St. Charles School
Framework for Reopening
2020-2021
UPDATED: January 20, 2021
This Operations Plan has been updated to reflect the State of California’s COVID-19 Reopening
In-Person Instruction Framework and Public Health Guidance for K-12 Schools in California,
2020-2021 School Year issues on January 14, 2021.
https://www.cdph.ca.gov/Programs/CID/DCDC/CDPH%20Document%20Library/COVID19/Consolidated_Schools_Guidance.pdf
As required, the school has posted a COVID-19 Safety Plan (CSP) on the homepage of the
school’s website. The CSP includes the school’s Cal/OSHA COVID-19 Prevention Program
(CPP) and the COVID-19 School Guidance Checklist. The detailed plans describing how our
school meets the requirements outlined in the CSP elements are found in this Operations Plan.

Approved by San Francisco Department of Catholic Schools: August 15, 2020
Approved by San Mateo County Health Department: October 5, 2020
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Section 1: St. Charles School Mission and Values for Reopening
DCS Guideline: Schools will need to create systems and procedures to handle the daily
routines of the school and control access to the building.
Mission
St. Charles School is a Catholic Faith community. The faculty and staff strive for a supportive
Christ-centered environment where students grow in faith, pursue academic excellence, and
serve others. St. Charles School is dedicated to reopening thoughtfully and safely, keeping faith
at the core of all actions and decision making.
St. Charles School Learning Expectations
St. Charles School’s reopening focuses on fostering the mental wellness of our students by
developing age-appropriate understanding of protocols and procedures, providing academic rich
learning no matter the platform, and building a sense of community within new and evolving
parameters. Students will continue to be educated and guided to develop all Schoolwide
Learning Expectations (SLEs). Therefore, St. Charles School provides both a robust on-campus
in-person learning option, and a complete distance-learning option in order to give families the
opportunity to choose what is best for their children, while still retaining the values of the school
as paramount to the development of the whole child.
S – SPIRITUAL PEOPLE
T – THINKERS
A – ACCOMPLISHED LEARNERS
R – RESPONSIBLE CITIZENS
Reopening Values and Foundations
St. Charles School staff has worked to ensure that a return to school will be safe for all
shareholders, most importantly students and staff. Therefore, the following values are
maintained as essential to the success of reopening:
Equitable access to a safe, excellent, education.
Strong foundations of support to foster community, both on- and off-campus.
Transparent and effective two-way communication between home and school.
From the onset, the main goal of St. Charles School was to establish effective procedures for
students to safely return to campus to learn with peers and cultivate age-appropriate
relationships through the development of communication tools that are best accomplished
through in-person learning. However, a successful return to campus must be gradual, wellplanned and understood by all. Therefore, our reopening model will deploy the recommended
three-week phase format to ensure the safest return to school possible.
San Mateo County Office of Education Four Pillars
An integral part of reopening is careful planning around the Four Pillars, set forth in the
Pandemic Recovery Framework San Mateo County Coalition for Safe Schools and
Communities, by the San Mateo County Office of Education.
Pillar 1: Health and Hygiene
Pillar 2: Face Coverings
Pillar 3: Physical Distancing
Pillar 4: Limited Gatherings
St. Charles School’s reopening policies are primarily based on these pillars.
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On-Campus Learning
As defined by the San Mateo County Office of Education’s Pandemic Recovery Framework, a
Stable Cohort is a “defined group of students whose size is dictated by the ability to implement
physical distancing within the classroom or primary learning setting. A Stable Cohort aims to
reduce mixing of the group members and staff with others, but allows for necessary and
practical considerations in a student’s educational program.” As this structure fosters safety and
best-practice teaching, St. Charles School has developed a Stable Cohort model for our oncampus instruction that utilizes all possible spaces to ensure safe and practical physical
distancing during the school day.
For Stage 1, St. Charles School has created half class Stable Cohorts with a 1:14 staff:student
ratio for all grades Kindergarten through Sixth Grade. These will be maintained until San Mateo
County is in the Substantial (red) Tier for two weeks and it is safe to merge the AM/PM Stable
Cohorts to create a Stable Cohort with the whole class in future stages. Each Stable Cohort will
maintain distance from other Stable Cohorts throughout the school day, including restroom use,
water-filling opportunities, eating time, and outdoor time. Stable Cohorts, room spaces, and
accessible restrooms are summarized in the chart below.
Stage 1: AM/PM Stable Cohorts (School’s operation plan with waiver approval)
School Day: AM Stable Cohort = 8:00am-11:00am PM Stable Cohort = 12:00pm-3:00pm
Grade

Rooms

Bathroom

K

Rm. 0 (disinfected and then used for second group)

Library restrooms

1

Rm. 1 (disinfected and then used for second group)

Upper Hall kitchen restroom

2

Rm. 2 (disinfected and then used for second group)

Numbered stalls in main restroom

3

Rm. 3 (disinfected and then used for second group)

Numbered stalls in upper level of parish
center

4

Rm. 4 (disinfected and then used for second group)

Restrooms inside lower level of parish center

5

Rm. 5 (disinfected and then used for second group)

Numbered stalls in lower restrooms

Stage 2: Three weeks of successful Stage One
Grade

Rooms

Bathroom

K

Rm. 10 andRm.11

Library restrooms

1

Upper Hall

Numbered stalls in main restroom

2

Rm. 12

Numbered stalls in main restroom

3

Gym

Restroom behind gym

4

Science Lab

Restroom in science lab

5

Borromeo Hall

Restrooms in lower level of parish center

6

Rm. 5 and Rm. 4

Restrooms in upper level of parish center

7

Rm. 7 and Rm. 8

Restrooms in lower yard

8

Grotto

Restroom inside Borromeo hall
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Distance Learning
St. Charles School has successfully returned students to on-campus learning following strict
safety protocols and procedures. Since n-campus learning is permissible, as schools are
considered “essential businesses” by the state of California, maintaining on-campus learning is
our main priority.
However, St. Charles School recognizes that not all families will feel safe or comfortable enough
to send their child(ren) to school on-campus, regardless of processes and procedures in place.
Therefore, any family that prefers to have their child(ren) learn from home will be provided an
equitable distance-learning option.
The distance-learning option is primarily synchronous (real-time) learning with students
livestreaming via ZOOM into the on-campus classrooms. Some classes remain asynchronous
(tape-delayed or handout) learning. Communication for all students will be provided through
Seesaw for students in Kindergarten-3rd grade and Google Classroom for students in 4th-8th
grade. All families are required to sign the Archdiocese Acceptable Use Policy to ensure
appropriate use of digital devices for education at St. Charles School both on and off campus.
All students in distance-learning will have access to necessary learning materials utilized in the
classroom, access to any and all masses, assemblies, etc. and opportunities to communicate
directly with their teachers after 2:00pm daily.
Families who opt for full-time distance-learning, must do so with the understanding that reentry
to on-campus instruction may not occur no sooner than the completion of a three-week phase
but possibly not prior to the end of a trimester if it poses a health risk to the cohorts on campus.
Open communication will be maintained between school and home to ensure appropriate timing
for return to on-campus learning should parents opt for full-time distance-learning.
Distance-learning requires that each family prioritize their student’s learning environment.
Immediate communication should be made to the school to make sure each student has:
Appropriate class materials.
Quiet learning space with minimal distraction.
Necessary technology.
Consistent and reliable Internet connectivity.
A written agreement will be executed each trimester so that families may reevaluate this
decision. This agreement will hold all parties accountable to the conditions of distance learning
throughout the school year.
State’s Criteria for Closing a School Campus:
Should the school be allowed to open, either by way of waiver or moderate tier, the following
state criteria will be followed if a school campus closure is deemed necessary.
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Stages of Reopening – On Campus
It is paramount that reopening for on-campus learning be conservative. Patience is the key
ingredient to success, since most of the first few days, even weeks, of on-campus instruction
will be devoted to learning, practicing, and maintaining new protocols and procedures, which
likely will take a toll physically and mentally on staff and students alike. In all phases, and for all
families, instruction and access to learning materials will ensure equity for all.
Stages:
Stage 1: Kindergarten – 3rd Grade
• Stable Cohorts are established as AM/PM and processes and procedures are taught,
modeled, and practiced.
• Distance learners establish work space and focus on reacclimating to learning.
• No extended care.
Stage 2: Whole Class Stable Cohorts K-5
• Whole Class Stable Cohorts (K-5) are established with a schedule of 8:30am-1:30pm
• Distance learners maintain at home learning.
• No extended care.
Stage 3: Whole Class Stable Cohorts K-5 and 6th-8th grade in split classes three weeks after
successful stage 2.
• Whole Class Stable Cohorts are maintained K-5
• 6-8 begins on campus learning in split classes
• School day is 8:30am-2:00pm K-5
• School day is 8:30am-2:20pm 6-8
• Distance learners maintain at home learning.
• No extended care.
For each stage, changes will be determined in three-week cycles. If the County of San Mateo is
in the Substantial (red tier) for at least two weeks, the completion of successful three-week
phases will move plans through each stage until all grades are back on campus.
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Recess and Lunch
When San Mateo County has been in the Substantial (red) tier for at least two weeks and each
Stable Cohort has completed a successful reopening stage, recess and/or lunch will be made
available with the following times and area rotations. The rotations will be utilized to keep
crossing of Stable Cohorts limited if at all. Cleaning of each area and equipment and area will
take place in between rotations utilizing the electrostatic sprayers. Times represent play times.
Recess Times and Areas

