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INTRODUCTION 
 
Oakwood School recognizes that we are a critical community institution serving teachers, staff, 
students, and families. The threat of a highly infectious outbreak in our school could be detrimental to 
the community. This plan aims to define implementation measures to prevent or reduce COVID-19 
transmission in our school setting while meeting the educational needs of all students. This document 
applies to grades preschool through 12. We are dedicated to following this infectious disease 
preparedness plan, providing implementation communications, and establishing guidelines in advance 
for potential challenges. 
  
This Oakwood Family Operations Plan Handbook outlines Oakwood’s strategy to mitigate, respond, 
and recover from a highly infectious disease outbreak such as COVID-19 (Coronavirus), Pandemic 
Flu, etc. with a collective, community approach.  This handbook serves as the Oakwood COVID-19 
Safety Plan (CSP), containing the content of the COVID-19 School Guidance Checklist and 
Cal/OSHA COVID-19 Prevention Program (CPP). The handbook will serve as the guidance document 
for teacher, staff, and student COVID-19 training and instruction. 
 
This plan is compliant with Governor Gavin Newsom’s  announcements stating restrictions for 
reopening both public and private schools, according to the California Department of Public Health 
Blueprint to a Safer Economy framework and metrics for when and how schools reopen for in-person 
instruction. 
 
This plan is based upon the orders, requirements, and guidance from: 
State and Local Orders Affecting Schools 

• Governor and California Department of Public Health 
• Santa Clara County and The City of Morgan Hill 

State and Local Guidance for Schools 
• California Department of Public Health 
• California Department of Education 
• California Department of Social Services 

Public Health Guidance 
• Center for Disease Control and Prevention 
• California Department of Public Health 

Workplace Safety 
• Occupational Safety and Health Agency (OSHA) and Cal / OSHA 

Privacy, Medical Testing, and Accommodations 
• Article 1, Section 1 of the California Constitution 
• Americans with Disabilities Act (ADA) 
• Age Discrimination Employment Act (ADEA) 
• Employment Equal Opportunities Commission (EEOC) 
• California Federal and Department Employment and Housing Act (EHA) 
• California Confidentiality of Medical Information (CMIA) 

Other/Additional Medical Professionals 
 
The above orders, requirements, and guidance have and will continue to be updated over time. 
Likewise, this Oakwood School COVID-19 Operations Plan will continue to evolve and maintain 
currency with these orders, requirements, and guidance. Communications and revisions of this 
document will be published, as necessary.  
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PURPOSE 
 
The purpose of this operations plan is to establish norms for operation during the COVID-19 
pandemic by defining our roles and capacities for keeping our students and staff safe and to 
streamline the communication to our staff, students, and families for effective implementation. Highly 
infectious illnesses can spread quickly and have a widespread impact on communities, such as 
schools, with regular close physical interactions. As such, this plan serves as a resource guide for 
planning, mitigating, and responding to COVID-19. 
 
The purpose of this plan is to achieve the following goals: 
  

• Maximize the protection of lives by reducing health risks while minimizing disruption to 
education and social interaction. 

• Enable school to continue to operate and provide education as effectively as possible in the 
event of a highly infectious disease outbreak with minimal losses to enrolled students, talent, 
academic achievement, and finances. 

• Develop a communications plan to ensure that students, parents, and staff receive timely and 
accurate information regarding disease prevention efforts and infection control strategies. 

 
This plan establishes the norms for Oakwood School’s operations during the COVID-19 pandemic. 
There are three norms for school operations: 

• On-campus Learning: On-site school operations when federal, state, and local agencies 
determine that risk prevention measures for COVID-19 can be significantly reduced or are no 
longer required. 

• Hybrid Learning: Alternating on-campus learning and remote learning with assigned 
attendance for alternating days, when federal, state, and local agencies determine preventive 
measures for COVID-19 can be implemented to mitigate COVID-19 transmission in our school 
setting while meeting the students’ educational needs. 

 
Requirement: 
• Each student participating in on-campus learning will be required to have a waiver signed 

by their parents/guardians before starting school. See Appendix “A” for waiver form. 
 

