENTS 
 

At The Willows, a primary goal is the academic success of all our students, and we 
strive to meet the needs of all learners. As an independent, private school we do not 
require students to have IEPs or 504 plans. Formal educational testing is most often 
done privately and procured by the parent. When possible, families seek educational 
testing through their local public school. Teachers (and at times administrators) 
regularly assess students’ understanding and skills through formative and summative 
measurements. Formal reading and math assessments take place three times a year 
(at the beginning, middle, and end of the year). The measurements used for reading 
assessments vary by grade and include: Fountas and Pinnell, Teachers College 
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Reading Assessment, Raz-Plus: K-5 Literacy, and Literably. End-of-unit and 
end-of-term math assessments come from our Everyday Mathematics curriculum. Daily 
and weekly work samples are also used to evaluate students on an ongoing basis. For 
students in grades DK – 1 st, in-person, one-on-one assessment is a necessary and 
regular part of our program. Students in the youngest grades cannot yet read and follow 
the directions independently enough to complete reading and math assessments online. 

In collaboration with the administration, teachers modify assignments, differentiate 
curriculum, and meet with students one-on-one to meet the needs of struggling 
learners. Our goal is to identify high-need learners in our primary elementary division 
(DK – 2). If students are not able to meet grade-level expectations with modifications, a 
psycho-educational is requested by the school. 

After formal testing is completed, school personnel meet with the family and the 
psychologist to review the results and to determine the modifications that can be 
reasonably made in the classroom, as well as the outside support that is needed. 
Teachers meet with parents during regularly-scheduled conferences to monitor 
academic progress. Additional conferences are scheduled on an as-needed basis. 

COMMUNITY PANDEMIC CHARTER 

All our Willows charters–class charters, middle school charter, faculty/staff charter, and 
family charters–focus on creating a safe place of trust and an honest, respectful 
expression of feelings. We have drawn from these charters the universal desire that we 
all want to be safe. To ensure that our campus is safe for everyone, we ask that 
everyone abide by the following tenets of our pandemic charter which we will add to as 
we go forward. 

In order to be safe and help each other be safe: 

● We will abide by the safety and health guidelines from our school and health and 
government authorities on campus and off campus. 

● We will mutually trust and respect each other. 
● We will build and sustain a community that makes the health, safety, and 

emotional wellbeing a priority for each member. 
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● We will be forthcoming with any COVID-19 information. 
● We acknowledge our shared responsibility to keep our community healthy and 

safe. 
● We will pay careful attention to the social emotional health of all our community. 

 

CONSIDERATIONS FOR PARENTS 

As always, our greatest priority is the wellbeing of all our community. As in any unknown 
or potentially fearful situation, we ask parents to monitor the amount of news, TV, and 
social media that children are allowed to watch, especially with our youngest children. 
Children look to their parents for guidance, so we encourage parents to remain calm 
and empathetic, and especially remind parents to model these qualities for their 
children. Communicate with confidence in your children’s ability to cope with all stressful 
situations.  

We encourage parents to communicate clearly with their children about the return to 
school and our new policies to begin to prepare them for how things are going to look 
different this school year. Frequent brief conversations—e.g., “See how the mailman 
has a mask on? You and your teachers will wear masks at school, too!”—are 
recommended instead of one or two long conversations that hash out all of the 
changes. 

Parents are encouraged to reinforce the idea that children have agency in keeping 
themselves safe and healthy rather than emphasizing the many unknowns. Although no 
one knows exactly what the school year will bring, it is important that children feel a 
sense of comfort knowing that there are specific things they can do (e.g., hand washing 
and maintaining a safe distance) to help keep themselves and others healthy. 

Help your children reestablish routines at home that will help prepare them for coming 
back to school. This article  from Children’s Healthcare of Atlanta  has some great 
suggestions to prepare for reentry. We also have many suggestions on our COVID-19 
Update page and the Wellness section of our  Distance Learning Website. Ample 
evidence shows that maintaining balanced nutrition, getting moderate exercise, 
practicing mindfulness, establishing good sleep habits, and having adequate social 
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support are the best ways to counteract the effects of stress on children (and adults). 
Little things can help to make big improvements in the reduction of stress! 

Parents can help the School by communicating with their children that although every 
family has dealt with COVID-19 differently, the The Willows  community supports each 
other. There will be a different set of expectations at school, and we hope that everyone 
will respect differences in how families have approached dealing with the virus. 

SAFETY DRILLS 

Earthquake Drills 

● One drill per month will continue. 
● Drills should be clearly announced so students and staff are aware of the drill 

and their protocols. 
● Earthquake drills will be combined with fire drills and will follow evacuation 

procedures for fire drills outlined below. 
● School community will participate in The Great Shake Out, California.  