Lunch Times and Areas

Grade

Time

Area

Grade

Time

Area

K

9:20am

A

K

11:40am

A

1

9:40am

A

1

11:40am

A

2

9:20am

A

2

12:00pm

A

3

9:20am

C

3

12:00pm

A

4

9:40am

C

4

12:05pm

C

5

10:00am

C

5

12:25pm

C

6

10:15am

A

6

12:45pm

A

7

10:15am

B

7

12:45pm

B

8

10:15am

C

8

12:45pm

C

Key for Play Areas
A = Upper Yard
B = Lower Yard
C= Parish Lot
** Eating will be primarily maintained within the room, but spaces are properly marked on
outside play areas to determine 6’ when students eat outside. After eating, areas will be cleaned
and disinfected using the electrostatic sprayer were necessary.
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Section 2: Safe and Consistent Campus Protocols
DCS Guidelines: Schools will need to create systems and procedures to handle the daily
routines of the school and control access to the building.
Daily Entrance Protocols
General Guidelines
It is no longer acceptable for students to “buck” up and go to school with a small sniffle. Parents
must keep any student home who show any signs or symptoms of COVID-19. Symptomatic
individuals who test negative for COVID-19 can return 72 hours after resolution of symptoms as
long as they were not contacts to a known case of COVID-19. This includes students who
present a fever. A student with a fever may only return with a negative COVID-19 test and be
fever free for a minimum of 72 hours.
If a student is feeling well enough due to mild lingering symptoms, an accommodation can be
made to provide synchronous distance-learning. Note this is an exception, not a requirement.
To encourage parents and students to keep students at home when they are showing even the
smallest of COVID-19 symptoms, and under guidance of the San Mateo County Health
Department, there will no longer be a “Perfect Attendance” award. Likewise, staff will be
reminded, encouraged, and required to stay home if they are showing any signs or symptoms of
COVID-19. Completion of a daily health screening is required each day a staff member is on
campus.
Training and guidance will be given to all St. Charles School staff regarding recognizing COVID19 symptoms, reporting possible cases and student/staff confidentiality should illness occur.
Signage with these symptoms are posted on each door of the school building and displayed in
each classroom.
Symptoms of COVID-19 (CDC)
Common symptoms of COVID-19
● Fever (100.4º F) or chills
● Cough
● Shortness of breath or difficulty breathing
● Fatigue
● Muscle or body aches
● Headache
● New loss of taste or smell
● Sore throat
● Congestion or runny nose
● Nausea or vomiting
● Diarrhea
Daily On-Campus Protocols
7:25am – Staff Check in and Health Screening Opens
● All staff must check in to the front office starting at 7:25am for validation of screening
and temperature check using no-touch thermometer
● Principal and/or vice principal, will confirm completion of daily staff health screening.
Staggered Drop OFF
8:10am Drop Off Begins
8:10-8:20 = K/1 Drop off Upper Yard
8:20-8:30 am = 2/3 Drop Off Upper Yard
8:10-8:20 am = 4/5 Drop Parish Lot
8:20-8:30 = 6,7,8 Drop Parish Lot
9
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●
●
●

Morning safety staff is present for temperature checks
Teachers in grades K-4 will temp check students as they enter classroom
Students must sanitize hands before entering classrooms using the touchless hand
sanitizing stations outside each room.

Drop Off Procedure (Parish Lot):
MASKS ARE REQUIRED AT DROP OFF NO MATTER STUDENT AGE
1. Cars will pull into assigned lot by accessing the furthest south entrance (between rectory
and church) on Tamarack.
2. Cars will pull up and stop where directed.
3. Students will exit cars and walk to designated temperature/health screening stations.
4. Upon completion students head to classrooms without congregating in the lower yard.
5. Students will use no-touch hand sanitizer before entering the classroom.
Drop Off Procedure (Upper Yard):
MASKS ARE REQUIRED AT DROP OFF NO MATTER STUDENT AGE
1. Cars will pull onto the Upper Yard by the main gate at the top of Tamarack.
2. Cars will pull up and stop where directed.
3. Students will exit cars and walk to designated temperature/health screening stations.
4. Upon completion students head to classrooms without congregating in the upper yard.
5. Students will use no-touch hand sanitizer before entering the classroom.
Walking or Biking Procedure ALL STUDENTS (In between science lab and rectory)
MASKS ARE REQUIRED AT DROP OFF NO MATTER STUDENT AGE
1. Walkers or bikers must proceed to the established pedestrian entrance.
2. Students only may enter the campus and will be greeted by a staff member.
3. Students will be temperature checked upon entrance and sent to classrooms.
4. Students will use no-touch hand sanitizer before entering the classroom.
** Carpools must adhere to appropriate social distancing guidelines and social bubbling
recommendations.
Staggered Pick UP
2:00pm Pick Begins for K-5
2:00 pm = K/1 Pick Upper Yard
2:10 pm = 2/3 Pick Upper Yard
2:10 pm = 4/5 Pick Up Parish Lot
2:20 pm = 6,7,8 Pick Up Parish Lot
PICK UP Procedures for ALL STUDENTS
1. Students will be brought to the appropriate lots and lined up at the exact time pick up
begins.
2. Cars picking up must display the student last name in a visible spot of the front dash.
3. Students will be loaded in groups of 5 cars.
4. All students walking or biking must be checked out in between the science garden and
rectory.
a. For any student being allowed to walk or bike home alone, appropriate written
notice must be sent to the office prior to dismissal.
St. Charles School has made every effort to use multiple entrances to the building so that a
limited number of cohorts enter the building at the same access point. No-touch hand sanitizer
is available at each building and classroom entry; however, all doors will remain propped open
during morning drop off and afternoon dismissal.
10
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St. Charles School staff will be trained in recognizing signs and symptoms of COVID-19 through
online PD, and CDC resources and videos and will regularly perform health checks within the
school day. As a result, St. Charles School reserves the right to refuse admittance to any
student who appears ill, exhibits signs of illness, or exhibits any symptoms on the
COVID-19 symptom list.
Drop Off and Pick-Up Map (Parish Lot/Lower Yard)

Drop off and Pick-Up Map (Upper Yard)

All temperature/health screening checks will be taken at the classroom door (K-5) or at the
outside lower yard markings (6-8). All temperatures are taken with no-touch thermometers. All
students health screenings are confirmed prior to being allowed entrance to a classroom.
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Student Daily Health Screening:
Each morning by 7:15am the daily screening form will be sent to families and must be
completed per student in the household prior to arriving at school. This health screening
will be confirmed while the students await temperature checks, and verified before students may
enter classrooms for the day. If a student answers yes to any of the questions of the health
screening they will be sent home immediately and must begin following symptoms of COVID-19
protocols.
Health Screening Questionnaire (Student Version)
1. Do you or your child live with anyone or have you or your child had close contact with
anyone with a prolonged cough, fever, flu-like symptoms or been diagnosed with
COVID-19 within the last 14 days?
2. Do you or your child live with anyone or do you or your child have a fever, cough, and/or
shortness of breath or have you within the last 24 hours? For children and adults, fever
is 100.4 degrees or above using a forehead thermometer.
3. Do you or your child live with anyone or do you or your child have any other signs of
communicable illness such as a cold, flu, rash, or inflammation?
4. Do you or your child live with anyone or have you or your child experienced diarrhea or
vomiting (within the past 24 hours)?
Health Screening Questionnaire (Staff Version)
1. Do you live with anyone or have you had close contact with anyone with a prolonged
cough, fever, flu-like symptoms or been diagnosed with COVID-19 within the last 14
days?
2. Do you live with anyone or do you have a fever, cough, and/or shortness of breath or
have you within the last 24 hours? ** For children and adults, fever is 100.4 degrees or
above using a forehead thermometer.
3. Do you live with anyone or do you have any other signs of communicable illness such as
a cold, flu, rash, or inflammation?
4. Do you live with anyone or have you experienced diarrhea or vomiting (within the past
24 hours)?
Health Screening Google Form

A student who fails a temperature screening will be sent to the closest available isolation room
and parents will be contacted to pick up the child. A child with a fever may only return with a
negative COVID-19 test and be fever free for a minimum of 72 hours. The child’s name will not
be recorded so as not to violate HIPPA. However, students will be noted for failing to produce
and pass a health screening, failing to wear a mask, failing to follow hand sanitizing procedures,
and failing to follow social distancing.
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Student Pathways to and from Classrooms for Drop-Off and Pick-Up
Stage 1: K-5 On Campus AM/PM
Entrance to Building
Lower Yard Staircase Entrance
Lower Yard Flagpole Entrance
Upper Yard Entrance
Stage 2 and 3
Entrance to Building
Upper Yard Picnic Table Entrance

Upper Yard Tamarack Sidewalk
Lower Yard Entrance

Lower Yard Entrance

Lower Yard Garden Entrance

Classes Accessing Entry Points
Main Internal Staircase:
5th Grade Classroom (Rm. 5)
2nd Grade Classroom (Rm. 2)
Flagpole Pathway:
3rd Grade Classroom A (Rm. 3)
4th Grade Classroom B (Rm. 4)
Upper Yard Main Door:
Kindergarten Classroom (Rm.0)
1st Grade Classroom (Rm. 1)
Classes Accessing Entry Points
Main External Hallway:
1st Grade Classroom (Upper Hall)
2nd Grade Classroom (Extended Care)
Kindergarten (Rm. 10 and Rm. 11)
Gymnasium Entry:
3rd Grade
Borromeo Pathway:
5th Grade
Grotto Pathway:
8th Grade
Flagpole Staircase
6th Grade
Middle Yard Access:
7th Grade Classroom
Science Lab:
4th Grade
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PPE Equipment

Section 3: Teaching, Planning and Maintaining Social Distancing

DCS Guidelines: Schools are responsible for creating and maintaining plans that
outline and enforce social-distancing measures in the classroom. These plans must
include physical adaptations and visual reminders to reinforce taken measures.
Classroom Physical Design Requirements
1. Classroom maps with placement of desks including orientation to instructional space(s)
● All classrooms have been mapped to ensure a 6’ radius around each student desk and
teaching space.
● Maps have been made of each learning space with entry and exit points
● Rooms were determined based on multiple entrance and exit points
Classroom Maps to Scale
Maps are designed to show exact pathways and spacing between desks, teacher spaces and
entrance/exit points.
Classroom Spaces (updated January 20, 2021)
• Distance teacher and other staff desks 6 feet away from student and other staff desks
• Distance student chairs at least 6 feet away from one another, except where 6 feet of
distance is not possible after a good-faith effort has been made
• Under no circumstances should distance between student chairs be less than 4 feet
• If 6 feet of distance is not possible, optimize ventilation, use desk partitions, or arrange
desks to minimize face-to-face contact
14
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Stage 1:
Kindergarten

First Grade

Second Grade
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Third Grade

Fourth Grade

Fifth Grade
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Stage 2: K-5 will move into whole class Stable Cohorts and 6-8 will begin in hybrid block
scheduling.
Kindergarten
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First Grade

Second Grade
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Third Grade
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Fourth Grade

Fifth Grade
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Sixth Grade

Seventh Grade
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Eighth Grade

Stage 3: All previous rooms for grade K-5 remain the same. Rooms change for grades 6-8
ONLY to support whole group Stable Cohorts
Sixth Grade

Seventh Grade
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Eighth Grade
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Classroom Signage, Foot Traffic Flow and Other Safety Measures
Signage will be present in each learning space to direct traffic safely around the classroom.
● Rooms with two points of entry will have properly labeled entrance and exit doors.
Each room will have identical signs posted. Some, but not all, signs are below.

Arrows and guidance on the floors so students have an understanding of spacing
between one another.
● Arrows will be placed on walls and flows in instructional spaces to keep order and
spacing within each classroom.
● Some, but not all, examples of arrows being used are below.