• Remote Learning: School site closure with remote learning when federal, state, and local 
agencies determine preventive measures for COVID-19 are no longer adequate to reduce 
COVID-19 transmission in our school setting while meeting the educational needs of the 
student. Students learn remotely from home via online connectivity with their teachers. 

o Students who are at high risk or have family members at high risk of contracting 
COVID-19 infection or have difficulty with COVID-19 prevention measures may choose 
to participate in remote learning or other reasonable accommodation.
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GUIDING PRINCIPLES 
 
Oakwood is an incredibly special community of faculty, staff, administration, students, and families 
who have created an extraordinary educational environment. We believe that our combined mission is 
to provide the best possible education for our students and to make sure that we educate the whole 
child with a broad range of quality classes and valuable activities. We know that Oakwood’s mission is 
not only to promote our students to higher levels of academic excellence, but also to instill in them a 
love of learning, respect for others, and a deep understanding of the critical role of character and 
integrity.  
 
During this time of the COVID-19 pandemic, our Oakwood School Mission and expected school-wide 
learning outcomes remain the same. What has changed is how we accomplish these goals. Several 
fundamental guiding principles serve as the foundation in the creation of this plan. First and foremost, 
“What is best for the student?” is our core principle and guideline. These goals are achieved by:  

• Optimizing the learning environment: Providing an efficient learning environment designed by 
grade level and supported by resources. 

• Community Wellness: Maintaining a safe and healthy environment during COVID-19. 
• Being Back Together as a Community Safely: Social interaction enables learning and student 

social and emotional well-being. 
• Supporting Our Faculty and Staff: Enabling our faculty/staff with resources to facilitate 

teaching while providing them beneficial protection. 
 

 



 

7 | P a g e  
4/6/2021 

PREVENTION 
 
COVID-19 most commonly spreads between people who are in close contact through respiratory 
droplets or small particles produced when an infected person coughs, talks, or breathes. The public 
health department strategies to reduce the risk of disease transmission in school and other 
community settings are provided in the ordered list below: 

1. Face coverings 
2. Stable groups 
3. Physical distancing 
4. Adequate ventilation 
5. Hand hygiene 
6. Symptom and close contact exposure screening, with exclusion from school for teachers, staff, 

or students with symptoms or with confirmed close contact. 
7. Surveillance or screening testing 

Oakwood School takes these preventative measures very seriously and has put mitigation plans in 
place for each risk area to help prevent the transmission of COVID-19.  Our prevention strategy does 
not just have one mitigation action but multiple mitigation actions for each of the above preventative 
measures, with checks and balances to ensure compliance. 

 
Because the relative contribution of each of these measures in reducing the spread of COVID-19 is 
not yet clear, public health experts have generally recommended that they are used collectively where 
possible. 
 
These strategies may be easier or harder to implement in different age groups or settings. For 
example, we plan for elementary school students to have fewer contacts by having students stay in a 
stable group and not mixing with other groups. Younger students may be less able to consistently 
wear face coverings or maintain physical distancing during age-appropriate social and educational 
activities. In contrast, middle and high school students encounter more individuals in a typical school 
day. Still, they are likely to have a greater ability to maintain physical distancing and to use face 
coverings more consistently. For these reasons, the requirements for minimizing disease transmission 
vary by age group. 
 
 

NOTE 
 
Prevention of COVID-19 is dependent on all of us adhering to the preventive actions defined in 
this Oakwood COVID-19 Family Operational Plan Handbook. The Oakwood community is 
relying upon all our actions. If ever in doubt about your student’s health or potential COVID-19 
situation, we ask that you seek COVID-19 guidance from your medical provider or reach out to 
the Oakwood Pandemic Team for assistance.  Please do not let schedule pressures define the 
outcome of your decision. COVID-19 vigilance is an area that deserves our dedicated attention 
and time.  
 