Fire Drills 

● Monthly drills are still required and will begin in October- We will have 
preplanned, staggered drill times. 

● During the pandemic, drills will be clearly announced so students and staff are 
aware of the drill and their protocols for physical distancing. 

● The return to the building after evacuation will be staggered for physical 
distancing. 

TECHNOLOGY 

Device Sanitization 

● Chromebook Cleaning guidelines: 
https://resources.finalsite.net/images/v1584112735/ccsk12inus/abaqgsggxb1m0
0ypqnln/HPBusinessPCPrintDeviceCleaningGuidanceMarch2020.pdf 
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● iPad Cleaning guidelines: 
https://support.apple.com/en-us/HT204172 

COMMUNICATIONS 

Communication Plan 2020-2021 School Year 
Distance Learning and In-Person Reopening 
Timely, transparent, clear, and detailed communications will be sent to all our parents, 
faculty, staff, and extended constituents within our community throughout the year and 
before each new stage of the pandemic or new mode of learning. Our clear protocols of 
all operations are shared continually with our parent and employee communities. We 
will communicate with our community and respond to their questions, concerns, and 
feedback. 

We are communicating via:  

● Email  
● Mailed letters 
● Website (both public and password-secured module ( www.thewillows.org ) 
● Social media (Instagram, Facebook, and Twitter) 
● Titan HST texting application 
● Phone calls 
● Newsletters 
● COVID-19 Update Page  on our website 
● Distance Learning Website 
● Signage on campus 

Each Friday, an in-depth e-newsletter is distributed to parents and faculty. On 
Wednesdays, a weekly email focusing on school procedures and updates relating to 
COVID-19 pandemic and Los Angeles/California guidance is sent from our Head of 
School. Other letters will be sent as needed. Our website and COVID-19 and reopening 
pages and booklets are updated regularly. All letters to our parents and employees with 
COVID-19 and educational information are posted on our website COVID-19 Update 
Page. 
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We hold weekly administration meetings and faculty/staff meetings where all COVID-19 
updates are communicated. 

COVID-19 Supplement to Parent/Student Handbook and COVID-19 Addendum  

An addendum to the Employee Handbook and specific, detailed COVID-19 
supplements were added to our Employee and Parent/Student Handbooks and 
distributed via email and made downloadable from our website in August prior to the 
start of school. Any updates are sent via email to parents and employees.  

Surveys, Virtual Town Hall Meetings, and Webinars 

Surveys specific to reopening, distance learning, and COVID-19 are sent to our parents 
and employees (faculty and staff) to inform us of their opinions. In addition, a 
Question/Feedback button  is located on our website, distance learning website, and 
resource board easily accessible to our parents, faculty, and staff. Virtual town hall 
meetings have taken place and will continue to be held with our parents and employees. 
We have conducted and will continue to conduct webinars addressing various social 
emotional and parenting topics using our RULER approach.  

Orientation and Training  

At the start of in-person learning and distance learning, orientations and training on the 
various aspects of our new directives and policies will be presented to students, faculty, 
and staff to offer our community the time to transition to new procedures and familiarize 
themselves with new settings or procedures. These trainings will take place virtually via 
Zoom. All orientations and training will be followed up with written documentation 
dispersed to our community. 

Our faculty and staff will participate in extensive training on the preventative measures 
and to reduce the transmission of COVID-19 as well as all the changes on our campus 
during the week prior to school opening and throughout the year at faculty/staff 
meetings.  

We are in ongoing communication with our local public health department 
representatives and government officials. We attend the Telebriefings for Schools K-12, 
press conferences, and other opportunities with our public health officials. 
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We also continually attend meetings hosted by the California Association of 
Independent Schools and the National Association of Independent Schools for Heads of 
School, communication directors, assistant heads of school, and technology directors, 
as well as special meetings regarding school policies and COVID-19 updates. 

Strategic COVID-19 Positive Case or Exposure Testing/Tracing Communication 
Procedures  

Three of our employees have trained and been certified by Johns Hopkins University 
and Joffe Emergency Services as Pandemic Coordinators with emphasis placed on 
testing, tracing, and maintaining health and safety procedures.  