Physical barriers in classrooms
● At the time, due to the space within each available learning space, no physical barriers
are needed.
Transitioning Safely Through Campus
● At all transition times, students will be asked to clean their hands either using the notouch hand sanitizer or soap and water depending on proximity to each sanitizing
source.
● Transitions, including the beginning and end of the day will be extended to
accommodate efficient and safe hygiene practices.
● The Upper Hallway (Rooms 0-5) and Upper Breezeway (Library-Upper Hall) will have
traffic flow arrows posted (see above signage).
Cleaning and Disinfecting procedures following use of instructional areas and after
recess/lunch
● The campus has undergone deep cleaning and multiple follow-up cleanings since the
building closed completely in March.
● Student and teachers will be responsible for utilizing classroom cleaning supplies to
clean desks after recess and lunch periods.
● Cleaning and protocols have been adapted from Cleaning and Disinfection Protocols for
Schools, by Air and Water Sciences.
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Cleaning and Disinfection Schedules
The school has purchased two electrostatic backpack sprayers and one electrostatic handheld
sprayer, which utilize plant-based disinfectant solution that cures within 4 minutes. These will be
used to protect our janitorial staff as they maintain the increased level of cleaning.
Morning Cleaning for AM Stable Cohorts:
● When outdoor equipment is open for use, electrostatic equipment will be used to clean
picnic tables, playground, outdoor seating in the morning as protection from any
overnight, unauthorized use.
● Cleaning in the classroom will be maintained by staff/teachers during the morning
cohort. Teachers will wipe high touch surfaces in the room and students will wipe desks
and chairs and personal belongings.
● During all cleaning periods, proper ventilation of open doors and windows will be
maintained.
Afternoon Cleaning for PM Stable Cohorts:
● Directly after the dismissal of the am cohort, the janitorial staff will use the electrostatic
equipment and supplies to clean all bathrooms, classrooms and common areas.
● Cleaning in the classroom will be maintained by staff/teachers during the afternoon
cohort. Teachers will wipe high touch surfaces in the room and students will wipe desks
and chairs and personal belongings.
● During all cleaning periods, proper ventilation of open doors and windows will be
maintained.
Evening Cleaning:
● The janitorial staff will use the electrostatic equipment and supplies to clean all
bathrooms, classrooms, offices and common areas.
● During all cleaning periods, proper ventilation of open doors and windows will be
maintained.
** All cleaning materials/disinfectants will be stored appropriately and away from
students in teacher’s space or locked in the janitor’s closet depending on toxicity.
Individual supplies (including safe storage) are required for each student to ensure no
sharing
● Students will have access to 1:1 device, therefore no sharing of devices will be allowed.
● Students will not be allowed to share desk supplies, no exceptions.
● Students, per the school supply list, will maintain an easily wipeable plastic box that can
fit inside a desk
▪ Supplies include but are not limited to:
1. Pencils
2. Pens
3. Crayons, markers, colored pencils
4. Scissors
5. Erasers
6. Calculators
7. Headphones
8. Silent reading books
9. Refillable water bottles
10. Paper
● Teachers may use manipulatives with different cohorts, only if the manipulative can be
properly cleaned and dried before the next use.
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Staggered dismissal times and designated hallways/stairwells will be used to maintain
distancing guidelines and will be adjusted for each successive phase of the reopening
structures.
Stage 1:
AM Cohorts: School Day 8am-11am
▪ K = 11:00 am to Upper Yard from upper breezeway entrance/exit
▪ 1st = 11:00 am Parish Lot from flagpole entrance/exit
▪ 2nd = 11:05 am Upper Yard from main stairs
▪ 3rd = 11:05 am Parish Lot from main stairs
▪ 4th = 11:10 am Upper Yard from upper breezeway entrance/exit
▪ 5th = 11:10 am Parish Lot from flagpole entrance/exit
PM Cohorts: School Day 12pm-3pm
▪ K = 3:00 pm to Upper Yard from upper breezeway entrance/exit
▪ 1st = 3:00 pm Parish Lot from flagpole entrance/exit
▪ 2nd = 3:05 pm Upper Yard from main stairs
▪ 3rd = 3:05 pm Parish Lot from main stairs
▪ 4th = 3:10 pm Upper Yard from upper breezeway entrance/exit
▪ 5th = 3:10 pm Parish Lot from flagpole entrance/exit
Stage 2:
K-5: School Day 8:00am-1:30pm
▪ K = 1:30pm Upper Yard from upper breezeway
▪ 1 = 1:30pm Parish Lot from flagpole
▪ 2 = 1:30pm Upper Yard from main stairs
▪ 3rd = 1:35pm Parish Lot from Tamarack
▪ 4th = 1:35pm Upper Yard from main stairs
▪ 5th = 1:35pm Parish Lot from flagpole entrance/exit

6-8: School Day 8:30-12:30 A Week/B Week
▪
▪
▪

6th = 12:30pm Upper Yard from upper breezeway
7th = 12:30pm Parish Lot from lower yard
8th = 12:30pm Upper Yard from main stairs

Students will be released to appropriate cars, in four-car increments, once all classes are in
their appropriate 6’ distance lines.
Designated hallways for morning drop-off will again be used for dismissal.
Stage 3: On campus 8:00am-1:30pm
Releasing of students at the end of the day will begin at staggered times.
▪ K = 1:15 pm - Upper Yard
▪ 1 = 1:15 pm – Parish Lot
▪ 2 = 1:20 pm – Upper Yard
▪ 3 = 1:20 pm – Parish Lot
▪ 4 = 1:20 pm – Upper Yard
▪ 5 = 1:25 pm – Parish Lot
▪ 6 = 1:25pm – Upper Yard
▪ 7 = 1:25 pm – Parish Lot
▪ 8 = 1:25 pm – Upper Yard
● Students will be released to appropriate cars, in four-car increments, once all classes
are in their appropriate 6’ distance lines.
● Designated hallways for morning drop-off will again be used for dismissal.
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Staggered recess and lunch times.
● There are grade-specific staggered times for recess and lunch. See schedule, page 8.
● Each grade will have its individual play space, handwashing space, and water refilling
space
● Students will not wear masks while eating.
o Teachers will monitor rooms while students eat.
o Support staff will supervise activities during play time to ensure social distancing.
▪ Any equipment used will be cleaned in between each play time using our
electrostatic cleaning equipment.
● There are cohort-specific designated bathrooms. See chart, pages 5-6.
Verification of window safety and ventilation
● Rooms that are being used have been chosen for multiple reasons:
▪ Multiple entry/exit points
▪ Overhead fans
▪ Multiple windows
▪ Opens to outdoor space
● Doors and windows will remain open during the day.
● Fans will remain on.
● Cooling mechanisms are being investigated should the need arise.
Water bottle policy to reduce/eliminate the use of water faucets
● Students must bring reusable water bottles to school.
● School has multiple bottle-refilling stations. Extra stations can be added if needed.
● Additional policies regarding water bottle use in class can be found in the general use
section of the Parent/Student Handbook.

Section 4: Classroom Instruction Social-Distancing Requirements
DCS Guidelines: Schools are responsible for instructing students in the importance of
maintaining social distance in the classroom. Instruction must be reinforced by visual reminders
of social distancing protocols.
Protocols to Teach Social Distancing
San Mateo County health guidelines, most specifically the Four Pillars, must be learned,
modeled, and followed in order to ensure the safest school campus possible.

Pillar 1: Health and Hygiene
Teachers will be responsible for teaching the students the protocols recognized by the SMCHD
to help prevent the spread of COVID-19.
Signage, as noted earlier, will be placed throughout the campus, particularly where the
recognition of 6’ physical distancing might not be obvious.
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Hygiene protocols will be modeled and reinforced daily through gentle reminders, direct lessons,
and signage.
Handwashing
Education Training Video
https://www.cdc.gov/handwashing/training-education.html
Hand Washing Policies and Procedures
Hands should be cleaned with soap and water when possible, yet in many cases, especially
during class time, hands can be cleaned with hand sanitizer. The following protocols and
procedures will be followed:
Staff and Students will always clean their hands:
● Before entering and exiting a classroom
● Before, during, and after recess and lunch
● Before and after using the rest facility
● After blowing the nose, coughing, or sneezing
● After touching garbage
Additional Times to Clean Hands:
1. When using someone else’s materials
2. Touching an outside surface.
When washing your hands with soap and water, follow the following procedures:
1. Wet your hands with clean, running water, turn off the tap, and apply soap.
2. Lather your hands by rubbing them together with the soap.
3. Lather the backs of your hands and between your fingers.
4. Scrub your hands for at least 20 seconds. Need a timer? Hum the “ABCs”.
5. Rinse your hands well under clean, running water.
6. Dry your hands using a paper towel.
When cleaning hands with sanitizer, follow the following procedures:
1. Apply the sanitizer to the palm of one hand (one squirt for manual bottles and one
dispense from the automatic)
2. Rub your hands together.
3. Rub the gel over all the surfaces of your hands and fingers until your hands are dry. This
should take about 20 seconds.
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Coughing and Sneezing Etiquette
Covering coughs and sneezes and keeping hands clean can help prevent the spread of serious
respiratory illnesses like influenza, respiratory syncytial virus (RSV), whooping cough, and
COVID-19. Germs can be easily spread by:
●
●
●

Coughing, sneezing, or talking
Touching your face with unwashed hands after touching contaminated surfaces or
objects
Touching surfaces or objects that may be frequently touched by other people

Covering coughs and sneezes and washing hands are especially important for infection control
measures in public settings, such as schools.
To help stop the spread of germs:
●
●
●

Cover your mouth and nose with a tissue when you cough or sneeze
Throw used tissues in the trash
If you don’t have a tissue, cough or sneeze into your elbow, not your hands

Remember to immediately wash your hands after blowing the nose, coughing or sneezing.
Washing the hands is one of the most effective ways to prevent yourself and your loved ones
from getting sick, especially at key times when you are likely to get and spread germs.
●
●

Wash your hands with soap and water for at least 20 seconds
If soap and water are not readily available, use an alcohol-based hand sanitizer that
contains at least 60% alcohol to clean hands.

To help prevent the spread of respiratory disease, you can also avoid close contact with people
who are sick. If you are ill, you should try to distance yourself from others so you do not spread
your germs. Distancing includes staying home from work or school when possible.
Pillar 2: Face Coverings
The Centers for Disease Control and Prevention, California Department of Public Health, and
San Mateo County Public Health state that wearing a face covering, when combined with
physical distancing of at least six feet and frequent handwashing, significantly reduces the risk
of transmitting coronavirus when in public.
Additionally, the State requires face coverings be worn by staff and students in third grade and
above. Face coverings are strongly encouraged for children between two years old and second
grade, if they can be worn properly. A face shield is an acceptable alternative for children in this
cohort who cannot wear a face covering properly.
A face covering means a covering made of cloth, fabric, or other soft or permeable material,
without holes, that covers only the nose and mouth and surrounding areas of the lower face. A
face covering should not be medical-grade or use a valve device. A face covering should be
considered essential clothing that is laundered at home by hand or machine washed and worn
to school each day.
●

The following individuals are exempt from wearing a face covering: persons younger
than two years old, anyone who has trouble breathing, anyone who is unconscious or
incapacitated, and anyone who is otherwise unable to remove the face covering without
assistance.
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●

A cloth face covering or face shield should be removed for meals, snacks.