Oakwood COVID-19 protocols need to be adhered to by both parents and students. There will 
be consequences for those who do not follow the Oakwood COVID-19 protocols or who 
provide inaccurate information to the Pandemic Team. 
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PHYSICAL DISTANCING 
 
In accordance with CDPH guidelines, Oakwood School will implement and enforce physical distancing 
requirements for anyone on campus. Physical distancing requirements will be communicated through 
school correspondence, training, and signage. Physical distancing training for Oakwood staff and 
students will cover protocols for both indoor and outdoor spaces. Signage will be posted in prominent 
locations throughout the campus to remind students and staff about physical distancing. Faculty/Staff 
monitors will reinforce physical distancing. Only necessary students and staff will be allowed on 
campus. Parents and necessary visitors will require pre-approval with set protocols and will be limited 
in the number of students and staff with whom they come in contact. 
 
The Oakwood campus has been assessed to assist students and staff with maintaining physical 
distancing. Arrival and dismissal, classroom and non-classroom settings, and shuttle transportation 
have specific requirements and implementation plans defined based upon this assessment. Signage, 
sidewalk, and 6 feet physical distancing markings, classroom configurations, and overall campus 
traffic flow indicators will be put in place to ensure physical distancing (reference Figure 1 for details). 
To prevent crowding of students during arrival and dismissal, each class has a defined arrival time 
and dismissal time with designated pick-up and drop-off locations to maximize physical distance while 
minimizing scheduling challenges for students and families.  
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Figure 1, Oakwood Physical Distancing Entry, Exit, and Overall Campus Flow 
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ARRIVAL AND DISMISSAL 
	

Requirements: 
 
• Minimize close contact and ensure personal safety between students, staff, families, and the 

broader community at arrival and dismissal through the following: 
o Each class will be given a defined drop-off and pick-up time to prevent parking congestion 

and promote physical distancing. 
o Students are to enter and exit campus through their defined entry and exit point. 
o Entry and Exit points will have signage and be supervised by staff to assist with student 

traffic flow and ensure physical distancing. 
o All faculty, staff, and students are required to wear face coverings (except those under two 

years old) on campus and physically distance 6 feet from one another. 
o All students, faculty, staff, and visitors must pass a COVID-19 symptom screening, and 

verbally confirm that they are not experiencing a fever, any COVID-19 symptoms, or 
answers “No” to COVID-19 prevention questions, as defined below, to gain campus access. 

 
COVID-19 Symptoms 

 
* Have you or anyone in your household had any one or more of the symptoms today or 

within the past 3 days? 
§ Fever, defined as 100.0º F or higher 
§ Chills 
§ Cough 
§ Loss of taste or smell 
§ Shortness of breath or difficulty breathing 

* Have you or anyone in your household had any one or more of these symptoms today or 
within the past 3 days and that are new or not explainable by another reason? 
§ Fatigue 
§ Muscle or body aches 
§ Headache 
§ Sore throat 
§ Nausea, Vomiting or Diarrhea 
 

COVID-19 Prevention Questions 
 

* Have you or anyone in your household taken a NON-ROUTINE COVID-19 test or waiting 
for test results? Or have you received COVID-19 test results that you have not yet 
shared with Oakwood in the last 10 days? 

* Have you recently been around someone you think may be COVID-19 positive in the 
past 10 days? 

* Within the last 10 days have you been diagnosed with COVID-19 or had a test 
confirming you have the virus? 

* Do you live in the same household with, or have you had close contact with someone 
who in the past 10 days has been in isolation for COVID-19 or had a test confirming they 
have the virus? Close contact is 6 feet for 15 minutes or more.  

 
Any person with a fever at or above 100.0º F or any COVID-19 symptoms, as defined above, 
will not be allowed on campus, and should contact his or her primary care provider or health-
care professional. Those who answer “Yes” to any of the COVID-19 prevention questions will 
not be allowed on campus and additional screening actions taken.  (Reference Appendix B) 



 

11 | P a g e  
4/6/2021 

Implementation: 
 
Pre-School and Junior-K 

• Pre-school students will enter and exit campus at the front of their classrooms for Rooms 27 
and 29, and through entry #2 for Room 23. 

• Junior-kindergarten students (Rooms 19 and 21) will enter and exit campus through entry/exit 
#2 at their defined time. 

• Parents/Guardians will park in the elementary school parking lot and proceed to their entry/exit 
areas. Only one parent/guardian will be allowed to walk onto campus with a student. 

• Parents/Guardians and their students are always required to wear face coverings on campus 
(except for those under 2 years old) and physically distance 6 feet from others.  