TRAINING AND PREPAREDNESS 
This document serves as The Willows Community School’s Response Plan for 
COVID-19. Upon return to school, The Willows will provide employees with pandemic 
preparedness training in the following areas: 

● Preventative measures and transmission reduction of COVID-19 
● Campus changes; new settings and procedures 
● Personal Protective Equipment 

○ Donning and removing PPE 
○ Expectations of face masks/face shields for self and students 

● Cleaning and disinfecting class spaces 
● Bathroom schedule protocol 
● Handwashing awareness 

○ Teaching proper hand hygiene to students 
● Importance of not intermixing cohorts 
● Steps for a suspected case of COVID-19 

The School will provide all the training resources in print, and additional resources will 
be available on the school website on our dedicated COVID-19 Update Page and on 
our Faculty and Parent Resource pages. 

Additional communications and training will be ongoing as COVID-19 guidelines and 
requirements change. We have also established a Weekly COVID-19 Letter emailed 
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each Wednesday to our faculty, staff, parents, and trustees. If you have any questions, 
please contact the pandemic coordinating team for additional support. 

The plans related in this document remain dynamic and may be adjusted at any 
time during the school year as we receive specific guidelines or additional 
recommendations from our health and government authorities.  

Please know that our structure and protocols will most likely be modified as we move 

forward during the ever-changing pandemic landscape. Our faculty and staff remain 
nimble, poised to make any necessary or beneficial changes to our educational program 
or health and safety policies. 

We thank you for your flexibility and cooperation during the 2020-2021 school year.  

A safe, engaged, and enriching school year is paramount to all of us at The Willows. 

REOPENING COMMITTEE MEMBERS AND RESOURCES 

COVID-19 Task Force and Reopening Committee Members 

● Lisa Rosenstein, Head of School 
● Kitty Cohen, Chief Financial Officer 
● Terri Baird, Director of Teaching and Learning 
● Susan Sleeper, Director of Communications and Marketing 
● Kim Feldman, Director of Enrollment Management 
● Doug Klier, Dean of the Middle School 
● Wendy Amster, Dean of Educational Technology 
● Vivek Kapoor, IT Manager and Pandemic Coordinator (certified by Johns 

Hopkins University) 
● Treisha Chanman, Operations Manager and Pandemic Coordinator (certified by 

Johns Hopkins University) 
● Janell Samuels, Office Manager and Pandemic Coordinator (certified by Johns 

Hopkins University) 
● Rocky Montz, Facilities Manager 
● Cathy Leverkus, Director of Library Services 
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● Cooper Ballantine, Faculty Member 
● Craig Jameson, Parallax Associates, Inc. 
● Joseph S. Meltzer, M.D., UCLA Health 

Board of Trustees Members 

● Eric Silverman, Co-Chair 
● Wendy Felson, Co-Chair 
● Shari Rosenthal, Secretary 
● Dan Beckerman, Treasurer 
● Steve Ruth, AIA, Facilities Committee Chair 

In association with Joffe Emergency Services 

 

RESOURCES 
California Association of Independent Schools (CAIS) 

California Coronavirus (COVID-19) Response 

California Department of Public Health 

California Independent Schools Business Officers Association 

Centers for Disease Controls (CDC)  

City of Culver City COVID-19 ResourceCity of Los Angeles 

County Of Los Angeles Department Of Public Health Order Of The Health Officer 

COVID-19: Keeping Los Angeles Safe 

From the WHO, Unicef & IFRC 

Key Messages and Actions for COVID-19 Prevention and Control in Schools 

Los Angeles County Public Health Department  

Management Plan in K-12 Schools 

National Association of Independent Schools (NAIS) 

National Business Officers Association (NBOA) 

Reopening Protocols for K-12 Schools & Protocol for COVID-19 Exposure 

78 

https://www.caisca.org/page/2242_Home.asp
https://covid19.ca.gov/
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https://www.isboa.org/
https://www.cdc.gov/
https://www.culvercity.org/live/public-safety/emergency-preparedness/current-disaster-information
http://www.publichealth.lacounty.gov/media/Coronavirus/docs/protocols/Reopening_K12Schools.pdf
https://corona-virus.la/covid-19-threat-level
https://www.who.int/docs/default-source/coronaviruse/key-messages-and-actions-for-covid-19-prevention-and-control-in-schools-march-2020.pdf?sfvrsn=baf81d52_4
https://www.who.int/docs/default-source/coronaviruse/key-messages-and-actions-for-covid-19-prevention-and-control-in-schools-march-2020.pdf?sfvrsn=baf81d52_4
http://publichealth.lacounty.gov/
http://www.publichealth.lacounty.gov/media/Coronavirus/docs/protocols/Reopening_K12Schools.pdf
https://www.nais.org/about/
https://www.nboa.org/covid-19-resources
http://www.publichealth.lacounty.gov/media/Coronavirus/docs/protocols/Reopening_K12Schools.pdf
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