●

In order to comply with county and state guidelines, St. Charles School must exclude
students from campus if they are not exempt from wearing a face covering under CDPH
guidelines and refuse to wear one provided by the school.

●

St. Charles School will provide a face covering to students who inadvertently fail to bring
a face covering to school.

**Students in all grade levels K-12 are required to wear face coverings at all times, while
at school, unless exempted. (updated January 20, 2021)
All staff must use face coverings in accordance with CDPH guidelines
• CPDH recommends disposable 3-ply surgical masks, which are more effective than
cloth face coverings
• For staff, bandanas, gaiters and similar face coverings are no longer acceptable.
• In limited situations where a face covering cannot be used for pedagogical or
developmental reasons, a face shield with a drape can be used as long as the wearer
maintains physical distance from others
●

St. Charles School will provide all staff with approved CDPH face coverings upon
returning to school. Staff are welcome to use their own face coverings from home, as
long as they are workplace appropriate and meet the requirements set forth in the
CDPH. Face coverings will be available for staff who fail to bring one, or whose face
covering becomes damaged while at school. Staff with medical conditions or disabilities
that prevent them from being able to wear a cloth face covering will be provided with
accommodations made on a case-by-case basis consistent with the School’s Policy on
Reasonable Accommodation of Employees.

Discipline Policy for Misuse of PPE or Social Distancing
St. Charles School does not believe in punitive punishment when correction, support, and
positive reinforcement can be utilized. However, the safety of all students and staff rests in the
respect for rules regardless of personal opinions about them. Should a student repeatedly
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and/or intentionally violate safety protocol, use of face-coverings, or physical distancing,
consequence defaults to those outlined in the Parent/Student Handbook.
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Section 4: Classroom Maintenance Requirements
DCS Guidelines: Schools are responsible for maintaining all health and safety protocols in
active/utilized classrooms and instructional spaces. The following additional protocols support
maintenance efforts of school personnel.
Careful thought and consideration have been given to establishing stable cohorts to make inperson on campus learning possible for all students. Stable cohorts are feasible and safe only if
physical distancing is maintained and limited mixing of staff occurs.
All cohorts, K-8 will remain in the same learning space each day. Physical distancing of 6’ will
be required for teachers entering different cohorts. For all additional classes; PE, Music, Drama,
Character Education, and Spanish teachers will Zoom lessons, prerecord lessons, or work with
homeroom teachers to deliver lessons until the school moves into a new phase. To stop further
touch points and opportunity to invisibly mix cohorts, the school will provide 1:1 device access to
our students.
Device Dissemination:
8th Grade – MacBook Pros
7th Grade – MacBook Pros
6th – 5th Grade – Chromebooks
4th – K – iPads
Isolation Rooms
In addition, students who develop symptoms during the school day will be placed in an isolation
room as follows. Megan Armando, Principal, will be the main contact between the school and
health department.
Stage 1:

Stage 2:

Grade Level
K
1
2
3
4
5
Grade Level
K
1
2
3
4
5
6
7
8

Isolation Room
Upper Lab
Upper Lab
Upper Lab
Room 11
St. Charles Rm.
Room 11
Isolation Room
Upper Lab
Upper Lab
Upper Lab
Room 11
St. Charles Rm.
Room 11
Room 6
St. Charles Rm.
Room 6

Personnel
Mrs. Langridge
Mrs. Langridge
Mrs. Langridge
Mrs. Greco
Mrs. Armando
Mrs. Greco
Personnel
Mrs. Langridge
Mrs. Langridge
Mrs. Langridge
Mrs. Greco
Mrs. Armando
Mrs. Greco
Mrs. Raccanello
Mrs. Armando
Mrs. Raccanello

All staff will go through training to recognize signs and symptoms including this helpful how to
video: https://www.youtube.com/watch?v=U8r3oTVMtQ0
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In Person Schedule/Plans
While it is impossible to provide all subjects in the earlier phases of reopening, every opportunity
is being made to provide rich learning opportunities while on campus.
Special focus and planning have been made, with the support and input of Mrs. Jamali, School
Counselor, to intentionally support student mental and physical well-being. Mrs. Jamali, like all
enrichment teachers, will Zoom with classes to provide direct instruction in this important area.
She will also provide opportunity for virtual staff and parent meetings.
Schedules listed below are subject to change, and where classes, such as PE, Spanish,
Character Education, Drama, Library, etc. are noted this is in anticipation of a full return during
subsequent reopening phases.
Stage 1 Schedule:
8:00-8:30am
8:30-9:30am
9:30-9:45am

9:45-10:15am
10:15-11:00am

AM Cohorts
Opening/Religion
ELA/SS
Break
● Eat
● Disinfect
● Wash hands
Science
Math

12:00-12:30pm
12:30-1:30pm
1:30-1:45pm

1:45-2:30pm
2:30-3:00pm

PM Cohorts
Opening/Religion
ELA/SS
Break
● Eat
● Disinfect
● Wash hands
Math
Science

Stage 2 Schedule:
8:00-8:30am
8:30-9:20am
9:20-9:40am

9:40-11:00am
11:00-11:30am
11:30-12:10
12:10-12:40

12:40-1:10pm
1:10-1:30pm

8:00-8:30am
8:30-9:15am
9:15-9:45am
9:45-10:05am

10:05-11:15
11:15-12:00
12:00-12:30pm
12:30-1:00pm

1:00-1:30pm

Kindergarten
Opening/Religion
Math
Break (Area A)
● Eat
● Disinfect
● Wash hands
ELA
Social Studies
Science
Break (Area A)
● Eat
● Disinfect
● Wash hands
Handwriting
Share, pray, pack

1st Grade
Opening/Religion
Math
Break (Area B)
● Eat
● Disinfect
● Wash hands
ELA
Social Studies
Science
Break (Area B)
● Eat
● Disinfect
● Wash hands
Handwriting
Share, pray, pack

2nd Grade
Opening/Religion
Math
Break (Area C)
● Eat
● Disinfect
● Wash hands
ELA
Science
Social Studies
Break (Area C)
● Eat
● Disinfect
● Wash hands
Handwriting
Share, pray, pack

3rd Grade
Opening
Science
Religion
Break (Area A)
● Eat
● Disinfect
● Wash hands
ELA
Math
Religion
Break (Area A)
● Eat
● Disinfect
● Wash hands
Specials

4th Grade
Opening
Science
Math
Break (Area B)
● Eat
● Disinfect
● Wash hands
ELA
Social Studies
Religion
Break (Area B)
● Eat
● Disinfect
● Wash hands
Specials

5th Grade
Opening
ELA
ELA
Break (Area C)
● Eat
● Disinfect
● Wash hands
Science
Math
Religion
Break (Area C)
● Eat
● Disinfect
● Wash hands
Specials
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Stage 3: All other schedules from stage 2 remain the same.
Students will come on campus in rotation block schedule. The at home and at school schedule
will be the same and lessons will be live streamed for those at home. Stable Cohorts will be
established at half class.
Cohort 1 will begin in A Week and Cohort 2 in B Week.
A Week = In-Person M, W, F
B Week = In-Person T, TH
This will alternate for four weeks and then be reevaluated to determine if a change in cohorting
is possible/necessary.

Time
8:40-9:25 am
9:25-9:30am
9:30-10:15 am
10:15-10:20am
10:20-11:05 am
11:05-11:15 am
11:15-12:00pm
12:00 pm-12:30 pm

6th,7th,8th Schedule
6th
7th
ELA
BREAK
Science
BREAK
Math
BREAK
Social Studies
Religion

Social Studies
BREAK
Math
BREAK
Science
BREAK
ELA
Religion

8th
Math
BREAK
Humanities
BREAK
Humanities
BREAK
Science
Religion

Stage 3:
If the first three weeks of distance learning are successful, 6th, 7th and 8th grade will then move
into Stable Cohorts of full class size and the schedule will extend to 1:30pm

Time
8:40-9:25 am
9:25-9:30am
9:30-10:15 am
10:15-10:20am
10:20-11:05 am
11:05-11:15 am
11:15-12:00pm
12:00 pm-12:30 pm
12:30-1:00pm