• At the entry/exit area, parent/guardian and student(s) will be screened for COVID-19 
symptoms by a staff member. 

• After successfully passing the symptom screening, students will proceed to the greeting point 
outside the student’s classroom where a teacher will be waiting to assist them to their 
classrooms. To protect the classroom cohort environment, parents will not enter the 
classroom. 

• Parents/Guardians will knock on their student's classroom door, not enter the classroom, to 
pick up their students at dismissal. 

Kindergarten 
• Kindergarten will enter and exit campus through entry/exit #1 for classrooms #25 and #26 and 

entry/exit #4 for classroom #10, at their defined time. 
• Parents/Guardians will drop off and pick up their student(s) at entry/exit #1 or #4 and not exit 

their vehicle. 
• Students, wearing face coverings, will be screened for COVID-19 symptoms before exiting 

their vehicles. 
• Students are always required to wear face coverings on campus and physically distance 6 feet 

from others. 
• Students will follow entry/exit route #1 or #4 and use the hand sanitizing station before 

reaching their classroom.  
Elementary School  

• Elementary school students will enter and exit campus through entry/exit #4 at their defined 
time. 

• Parents/Guardians will drop off and pick up their student(s) at entry/exit #4 and not exit their 
vehicle. 

• Students, wearing face coverings, will be screened for COVID-19 symptoms before exiting 
their vehicle. 

• Students are always required to wear face coverings on campus and physically distance 6 feet 
from others when outside the classroom. 

• Students will follow entry/exit route #4 and use the hand sanitizing station before reaching their 
classroom.  

Middle School 
• Middle School students will use the Fever Free app to conduct COVID-19 symptom screening 

(reference Health Screening) before coming to school (or have a completed COVID-19 
Screening Checklist).  If they pass the Fever Free COVID-19 symptom screening, they may 
proceed to school. 

• Parents/Guardians will drop off and pick up their student(s) at entry/exit #3 or #4 and not exit 
their vehicle. 

• Students remaining in their vehicles, wearing face coverings, will present their Fever Free 
COVID-19 symptom screening confirmation (or have a completed COVID-19 Screening 
Checklist) to a COVID-19 symptom screener before exiting their vehicle (reference Health 
Screening).   
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• Middle School Students will enter through entry/exit #3 and exit campus through entry/exit #3 
or #4 at their defined time. 

• Students are required to wear face coverings and physically distance 6 feet from others. 
• Students will follow entry/exit route #3 and use hand washing stations before reaching their 

classroom.  
High School 

• High School students will use the Fever Free app to conduct COVID-19 symptom screening 
(or have a completed COVID-19 Screening Checklist) before coming to school (reference 
Health Screening).  If they pass the Fever Free COVID-19 symptom screening, they may 
proceed to school. 

• Parents/Guardians will drop off and pick up their student(s) at entry/exit #1 and not exit their 
vehicle. 

• High school students will enter and exit campus through entry/exit #1 at their defined time. 
• High school students will exit their vehicle and proceed to entry/exit #1, where they will present 

their Fever Free COVID-19 symptom screening confirmation (or have a completed COVID-19 
Screening Checklist) to a COVID-19 symptom screener. 

• High school students who drive themselves to school will park in the high school parking lot 
and proceed, without congregating with others, to entry/exit #1, where they will present their 
Fever Free COVID-19 symptom screening confirmation to a COVID-19 symptom screener. 

• Students Are required to wear face coverings and physically distance 6 feet from others. 
• After successfully passing COVID-19 symptom screening, students will proceed to the 

handwashing station located on the entry/exit #1 route. 
• Senior privileges to leave and reenter campus after arrival are suspended/canceled until 

further notice. 
Faculty/Staff 

• Faculty/Staff will use the Fever Free app to conduct COVID-19 symptom screening (reference 
Health Screening) before coming to school.  If they pass the COVID-19 symptom screening, 
they may proceed to school. 

• If they have successfully passed the Fever Free app COVID-19 symptom screening, they will 
proceed to a handwashing station to wash their hands and then proceed to their work area. 

• If the faculty/staff member did not complete the Fever Free COVID-19 symptom screening, 
they will proceed to the school office upon arrival.  A school office representative will take their 
temperature and complete the COVID-19 symptom screening questionnaire. If the faculty/staff 
member passes the COVID-19 screening, they may proceed to the handwashing station.  If 
they do not pass, they will be sent home and not allowed on campus. 

• Melissa Barrow will validate every morning that all faculty/staff on campus had successfully 
passed COVID-19 symptom screening. 

• Faculty/Staff will always wear face coverings on campus and physically distance 6 feet from 
others.  

Visitors and Vendors 
• Visitors and vendors will pre-coordinate their request to visit and gain pre-approval by 

contacting the Oakwood school offices, [(408) 782-7177, Ext. 100 for preschool through 8th 

grade and Ext. 200 for high school] or designated point of contact.   
• Visitors and Vendor access to campus will be limited. 
• Visitors and vendors will comply with face covering, physical distancing, and hygiene 

protocols. 
• Visitors and vendors will be screened for COVID-19 symptoms before entering campus. 

Attendance: 
• Attendance will be taken per the 2020 Oakwood Family Handbook. 
• Tardy notification will be provided electronically from the Oakwood school office. 

 
 



 

13 | P a g e  
4/6/2021 

Note: 
 
• For student arrival time, please reference the Oakwood School COVID-19 Arrival & Dismissal 

webpage. 
 
• Students arriving at their defined drop-off and pick-up time is critical. We require your punctuality 

in supporting your students defined times. Punctuality is vital to ensure smooth traffic flow, support 
preventative measures, and safe student campus entry and exit. The school will conclude 
promptly after dismissal. A punctuality fine of $50.00 may be imposed on students who have 
difficulty meeting drop off and pick up timelines and repeat offenders will study remotely. 

 
• If a student comes to school late, they go directly to the Main Office located at Entry #3, where 

they will be screened for COVID-19 symptoms.  After successfully passing COVID-19 symptom 
screening, the student will wash their hands and proceed to their classroom. 

 
• If a student plans to be absent or requires early dismissal, a parent/guardian must email 

attendance@oakwoodway.org. For early dismissal, parents are to stay in their Vehicle and call 
the Oakwood school offices, [(408) 782-7177, Ext. 100 for preschool through 8th grade students 
and Ext. 200 for high school student] from the curb/parking lot so their students can meet them. 

 
• If a parent has questions that are COVID-19 related, please reach out to the Oakwood Pandemic 

Team at pandemicteam@oakwoodway.org.  
 
 

CLASSROOM SETTING 
 
Requirements: 
 
• Lower School 

o Students and staff will remain in stable classroom cohorts by keeping the same students and 
core teachers or staff together for the entire school day. Students will not be allowed to mix 
with other stable classroom cohorts. 

o Elementary backpacks or personal belongings will remain with the student in their 
classroom, and ECE students will use their backpack hooks.  

o Space between student desks will be maximized, three to six feet or more, to the extent 
practicable. 

• Upper School 
o Physical distancing of three to six feet will be maintained between all students’ desks to 

reduce student-to-student disease transmission. 
o Backpacks or personal belongings will remain with the student or in a defined locker. 

• All school 
o Teacher and staff desks will be at least six feet away from any students to reduce adult-to-

student and student-to-adult disease transmission. 
o Students will be assigned stable seating arrangements to ensure that close contacts within 

the classrooms are minimized and easily identifiable. 
 
Implementation: 
 
Pre-School and Junior-Kindergarten 

• Prioritized stability of stable classroom cohorts will be used over physical distancing. Given the 
social and educational needs of this age group, physical distancing is difficult to enforce. 
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Therefore, strict maintenance of stable classroom cohorts, which minimizes the total number 
of contacts, is the primary mechanism for risk reduction. 

o Cohorts will be physically distanced from other cohorts and pods. 
o Students will not be allowed to interact with or join different cohorts once assigned to a 

cohort. 
Kindergarten and Elementary School 

• Prioritized stability of stable classroom cohorts will be used over physical distancing. 
Therefore, strict maintenance of stable classroom cohorts, which minimizes the total number 
of contacts, is the primary mechanism for risk reduction. 

o Classroom settings will be configured to maintain three to six-foot physical separation 
between students and at least six feet from their  teachers desk.  

o Cohorts will be physically distanced from other cohorts and pods. 
o Students will not be allowed to interact with or join different cohorts once assigned to a 

cohort. 
Middle and High School 

• Students’ desks will be spaced three to six feet apart within the classroom and at least six feet 
from their teacher’s desk.  