1:00-1:30

6th,7th,8th Schedule
6th
7th

8th

ELA
BREAK
Science
BREAK
Math
BREAK
Social Studies
Religion
BREAK

Social Studies
BREAK
Math
BREAK
Science
BREAK
ELA
Religion
BREAK

Math
BREAK
Humanities
BREAK
Humanities
BREAK
Science
Religion
BREAK

Specials

Specials

Specials

Should a vaccine become available and distancing requirements no longer required,
additional classes will be added. In addition, should the phases of reopening be
successful and safe, an extended day to 3pm might be implemented.
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Distance-Learning Handbook/Plans
Purpose of Distance-Learning Guide
The purpose of this guide is to:
1. Describe the actions and approach that St. Charles School will take in anticipation of an
extended suspension of classes due to the COVID-19 pandemic.
2. Provide a flexible framework that is comprehensive and concise.
3. Remain consistent with our mission, vision and guiding principles.
4. Be effective and efficient for families, students, teachers and staff.
5. Provide quality instruction and authentic interaction in a new format for our students
6. Maintain and support active and engaged learners.
7. Recognize opportunities to support parents and students while learning off campus.
** This handbook also covers those families who elect to keep students at home, once
the campus has reopened.
Distance Learning Values
The faculty and staff of St. Charles School recognize the importance and value of maintaining
quality education even while distance-learning. Therefore, we value that:
1. Learning on screen, must be relevant, flexible, and support resilient learners.
2. Parents, even though primary educators while at home, must be given tools to help their
families meet academic success with minimal stress.
3. Faculty will deliver content daily to ensure that students and parents do not feel
overwhelmed.
4. Learning will be a balance of synchronous and asynchronous to offer flexibility for both
student, parent and teacher schedules.
5. Mental health and physical well-being will be supported and fostered with as much
importance as academic success.
Distance Learning Student Expectations (All school or opt-out distance learners)
Attendance:
1. Students should be online and in “virtual” classrooms at each designated time; video
on and face fully in the screen view.
a. Testing of microphones and videos should be done prior to the start of class.
b. All profile names and pictures should be appropriate with no parent names or
nicknames.
2. No student may leave an online class early without permission from the teacher or
prior notice from the parent.
3. While in class, attention must be given to the class. Therefore, cell phones should be
silenced or left in an alternate placement so as not to create distraction.
4. Eating should be done before or after class, but not during.
Chatting “quette”:
1. While the name “chat” suggests casual conversation, chatting in class needs to
follow the same protocol as comments in class.
a. Keep comments positive
b. On topic
c. Productive
2. Follow chat guidelines and rules from individual teachers and recognize and respect
that different classes require different chat abilities for a reason.
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Dress Code and Workspace:
1. Uniforms are not required, but pajamas are not allowed.
2. Hats and hoods are not permitted during class time.
3. Workspace must be clear of distraction (including siblings and pets when space
permits) but armed with necessary supplies including but not limited to:
a. Charger for device being used
b. Paper
c. Pens/Pencils
d. Textbooks
Emailing:
1. Email communications must be done with respect and responsibility. All emails
should begin and end formally. (ex: Dear Mrs. Armando, Sincerely, Mrs. Armando)
2. Sentences should all begin with capital letters and end with proper punctuation.
3. Refrain from using text shorthand in emails (ex: LOL, OMG, BRB, IDK, LMK)
4. All caps suggest yelling or irritation; refrain from doing this.
5. Response to email might not always be immediate, but this should be the first mode
of communication used when trying to communicate with a teacher.
a. Response to phone messages or email should be within 24 hours, unless
over a weekend.
Work Completion:
1. Work must be completed and turned in on the appropriate due dates.
2. Work should be neat and free from error.
3. All pictures of work should be checked before turning in to make sure work is:
a. Legible
b. Oriented appropriately
c. Attached
d. The correct assignment
4. While you can check Google Classroom for missed assignments, please consult
PowerSchool to confirm missing, late or absent work.
** General Note
We respect each family and understand the stress that distance-learning places on
homes. However, please refrain from correcting a teacher, commenting during a Zoom
to make a suggestion to a teacher, or anything else while our teachers are working with
your children. We ask that you respect the Zoom classroom like you would respect office
spaces and other meeting rooms.
St. Charles School Distance Learning Commitments
St. Charles School Administration will:
1. Maintain a virtual open-door policy and meet with families and students as often as
needed.
2. Regularly, no less than once a week, communicate to families regarding policy,
procedures, or other important/necessary updates.
3. Provide ongoing professional development and support for all teachers and staff.
4. Create and update a central communication portal for families to easily access all
important information.
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St. Charles School Teachers will:
1. Conduct office hours and/or hold virtual class during the designated class time each
day.
2. Be available on Zoom the entire duration of the designated class period.
3. Post regular expectations and assignments on SeeSaw (K-3) or Google Classroom
4-8) each day by 8am.
4. Provide regular and consistent feedback to students.
St. Charles School Students will:
1. Be accountable for online learning in the same capacity they are accountable for in
person learning.
2. Be present and actively engaged in learning during each online class.
3. Enter Zoom classes appropriately and ready to learn, in the frame of the video,
without hats or hoods.
4. Keep discussions and answers on task and appropriate to subject matter when
called upon by the teacher.
5. Use Zoom chat only with the teacher and in an appropriate manner.
6. Be respectful of one another and of teachers to help foster a productive learning
environment.
7. Understand that disruptive behavior will not be tolerated and will carry consequences
even while away from school.
Distance Learning Discipline
While discipline at home is certainly the right of the parent, inappropriate engagement in
distance learning will result in a school-levied consequence.
Referrals may still be given, but the process for discipline, while in distance learning includes,
but is not limited to the following:
1.
2.
3.
4.
5.

Warning and digital referral.
Reflection and essay writing as related to behavior.
Zoom conference with teacher and student.
Zoom conference with teacher, parent and student.
Zoom conference with administration, teacher, parent and student.

Miscellaneous Distance Learning Information:
If/When the school or a Stable Cohort must go into full distance-learning mode, the following
schedule will be followed. This schedule does not apply for opt-in distance learning or half-class
distance learning, as those will follow the regular full day schedule where possible.
** Regular pick-up and drop-off of work will occur each Friday. Individual teachers will
communicate if a pick-up or drop-off is not needed.
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Kindergarten Schedule
Time
9:15-9:30am

Monday
Class Meeting

Tuesday
Class Meeting

9:40-9:55am
10:00-10:40am
10:45-11:30am
12:00-1:00pm
1:00-1:30pm

Recess
Music
Religion
Lunch
STEM Bins

Recess
Phonics
Spanish
Lunch
Talk and
Share

Wednesday
Class
Meeting
Recess
Math
Handwriting
Lunch
Scavenger
Hunt

Thursday
Class Meeting

Friday
Class Meeting

Recess
Reading/Writing
Social Studies
Lunch
Scavenger Hunt

Recess
Parent Meeting

Thursday
Class Meeting
Math
Recess
Phonics
Spelling Test
Religion
Lunch
Character Ed

Friday
Class Meeting
Math
Recess
Phonics
Art
Sight Word Test
Lunch
Storytime

First Grade Schedule
Time
9:00-9:30am
9:30-10:00am
10:00-10:20am
10:20-11:00am
11:00-11:30
11:30-12:00pm
12:00-12:40pm
12:40-1:00pm

Monday
Class Meeting
Science
Recess
Math
Phonics
Music
Lunch
Storytime

Tuesday
Class Meeting
Math
Recess
Phonics
ELA
Religion
Lunch
Character Ed

Wednesday
Class Meeting
Science
Recess
Phonics
Math
Spanish
Lunch
Storytime

Second Grade Schedule
Time
9:00-9:15am

Monday
Class Meeting

Tuesday
Class Meeting

Wednesday
Class Meeting

Thursday
Class Meeting

9:15-9:40am
9:40-10:00am
10:00-10:40am
10:40-11:20
11:30-12:00pm

Math
Recess
ELA
ELA
Spanish

Math
Recess
ELA
Social Studies
Religion
11:50am-12:20pm

12:00-12:40pm
12:40-1:00pm

Lunch
ELA

Math
Recess
ELA
Small Group
Science
Group A
12:00-12:35
Lunch

Math
Recess
ELA
Small Group
Science
Group B
12:00-12:35
Lunch

Tuesday
Science
ELA
Recess
Math
Social Studies
Lunch

Wednesday
ELA
Recess
Math
Math
Religion
Lunch

Lunch

Friday
Class
Meeting
Math
Recess
ELA
Religion
Art
11:35-12:05
Lunch

Third Grade Schedule
Time
8:45-9:40am
9:30-10:30am
10:30-10:40am
10:40-11:15am
11:15-12:30
12:30-1:00pm

Monday
ELA
Recess
Math
Math
Music
Lunch

Thursday
Science
ELA
Recess
Math
Spanish
Math
1:00-1:40pm

Friday
ELA
Recess
Math
Math
Lunch

Fourth Grade Schedule
Time
8:40-9:00am
9:00-9:40am
9:40-9:55am
10:00-10:30am
10:30-11:00am
11:15-12:00pm
12:00-12:30pm
12:30-1:30pm

Monday
Morning Meeting
ELA
Music
Math
Religion
Social Studies
Lunch
Office Hours

Tuesday
Character Ed
ELA
Recess
Spanish
Science
Social Studies
Lunch
Office Hours

Wednesday
Morning Meeting
ELA
Recess
Math
Science
Social Studies
Lunch
Office Hours

Thursday
Morning Meeting
ELA
Recess
Spanish
Science
Social Studies
Lunch
Office Hours

Friday
Morning Meeting
ELA
Recess
Math
Science
Social Studies
Lunch
Office Hours
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Fifth Grade Schedule
Time
8:45-9:30am
9:30-10:00am
10:05-10:35am
10:35-10:50am
10:50-11:15am
11:15am-12:00pm
12:00-12:30pm
12:30-1:00pm
1:00-1:30pm
1:30-2:30pm

Monday
ELA
Social Studies
Science
Recess
Religion
Math
Lunch
Music
Spanish
Office Hours

Tuesday
ELA
Social Studies
Science
Recess
Religion
Math
Lunch
Character Ed

Wednesday
ELA
Social Studies
Science
Recess
Religion
Math
Lunch

Thursday
ELA
Social Studies
Science
Recess
Religion
Math
Lunch

Friday
ELA
Social Studies
Science
Recess
Religion
Math
Lunch

Office Hours

Office Hours

Office Hours

Office Hours

6th-8th Online Schedule
Time
6th
7th
8th
8:40-9:25 am
ELA
Social Studies
Math
9:25-9:30am
BREAK
BREAK
BREAK
9:30-10:15 am
Science
Math
Humanities
10:15-10:20am
BREAK
BREAK
BREAK
10:20-11:05 am
Math
Science
Humanities
11:05-11:15 am
BREAK
BREAK
BREAK
11:15am -12:00pm
Social Studies
ELA
Science
12:00 pm-12:30pm
Religion
Religion
Religion
Online attendance is required, daily at these stated times. While teachers will
communicate through email, most information will be communicated directly to the students
through GoogleClassroom.
Additional Zoom classes, for grades 6-8, will be added and schedules communicated when
applicable. Regular pick up and drop off of work will occur each Friday.
Directory of Teachers
Grade/Subject

Teacher

Email

Kindergarten

Allyson Gradidge

agradidge@stcharlesschoolsc.org

Kindergarten

Caitlin Philpott

cphilpott@stcharlesschoolsc.org

1st Grade

Kevin Oliver

koliver@stcharlesschoolsc.org

2nd Grade

Liz Marko

emarko@stcharlesschoolsc.org

3rd Grade

Katie Galvez

kgalvez@stcharlesschoolsc.org

4th Grade, 8th Science

Nicole Shimshock

nshimshock@stcharlesschoolsc.org

5th Grade

Kim Patane

kpatane@stcharlesschoolsc.org

1st- 5th Science

Beth Sanchez

bsanchez@stcharlesschoolsc.org

5th- 8th Math

Kristie Wilhelm

kwilhelm@stcharlesschoolsc.org

6th Homeroom 6th- 8th Math

Cory Hillis

chillis@stcharlesschoolsc.org

7th Homeroom - 6th- 8th Science

Alex Fong

afong@stcharlesschoolsc.org

8th Homeroom - 6th/7th S.S., 8th Humanities

Matthew Walsh

mwalsh@stcharlesschoolsc.org
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6th, 7th ELA, 8th Humanities

Katie Nejasmich

knejasmich@stcharlesschoolsc.org

Tech/STEAM K-8

Matt Quigley

mquigley@stcharlesschoolsc.org

Spanish K-8

Jessica DeLeuw

jdeleuw@stcharlesschoolsc.org

Drama 7th/8th and Character Ed 5th - 8th

Kelly Green

kgreen@stcharlesschoolsc.org

Character Ed K-4th

Heidi Dembinski

hdembinski@stcharlesschoolsc.org

Academic Success Support

Theresa Wills

twills@stcharlesschoolsc.org

ST. CHARLES SCHOOL
Distance Learning
Behavior and Learning Skill Expectations
Behavior Expectations
Mark

Category

1

Exceeds
Expectations

Observed Behaviors in School

Observed Behaviors in Distance
Learning

Consistently
Consistently
● models Christian values:
● models Christian values: respect,
respect, kindness, courtesy and
kindness, courtesy and
cooperation with adults and
cooperation with adults and peers
peers
● online and in Zoom classroom at
● follows classroom, playground
designated time; video on and
& school rules
face fully in the screen view
● is positive in interactions with
● online and in Zoom classroom
others
until dismissed by the teacher or
● displays correct dress code with
prior notice from a parent
neat appearance
● follows Zoom meeting etiquette
rules regarding attendance, dress
● gives attention to the teacher
code, workspace, chat guidelines
and class work
and emailing
● demonstrates self-control
● displays appropriate Zoom dress
● demonstrates courteous and
code, including no hats or hoods
cooperative behavior
● displays workspace clear of
● shows respect for authority and
distractions, including food, pets
property
and siblings
● respects the rights and feelings
● is responsible and respectful in
of others
email and chat communications
● takes initiative to resolve
● gives attention to the teacher and
conflicts
class work
● receives no uniform infractions
● is positive in interactions with
or conduct referrals
others
● accepts responsibility for
● demonstrates self-control
inappropriate behavior
● demonstrates courteous and
cooperative behavior
● shows respect for authority
● respects the rights and feelings of
others
● accepts responsibility for
inappropriate behavior
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2

3

Meets
Expectations

Regularly
Regularly
● displays Christian values:
● displays Christian values: respect,
respect, kindness, courtesy and
kindness, courtesy and cooperation
cooperation
● online and in Zoom classroom at
● follows classroom, playground
designated time; video on and face
& school rules
fully in the screen view
● is positive in interactions with
● online and in Zoom classroom until
others
dismissed by the teacher or prior
● displays correct dress code
notice from a parent
● follows Zoom meeting etiquette
● gives attention to the teacher
rules regarding attendance, dress
and class work
code, workspace, chat guidelines
● demonstrates self-control
and emailing
● demonstrates courteous &
● displays appropriate Zoom dress
cooperative behavior
code, including no hats or hoods
● shows respect for authority and
● displays workspace clear of
property
distractions, including food, pets
● respects the rights and feelings
and siblings
of others
● is responsible and respectful in
● accepts responsibility for
email communications
inappropriate behavior
● gives attention to the teacher and
● improves behavior immediately
class work
after correction and sustains the
● is positive in interactions with
improvement
others
● demonstrates self-control
● demonstrates courteous and
cooperative behavior
● shows respect for authority
● respects the rights and feelings of
others
● accepts responsibility for
inappropriate behavior
● improves behavior immediately
after correction and sustains the
improvement

Needs
Improvement

Often
●
●
●
●
●
●
●
●

displays rude, discourteous,
unkind, or disrespectful
behaviors
disobeys
classroom/playground/school
rules
does not attend to the teacher
or class directions
demonstrates a lack of selfcontrol
shows disrespect toward adults,
peers, or property
receives conduct referral,
uniform infractions, and/or
detentions
avoids accepting responsibility
for inappropriate behavior—
offers excuses or blames others
repeats inappropriate behavior
after being disciplined; overall

Often
●
●
●
●

●
●
●

displays rude, discourteous,
unkind, or disrespectful behaviors
late to online Zoom classroom;
video not on and/or face not fully
in the screen view
leaves Zoom classroom prior to
teacher’s dismissal or prior parent
approval
does not follow Zoom meeting
etiquette rules regarding
attendance, dress code,
workspace, chat guidelines and
emailing
displays inappropriate Zoom dress
code, including hats or hoods
displays workspace with
distractions, including food, pets
and siblings
is irresponsible or disrespectful in
email and chat communications
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behavior is only partially
improved

●
●
●
●
●
●

4

does not attend to the teacher or
class directions
demonstrates a lack of self-control
shows disrespect toward adults,
peers, or property
receives conduct referrals
avoids accepting responsibility for
inappropriate behavior—offers
excuses or blames others
repeats inappropriate behavior
after being disciplined; overall
behavior is only partially improved

Unacceptable Routinely
Routinely
● displays rude, discourteous,
● displays rude, discourteous,
unkind, or disrespectful
unkind, or disrespectful behaviors
behaviors
● late to online Zoom classroom;
● breaks classroom, playground,
video on and face not fully in the
or school rules
screen view
● disregards teacher or in-class
● leaves Zoom classroom prior to
direction or other school
teacher’s dismissal or prior parent
guidance
approval
● demonstrates a lack of self● does not follow Zoom meeting
control
etiquette rules regarding
attendance, dress code,
● shows disrespect to adults,
workspace, chat guidelines and
peers, or property
emailing
● receives conduct referrals,
uniform infractions and/or
● displays inappropriate Zoom dress
detentions
code, including hats or hoods
● displays workspace with
● repeats inappropriate behaviors
distractions, including food, pets
despite discipline
and siblings
● offers excuses and/or blames
● is irresponsible or disrespectful in
others for inappropriate
email and chat communications
behavior
● breaks classroom, playground, or
school rules
● disregards teacher or in-class
direction or other school guidance
● demonstrates a lack of self-control
● shows disrespect to adults, peers,
or property
● receives conduct referrals
● repeats inappropriate behaviors
despite discipline
● offers excuses and/or blames
others for inappropriate behavior
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Learning Skills Expectations
Mark

Category

Observed Behaviors in School

Observed Behaviors in
Distance Learning

1

Exceeds
Consistently
Expectations
● participates actively and
productively
● is prepared for class
instruction and remains on
task with specified
tasks/activities
● responds well to criticism
and setbacks to improve
outcomes
● completes all work in a
timely manner
● is attentive to having no
missing or late assignments
● shows evidence of thought,
commitment to neatness,
and following instructions
● takes pride in his/her work
● produces work that meets or
exceeds expectations
● seeks help when necessary

Consistently
● online and in Zoom
classroom at designated
time; video on and face
fully in the screen view
● participates actively and
productively
● is prepared for class
instruction and remains
on task with specified
tasks/activities
● responds well to
criticism and setbacks
to improve outcomes
● completes all work in a
timely manner
● is attentive to having no
missing or late
assignments
● shows evidence of
thought, commitment to
neatness, and following
instructions
● takes pride in his/her
work
● produces work that
meets or exceeds
expectations
● seeks help when
necessary
● is responsible and
respectful in email
communications

2

Meets
Regularly
Expectations
● participates actively and
appropriately
● is frequently prepared for
class instruction and on task
as directed most of the time
● responds well to criticism
and setbacks to improve
outcomes
● completes most work in a
timely manner
● checks for missing or late
assignments

Regularly
● online and in Zoom
classroom at designated
time; video on and face
fully in the screen view
● participates actively and
appropriately
● is frequently prepared
for class instruction and
on task as directed most
of the time
● responds well to
criticism and setbacks
to improve outcomes
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●

●
●

●

shows evidence of thought,
commitment to neatness,
and personal attempts to
follow instructions
takes pride in his/her work
produces work that generally
reflects individual capability
or potential
seeks help when necessary

●
●
●

●
●

●
●

completes most work in
a timely manner
checks for missing or
late assignments
shows evidence of
thought, commitment to
neatness, and personal
attempts to follow
instructions
takes pride in his/her
work
produces work that
generally reflects
individual capability or
potential
seeks help when
necessary
is responsible and
respectful in email
communications

3

Needs
Often
Often
Improvement
● displays inappropriate
● displays inappropriate
participation (calling out,
participation (talking
talking with/distracting
with/distracting others)
others)
● late to online Zoom
● completes less class work or
classroom; video not on
homework than what was
and/or face not fully in
assigned
the screen view
● is unprepared for class
● completes less class
instruction
work or homework than
● is off task and/or needs
what was assigned
reminders to return to task
● is unprepared for class
● works below capability or
instruction
potential
● is off task and/or needs
● produces work that lacks
reminders to return to
evidence of thought,
task
commitment to neatness, or
● works below capability
personal attempts to follow
or potential
instructions
● produces work that
● lacks evidence of pride in
lacks evidence of
his/her work
thought, commitment to
● avoids seeking help when
neatness, or personal
necessary
attempts to follow
instructions
● lacks evidence of pride
in his/her work
● avoids seeking help
when necessary

4

Unacceptable Routinely
● habitual inappropriate
participation, calling out,

Routinely
● habitual inappropriate
participation, distracting
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●
●
●
●

●

●

distracting others, or nonparticipation
completes assignments after
their due dates
is unprepared for class
instruction
remains off task, even
following correction
has multiple missing
assignments, produces
incomplete work and/or
disregards assignments
produces work that lacks
thought, commitment to
neatness, or attempts to
follow instructions
rarely, if ever, seeks help
when necessary