• Students will be assigned stable seating arrangements to ensure that close contacts within the 
classrooms are minimized and easily identifiable. 

• Class sizes will not exceed the classroom capacity to accommodate the three to six-foot 
separation requirement.  

In all settings 
• Adequate supplies will be provided to minimize the sharing of high touch materials (art 

supplies, equipment, electronic devices, etc.) to the extent practicable, or limited to the use of 
supplies and equipment to one group of students at a time and cleaned and disinfected 
between uses. 

• Student belongings will be separated from other students so that students do not come into 
contact with other students’ belongings. 

• Classroom furniture and equipment will be reduced when needed to facilitate distancing and 
reduce high-touch surfaces. 

• Ventilation will be improved by increasing outdoor air circulation (e.g., by opening windows 
and doors) or using high-efficiency air filters and increasing ventilation rates. 

 

NON-CLASSROOM SETTING 
 

• Restrooms: Restrooms will be assigned for each grade. Restrooms will have a limited number 
of occupants and physical distancing of available utilities. Restrooms and restroom entrances 
will have floor markings to aid in physical distancing and signage, noting maximum occupancy. 
Restrooms will be monitored by faculty and staff.  
 

• Library: Class sizes will not exceed the Library capacity to accommodate physical distancing, 
and the librarian will distribute books. 
 

 
• Lunch:   

Preschool through fifth grade: 
o Students will eat their lunches with their cohort group in their classroom area or 

outside, maintaining distance from other cohorts. If snacks are provided, they will be 
eaten with their cohort group in their classroom area, maintaining distance from other 
cohorts. 
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Middle and high school: 
o Students will use outdoor lunch areas during good weather conditions. Outdoor areas 

will be defined for each grade.  Students are to maintain six-foot physical distancing 
while eating lunch.  Face coverings may only be removed while eating.  Multiple areas 
of the school’s campus will be designated for upper school lunch to enable students to 
socialize while physical distancing from one another. 

o Indoor lunch areas (Barn, Athletics Center, Classroom, depending on the number of 
students) will be used during inclement weather conditions with students maintaining 
physical distance from one another.  Students are to maintain six-foot physical 
distancing while eating lunch.  Face coverings may only be removed while eating. 

o Snacks cannot be shared and must be eaten outside while physically distancing 6 feet 
from others.  

Note: Students will no longer be able to have their lunch delivered to school (by parents or delivery 
service) nor go off campus for lunch.  A Choicelunch will be provided to students who forget their 
lunch. 
 
• Playground and Recess: Recess activities have separate areas designated by cohort and 

group and are staggered throughout the day. Physical activities that require less contact with 
surfaces and play equipment will be used, allowing for greater physical distancing. Play 
equipment will be identifiable by cohort and disinfected after use by each group. Playground 
structures will be limited to a single cohort each day and disinfected at the end of the day.  
 

• Lower School Physical Education: Lower School Physical Education will be performed in 
compliance with the CDPH Outdoor and Indoor Youth and Adult Recreational Guidance, Santa 
Clara County (SCC) School Guidance/Recommendations, and CDPH Gyms and Fitness 
Center guidance. 

 
Lower School Physical education is permitted when in a stable cohort, such as a class, that 
limits the risks of transmission (see CDC Guidance on Schools and Cohorting). Activities 
should take place outside to the maximum extent practicable. Participants are required to wear 
face coverings when participating in the activity, even with heavy exertion as tolerated, both 
indoors and outdoors. Players should take a break from exercise if any difficulty in breathing is 
noted and should change their face covering if it becomes wet and sticks to the player’s face 
and obstructs breathing. Face coverings that restrict airflow under heavy exertion (such as N-
95 masks) are not advised for exercise. 