●

●
●
●
●

●

●

others, or nonparticipation
late to online Zoom
classroom; video not on
and/or face not fully in
the screen view
completes assignments
after their due dates
is unprepared for class
instruction
remains off task, even
following correction
has multiple missing
assignments, produces
incomplete work and/or
disregards assignments
produces work that
lacks thought,
commitment to
neatness, or attempts to
follow instructions
rarely, if ever, seeks
help when necessary
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Section 5: Planning for Social Distancing Outside of the Classroom
DCS Guidelines: Schools are responsible for creating and maintaining plans that outline and
enforce social distancing measures on the school campus. These plans must include physical
adaptations and visual reminders to reinforce taken measures.
Volunteers on Campus
The campus is closed to all non-essential visitors and volunteers until further notice and no
sooner than three weeks into the re-opening of school. The safety of students and staff is the
main priority during the first stages of reopening and therefore St. Charles School does not want
to take risk by introducing unnecessary additional exposures.
Parents’ dropping off forgotten items and/or lunch will not be allowed, as the establishment of
cohorts is fragile.
Once visitors are allowed back on campus, health screenings and temperature checks using notouch thermometers will be required prior to volunteer/visiting opportunities.
As such, St. Charles School is lowering the required parent service-hour requirement to 20
hours. This is subject to change if the school is forced into distance learning at any point and 20
hours becomes unachievable.
Travel Requirements (Updated January 20, 2021)
The State of California has updated its travel policy with the following provisions:
• Non-essential travel (for recreational purposes) should be limited to 120 miles from the
person’s home.
• Californians who travel outside the state or the country must quarantine for 10 days
upon their return to California.
• Visitors to California from other states and countries must also quarantine for 10 days
upon their entry into California.
With this in mind, please limit recreational travel to no more than 120 miles from your home. If
you must travel outside of California or outside of the United States, you will need to quarantine
for 10 days upon your return to California.
School Gatherings: Assemblies, Field Trips, Mass, etc.
Until further notice, there will be no school gatherings on campus as it poses a great threat to
the establishment of safe cohorts. We will continue to celebrate monthly masses virtually, find
educational assemblies that can be presented via ZOOM, and work to be creative and
progressive when finding other methods of providing rich learning opportunities without
congregating in large groups.
There will be no in-person meetings held, including but not limited to: School Advisory Board,
School Finance Council and Staff Meetings.
Extended Care
At this time, given space and cohort restrictions, we are unable to provide an extended care
option for our families. Should the completion of Stage 1 be successful, the school will invest
resources in making the opening of extended care a possibility for future Stages.
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Section 6: Notice of Infection and Confidentiality Regulations
DCS Guidelines: Maintaining the dignity of every child is a priority of all Catholic schools in the
Archdiocese of San Francisco. In cases where health protocols require contact tracking and
tracing, as is the case with COVID-19, schools will make every effort to maintain the
confidentiality of community members while complying with local, state and federal guidelines.
As a matter of health and safety, this section is subject to amendment at any time. Wherever
possible, written notice of such amendments will be provided.
FERPA: The Family Educational Rights and Privacy Act of 1974
HIPPA: The Health Insurance Portability and Accountability Act of 1996
COVID-19 Notification Policy for a POSITIVE Infection
Notice to School Community
In the event that a student or employee is determined to have COVID-19, notice will be given to
those school community members who sustained prolonged exposure (>10 minutes) with or
near the student during the previous 14-day period.
● Stable cohort and any others who may have been exposed according to the guidelines
above will be notified.
● This notice will be provided on a standard COVID-19 exposure notification form that
contains non-identifiable information regarding the student or employee. This notification
form will be provided by the Department of Catholic Schools (DCS).
Unless a specific Protection of Personal Identifiable (PII) Information release is obtained from
the custodial parent, release of information regarding infection of a student must be managed to
avoid a FERPA violation See 34 C.F.R. § 99.31(b)(1).
Notice of Infection to Media/External Community
Pursuant to FERPA guidelines, under no circumstance will identifying information regarding any
student be released to media/external outlets. Further, it is the position of the Archdiocese of
San Francisco, Department of Catholic Schools that no communication regarding possible or
confirmed cases of COVID-19 at school sites be discussed with external outlets with the
exception of the local public health department.
Notice of Infection to Local Health Department
The location administrator will report positive COVID-19 test results to the local health
department as soon as they are notified. The health agency will work with the location
administrator on collecting information, determining possible closure, cleaning, disinfecting and
a safe reopening. The Health Department will notify the CDC using a case report form.
FERPA permits educational agencies and institutions to disclose, without prior written consent,
PII from student education records to appropriate parties in connection with an emergency, if
knowledge of that information is necessary to protect the health or safety of a student or other
individuals. 20 U.S.C. § 1232g(b)(1)(I); 34 C.F.R. § 99.31(a)(10) and 99.36. If local public
health authorities determine that a public health emergency, such as COVID-19, is a significant
threat to students or other individuals in the community, an educational agency or institution in
that community may determine that an emergency exists as well.
Under the FERPA health or safety emergency exception, an educational agency or institution is
responsible for making a determination, on a case-by-case basis, whether to disclose PII from
education records, and it may take into account the totality of the circumstances pertaining to
the threat. See 34 C.F.R. § 99.36(c). If the educational agency or institution determines that
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there is an articulable and significant threat to the health or safety of the student or another
individual and that certain parties need the PII from education records, to protect the health or
safety of the student or another individual, it may disclose that information to such parties
without consent. This includes releasing information about infected student(s) to local health
officials.
Cases and Contact Tracing in the School Community
In general practice, if students or employees present with symptoms of fever and/or respiratory
infection, they will be isolated and sent home as quickly as possible. The student or employee
who is ill will be separated from others in an isolation space established on campus until they
can go home.
The school encourages all families and students to be tested prior to the start of school and as
regularly as possible especially if exposed to COVID-19.
Staff Testing
Staff will be tested before returning to school, and all staff will be tested over two months, where
rotation of 25% of staff will be tested every two weeks, or 50% every month to rotate which staff
members are tested over time. Staff may go through their primary care doctor or through one of
the testing facilities listed on the State of California COVID Resource page:
https://covid19.ca.gov/testing-and-treatment/#top. We have provided our faculty with the list of
locations where they can get tested for COVID-19.
Testing (Updated January 20, 2021)
Symptomatic testing: If a student or employee exhibits COVID-19 symptoms, the individual is
sent home (or stays home). Testing for COVID-19 is encouraged. The student or employee can
use the testing sites available on the County’s website or make an appointment to see their
medical provider. While waiting for results, the student or employee will not be able to return to
school.
Response testing: If a student or employee is exposed to a confirmed case of COVID-19, the
student or staff member is required to quarantine for 10 days. Testing for COVID-19 is
encouraged. The student or employee can use the testing sites available on the County’s
website or make an appointment to see their medical provider.
Asymptomatic testing: Employees participate in asymptomatic testing. The school has
established a schedule for testing so that employees are tested once every two months. The
employees use the testing sites available on the County’s website.
CASE: When the school has a confirmed CASE:
San Mateo County Health recommends school administrators take the following steps if any
student or employee is a confirmed positive CASE for COVID-19.
1. The school Principal or designee must immediately notify SMC CD Control.
2. CASE should be isolated and excluded from school for at least 10 days after symptoms
first appeared and at least 3 days (72 hours) after recovery, or date of positive test if
CASE is asymptomatic.
3. Quarantine and exclude the affected cohort/pod for 14 days after the last day the CASE
was present at school while infectious. Specific questions should be directed to SMC CD
Control.
4. Testing of contacts can be considered. Symptomatic contacts should be prioritized for
testing (but a negative test will not shorten 14-day quarantine).
5. Thorough cleaning and disinfecting of classroom and primary spaces where CASE spent
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significant time.
6. Other cohorts/pods continue in-person instruction. I.e., the entire school does not need
to close.
7. Send notification to affected cohort/pod
** Notification form will be provided by DCS.
●
●
●

Maintain privacy of health and medical information for all individuals at all times per the
ADA and FERPA laws.
Prevent discrimination against a student or employee who is diagnosed with COVID-19
Once steps of the protocol are completed, resume school operations.

St. Charles School’s point person to provide case information to San Mateo County is Megan
Armando, Principal.
Positive COVID-19 Case (Updated January 20, 2021)
In the event of a positive case, the school will:
1. Schools must adhere to required reporting requirements and notify, as described below,
the LHD of any newly reported case of COVID-19 in a student or staff member if the
LHD has not yet contacted them about the case,
2. If the case is present at school at the time the school is notified, the case must go home
and be excluded from school for at least 10 days from symptom onset date or, if
asymptomatic, 10 days from the date the specimen was collected for the positive test.
3. Assist LHD in identifying close contacts of the case. Send a notice, developed in
collaboration with the LHD, to parents and staff to inform them that a case of COVID-19
in a student or staff member has been reported and that the school will work with the
LHD to notify exposed people.
4. Arrange for cleaning and disinfection of the classroom and primary spaces where case
spent significant time. This does not need to be done until students and staff in the area
have left for the day.
5. Implement online/distance learning for student cases if they are well enough to
participate.
Required COVID-19 Reporting
• The school will notify the local health officer of any known case of COVID-19 among any
student or employee who was present on a campus within the 10 days preceding a
positive test for COVID-19. Specifically, the school shall report the following information:
o The full name, address, telephone number, and date of birth of the individual who
tested positive;
o The date the individual tested positive, the school(s) at which the individual was
present on-site within the 10 days preceding the positive test, and the date the
individual was last on-site at any relevant school(s); and
o The full name, address, and telephone number of the person making the report.
• This information shall be reported to the local health officer by telephone within twentyfour hours from the time an individual within the local educational agency or private
school is first made aware of a new case.
The school liaison to the LHD is: Megan Armando, Principal
St. Charles School will follow the protocols as outlined by the San Mateo County Pandemic
Recovery Framework.
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Staff Training and Family Education
As part of staff back to school meetings on August 19, 2020, all school staff was required to
attend the formal walk-through of the St. Charles School Reopening Framework and
subsequent processes and procedures. With the necessary updates to the school framework as
required by the updating of state and county protocols and procedures, an additional mandatory
staff training will be held on September 28, 2020.
In addition, in a July all parent town hall meeting, the school administration walked parents
through the school framework for reopening. However, similar to staff education, an additional
mandatory parent meeting must be held in order to update families regarding current reopening
procedures that include but are not limited to: drop off/pick up procedures, health and safety
requirements, hygiene and mask requirements, parent and student expectations, schedules and
curriculum expectations and technology use and expectations. This meeting will take place on
September 29, 2020.
All school staff will be trained on the communication requirements listed in this policy, with
specific focus on non-disclosure with any external sources.
Communication Structure
The school administration communication structure has been developed with San Mateo County
Health to manage communication between schools and the health department concerning
cases of COVID-19 in school communities. Please note that due to the volatile nature of
COVID-19 and the possibility of community disruption, this reporting structure supersedes the
usual protocol for reporting on communicable diseases within the school community.
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San Mateo County Health Office Call Center
● Dial 2-1-1: is a confidential service available in 180 languages. Callers from landlines
and cellular telephones located within San Mateo County are connected with a trained 21-1 service professional.
● https://www.smchealth.org/coronavirus
● San Mateo Health Department
306 Spruce Ave.
South San Francisco CA 94080
650-573-2764
Suspected Student/Staff Illness Policy
The health and safety of St. Charles School students and staff are of the utmost importance
during on-campus learning. In a case of suspected illness requiring contact tracing, every effort
will be made to maintain the confidentiality of community members while complying with local,
state and federal guidelines and in conjunction with the St. Charles School Notice of Infection
Policy. If a student or staff member is concerned about having or demonstrates any COVID-19
like symptoms, they will be escorted to the dedicated isolation room.
Procedure:
● A sign will be put on the Isolation Room door to note illness present and caution should
be taken.
● Ensure ill individual is wearing a properly fitting face-covering.
● Ensure that staff member supervising and conducting the interview has a properly fitting
face mask, face shield, gloves, and disposable gown.
● Take temperature using no-touch thermometer and record.
Questions asked during interview:
1. When did you begin to not feel well? (Approximate time)
2. How long have you not been feeling well?
3. What classrooms and places on campus have you been in?
● Make a record of all classrooms and places the person has been.
● What desk(s) and things he/she touched/used.
● Any other additional information worth noting or asking.
4. What subjects/classes have you had or taught
5. Who have you interacted with or spoken with during your day?
● Name of each student, teacher, aide, etc.
Exit Procedure once processing is completed and recorded from each Isolation Room
Isolation Room Exit Point
Upper Lab
Upper Yard/Main Gate
Upper Lab
Upper Yard/Main Gate
Upper Lab
Upper Yard/Main Gate
Room 11
Main Stair/Main Office Exit
St. Charles Rm. Parish Lot/Belle Exit
Room 11
Main Stair/Main Office Exit
Room 6
Lower Yard/Lower Tamarack
St. Charles Rm. Parish Lot/Belle Exit
Room 6
Lower Yard/Lower Tamarack
Cleaning and Disinfection Protocol for a Potential COVID-19 Exposure
Once the ill student or employee has been isolated and sent home, the daytime custodian and
school staff will then perform additional disinfection of the areas the ill person came into contact
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with, including but not limited to their classroom, common hallways, and shared spaces
(bathrooms, stair hand rails, shared equipment, etc.), using the electrostatic equipment.
Based on the interview questions it will be determined if classrooms/spaces outside of the initial
contact will be disinfected also (for example, if the student’s recess overlapped with other
grades, those spaces shall be disinfected).
The school will remain open pending the outcome of any ill person’s COVID-19 test results.
Cluster or Outbreak at School (Updated January 20, 2021)
When either a school or LHD is aware that an outbreak may be underway, the LHD should
investigate, in collaboration with the school, to determine whether these cases had a common
exposure at school (e.g., a common class or staff member, bus ride, or other common
exposures outside of school). CDPH defines a school outbreak as 3 or more confirmed or
probable cases of staff or students occurring within a 14-day period who are epidemiologically
linked in the school, are from different households and are not contacts of each other in any
other investigation cases (e.g., transmission likely occurred in the school setting).
During the investigation, the school will:
1. Notify parents/guardians and school staff of a cluster/outbreak investigation related to
the school and encourage them to follow public health recommendations.
2. Identify, as part of the CSP, one or more school staff member who can liaise with the
LHD regarding the cluster/outbreak investigation by confirming which classes and stable
groups included confirmed cases or symptomatic students and staff members, and if
recent events or gatherings involved any cases or symptomatic persons.
3. Identify absenteeism among those in affected classes or stable groups, and coordinate
with the LHD to contact these absentees to screen for symptoms of COVID-19 if they
were exposed to a case during the case's infectious period.
4. Coordinate with the LHD to share a line list of cases and contacts with dates present at
or absent from school.
5. Arrange for cleaning and disinfection of classrooms or other areas where cases or
symptomatic students or staff members spend significant time.
6. Coordinate with the LHD on notifications to the school community, including specific
notifications of stable groups or classrooms regarding their exclusion status and
instructions.
7. Coordinate with the LHD on whether and when the school should be closed and
reopened.
8. Notify the school community if the school is to be closed for 14 days due to widespread
and/or ongoing transmission of SARS-CoV2 at the school or in the general community,
and repeat recommendations for prevention and control measures (see sample
notification #3 in Appendix 2).
9. Implement online/distance teaching and learning during school closure.
10. Arrange for cleaning and disinfection of entire school before reopening in the case of
closure.
School Closure Determinations
Individual school closure, in which all students and staff are not on campus, is recommended
based on the number of cases and stable groups impacted, which suggest that active in-school
transmission is occurring. Closure should be done in consultation with the LHO. Situations that
may indicate the need for school closure:
• Within a 14-day period, an outbreak has occurred in 25% or more stable groups in the
school.
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•
•

Within a 14-day period, at least three outbreaks have occurred in the school AND more
than 5% of the school population is infected.
The LHO may also determine school closure is warranted for other reasons, including
results from public health investigation or other local epidemiological data.

Length of closure: 14 days, or according to a decision made in consultation with the LHO.
COVID Positive Diagnosis
Clean and Disinfect
If a student or employee has a confirmed positive case of COVID-19, the school will close the
cohort room(s) or office(s) where the CASE spent time for 48 hours for deep
cleaning/disinfection.
Wait at least 24 hours before cleaning and disinfecting to minimize potential for exposure to
respiratory droplets. Open outside doors and windows to increase air circulation in the area.
Cleaning staff shall clean and disinfect all areas (e.g., offices, bathrooms, and common areas)
used by the ill persons, focusing especially on frequently touched surfaces. If surfaces are dirty,
they shall be cleaned using a detergent or soap and water prior to disinfection. Disinfection
products approved on the EPA List N will be used, in concordance with the St. Charles School
Cleaning and Disinfection Policy.

Section 7: Financial Planning and Maintenance
DCS Guidelines: Administrators are responsible for managing site finances in order to ensure
the long-term viability of the school. Given the uncertain nature of emergency situations such as
the COVID-19 pandemic, extra care must be taken to conservatively plan for sustained
operations with potential hardship for families and additional costs for essential school functions.
Budget and Finances
School finances are in good standing and, despite the sudden cancellation of our 2019-2020
auction, St. Charles School was fiscally responsible, therefore managing close to budget. In
preparation for the 2020-2021 school year, with an understanding that fundraising would be
more difficult, the school made conservative financial decisions in order to mitigate any large
deficits. It was an incredible gift that the parish applied for and received PPP funds, providing
welcome breathing room to cover personnel costs.
Father Ghiorso (pastor), the School Finance Committee, and the School Advisory Board all
have insight into the financials of the school and regularly advise and approve purchases and
decisions as they relate to school funds. The school budget is approved by the DCS annually
and was approved in April. As circumstances change, the School Finance Committee will be
meeting monthly paying careful attention to fundraising opportunities, outside of an in-person
auction, which will not be permissible in the near future.
Tuition was set in March and at this time families were given the opportunity to apply for a
change in financial circumstances. Two hundred eighty-one students are currently enrolled in
St. Charles School and all registrations for these students have been paid.
Scholarship and Financial Assistance
DCS Guidelines: Maximize financial aid for families. Explore venues to financially support
students.
● One-on-one meetings via Zoom with families who have applied for and received financial
assistance.
● $80,000 has been budgeted for the 2020-2021 school year with funds from the
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●
●
●

Endowment and Parish Scholarship.
30 families qualified for financial assistance for the 2020-2021 school year.
5 families qualified for the DCS Family Scholarship.
All families on financial aid have modified contracts to ease financial burden

Fundraising
DCS Guidelines: Explore other venues for raising funds outside of events (large gatherings)
St. Charles School continues to investigate fundraising opportunities outside of large gathering
events. Potential new opportunities include:
1. School wish list funded throughout the year by private donations
2. A virtual walk-a-thon
3. Utilizing School Advisory Board members to write additional grant proposals
beyond our typical grants.
The school, with the support of the Advisory Board and Finance Committee, will continue to
investigate additional fundraising opportunities to help offset the loss of an auction.

Section 8: Campus Maintenance and Procedures
DCS Guidelines: The safety of employees and students is the first priority. Upon reopening,
schools must have been completely cleaned and disinfected. Further, schools will continue to
adhere to all necessary safety precautions.
All cleaning supplies shall be in compliance with the approved disinfectants (refer to
Environmental Protection Agency (EPA) List N, Disinfectants for use Against SARS-COV-2),
including re-order/stocking of cleaning/disinfectant supplies for each facility. For more
information on cleaning supplies, see attachment.
In order to maintain the highest level of safety, St. Charles School will closely follow cleaning
and disinfecting guidelines as outlined by the SMCHD. This will mean regular training for all staff
to ensure strict adherence to these guidelines.
Daily Cleaning Schedule
All staff and will students will be responsible for cleaning and disinfecting spaces where and
when appropriate. Only approved cleaning supplies and disinfectants will be used. In addition,
our day and evening maintenance teams will ensure the cleaning of high-touch areas at a
minimum of twice a day, which includes but is not limited to restrooms, door handles, and light
switches.
Every room used for learning will have signs encouraging proper hygiene and will be equipped
with all necessary cleaning and disinfectant supplies that include:
● Spray bottles ready for the 75/25 hydrogen peroxide/water mixture for cleaning
● Cloth towels
● Paper towels
● Kleenex
● External no-touch hand sanitizer and additional no-touch hand sanitizer for inside the
rooms
● Extra face masks (disposable)
● Face shields, gloves and goggles
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Appendix
St. Charles School Framework is based on many sources, but primarily:
● Framework for Approved School Openings, Department of Catholic Schools (DCS)
● Pandemic Recovery Framework San Mateo Coalition for Safe Schools and
Communities, San Mateo County Office of Education (SMCOE)
Additional Resources Consulted
COVID-19 and Reopening in Person Learning, California Department of Public Health.
COVID- 19 Industry Guidance: Schools and School Based Programs, California Department of
Public Health and Cal OSHA.
COVID-19 Planning Considerations: Guidance for School Reentry, American Academy of
Pediatrics
COVID-19 Prepared; Reopening of Santa Clara County Schools, Santa Clara Public Health.
COVID-19 Recommendations for School Reopening, SickKids Toronto Children’s Hospital.
FERPA and COVID-19: Protecting Student Privacy; US Department of Education
Initial Fall Reopening Guide; Massachusetts Department of Education
Operating Schools During COVID-19, Centers for Disease Control and Prevention.
Pandemic Recovery Framework, San Mateo County Coalition for Safe Schools and Communities
and San Mateo County Office of Education
Preparing K-12 School Administrators for a Safe Return to School in Fall 2020, Centers for
Disease Control and Prevention.
Schools and Childcare Programs: Plan, Prepare, Respond; Centers for Disease Control and
Prevention.
Stronger Together: A Guidebook for the Safe Reopening of California’s Public Schools;
California Department of Education.
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Plan Development and Focus on Continuous Improvement
DCS Guidelines: This plan was developed in consultation with school and program leaders and
Diocesan leadership. It takes into account the feedback of students, families, staff, and
administrators through conversation and site-based surveys. The site administrators will examine
the protocols on an as needed basis.

This plan was approved by the Department of Catholic Schools on August, 15 2020 and
approved by the San Mateo County Health Department on October 5, 2020. An addendum
to allow for the return of our students in grades 7 and 8 was approved by the San Mateo
County Health Department on October 13, 2020.
This plan is subject to change and communicated appropriately.
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