 
For sports that cannot be conducted with sufficient distancing or cohorting, only physical 
conditioning and training is permitted and ONLY where physical distancing can be maintained. 
Conditioning and training should focus on individual skill building (e.g., running drills and body 
weight resistance training) and will take place outside. Indoor physical conditioning and 
training will only be allowed when SSC reopens gyms and fitness.  

 
Equipment sharing will be avoided, and if unavoidable, clean and disinfect shared equipment 
between use by different people to reduce the risk of COVID-19 spread. 
 

• Upper School Physical Education: see Athletics/Upper School Physical Education Section. 
 

• Lockers: Lockers will be used only if physical distancing through locker assignment can be 
achieved. 
 

• Hallways: Hallway congestion and congregation will be minimized by increasing the number of 
exits used by students, implementing one-way traffic walking/passage areas, traffic flow and 
physical distancing signage, and staggering the dismissal of students from classes. 
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• School Student Center: The Student Center will be a quiet study center for high school 

students, and no cohorts will be allowed to use the Student Center. The Student Center will be 
configured with individual desks spaced  6 feet apart.  The Student Center sliding walls (nana 
walls) will be open to increase ventilation.  Students will be asked to disinfect their area before 
departing, and students to disinfect their area upon arrival.  Disinfecting supplies will be made 
available in the center.  In addition to student cleaning, frequent daily janitorial services will be 
provided.  Students will not be allowed to stand or congregate in the Student Center.  
Microwaves will no longer be available for use. Face coverings and physical distancing are 
always to be maintained.  Staff will monitor the student center.  
 

• Collaboration Rooms: Collaboration rooms will no longer be made available.   
 

• Club Meetings: All clubs meetings will be conducted outdoors.  Meetings will only be 
conducted if student can always wear face coverings and maintain at least 6 feet physical 
distance.  The club will connect remote members via Zoom. 
 

• Lost and Found:  Lost and found items will be returned if labeled with the student's name and 
grade. Those items not labeled will be donated or saved for the uniform exchange. Only high-
value items (e.g., computers, cell phones, jewelry) will be saved by the office and returned 
upon enquire.  
 

• The Athletic Center Gym: In compliance with the Santa Clara County (SCC) guidance and 
shutdown of gyms and fitness centers, indoor athletics will not take place and the gym which 
will remain closed. All training, conditioning, or sports activities will take place outdoors until 
gyms and fitness centers can reopen. 
 

• Locker Rooms and Team Rooms: In compliance with the Santa Clara County (SCC) guidance 
and shutdown of gyms and fitness centers, locker rooms and team rooms will be locked until 
gyms and fitness centers can reopen. 
 

• Weight Room and Cardio Room: In compliance with the Santa Clara County (SCC) guidance 
and shutdown of gyms and fitness centers, the weight room and cardio room will be locked 
until gyms and fitness center can reopen. 

 
• Vending Machines:  Vending machines will no longer be stocked with food items. 

 
• Staff Break Rooms:  

o Staff will not be allowed to gather in any indoor spaces, such as break rooms and offices. 
o Staff break rooms will no longer be available for use, and microwaves and refrigerators will 

be disabled. 
o Faculty/Staff will eat meals outdoors or in an ample, well-ventilated space. 

 
• Shared Tools, Equipment, and Personal Protective Equipment (PPE): 

o PPE must not be shared, e.g., gloves, goggles, and face shields. 
o Items that teachers, staff or students come in regular physical contact with, such as 

phones, headsets, desks, keyboards, writing materials, shall not be shared, to the extent 
feasible. If shared they must be disinfected between use. 

 
• School Offices:  

o Staff office and work areas will have six-foot physical distancing and have physical 
distancing indicators for visitors.  
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o Staff will always wear face coverings, with the exemption for persons who are working in 
an office or in a room alone.  

o Generally, no more than 1 staff member may be allowed per 250 square feet of indoor 
space. 
 

• Staff Meetings: Conduct all staff meetings, professional development training and education, 
and other activities involving staff via video or phone conference. If in-person attendance is 
necessary, it will be conducted with appropriate physical distancing.  

 
• Emergency Plans and Drills: Emergency plans and drills will facilitate physical distancing, to 

the extent feasible, during such events. 
 

• Bikes: At least six feet of physical distancing should be maintained for individuals riding bikes 
and at bike racks. 

 

SHUTTLE TRANSPORTATION TO AND FROM SCHOOL 
 
Requirements: 
 

• Before boarding the shuttle, students will be screened for COVID-19 symptoms and verbally 
confirm that they are not experiencing COVID-19 symptoms to gain shuttle access. 

• Shuttles will be loaded from the back to the front to avoid student contact with others. 
• Shuttle accommodations will ensure six feet physical distancing between the shuttle driver and 

students when seated. Physical partitions or visual cues will help ensure physical separation 
(e.g., floor decals, colored tape, or signs to indicate to students where they should not sit or 
stand near the shuttle operator).  

• The shuttle driver and students will always wear face coverings while waiting and riding on the 
shuttle. 

• Physical distancing will be maximized between students on the shuttle by limiting available 
seats to the extent practicable (e.g., every other row available seating). 

• Ventilation will be increased on shuttles by opening windows, to the greatest extent possible. 
• Students from the same family and the same cohort may sit together whenever possible to 

minimize exposure to new contacts. 
• Shuttles will be thoroughly cleaned and disinfected after each transport. 

 
  
Implementation: 
 

• Students will not be allowed to board the shuttle without a face covering. 
• Shuttle drivers will have disinfectant wipes and disposable gloves to support the disinfection of 

frequently touched surfaces and conduct a thorough cleaning and disinfecting of the shuttle 
after each transport. 

• Families and staff should only carpool with members of their stable cohort, wear a face 
covering while carpooling, and open windows during carpooling to maximize outdoor air 
circulation when feasible. 
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Figure 2, School Playground Zones & Monitoring 
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HYGIENE MEASURES 
 
How Germs Spread: Illnesses such as the flu (influenza) and colds are caused by viruses that infect 
the nose, throat, and lungs and gastrointestinal tract. The flu and colds usually spread from person to 
person when an infected person coughs or sneezes, and another person inhales the virus. Other 
viruses are spread by infected persons passing germs through food or ineffective hand washing. 
Germs are also spread by droplets when a person touches something contaminated with a virus and 
then touches their eyes, nose, or mouth. The length of time germs can live on certain surfaces 
depends on the actual virus. 
 
Disease Prevention & Education: To help prevent the spread of any infectious disease, Oakwood 
will educate students, staff, and the community on social etiquette, good health and hygiene habits, 
and disease prevention. The school will provide handwashing, coughing, and sneezing education to 
mitigate the risk of COVID-19 infection. Our basic educational message is: 

• Wear Appropriate Face Coverings 
• Wash Your Hands Often 
• Maintain 6-foot Physical Distancing 
• Stay Home If You are Sick 
• Wear Appropriate PPE (Personal Protective Equipment), as required 
• Immunized against influenza, unless unable due to a person’s medical condition 

FACE COVERINGS 
 
Requirements: 
 

• Teachers and staff 
o All adults must always wear a cloth face covering while on campus, except while eating, 

drinking, in an office or room alone, or when their face covering needs to be replaced, at 
which times they need to be six feet away from others. 

o Faculty members may wear face shields in addition to face coverings to provide added 
protection. 

o Teachers may consider using face coverings with clear windows during phonological 
instruction, or a face shield with an appropriate seal (cloth covering extending from the 
bottom edge of the shield and tucked into the shirt collar), to enable students to see 
teacher’s mouth and in settings where face covering poses a barrier to communicating. 

o Teachers and staff who cannot wear face coverings will not be assigned duties that require 
close contact with students or other staff. 

• Students 
o Students Preschool through 12th grade are required to wear a face covering at all times, 

while at school. 
§ A face covering should be removed for meals, snacks, naptime, or when it needs to be 

replaced. When a face covering is temporarily removed, it should be placed in a clean, 
safe area, clearly marked with the student’s name and date, until it needs to be put on 
again.  

§ Children under 2 years old should not wear a face covering. 
o Remote learning or other reasonable accommodation will be provided for student’s 

Kindergarten-12th grade who cannot wear a face covering. 
• Signage will be posted in high visibility areas to remind students and staff of (1) that face 

coverings are required and (2) appropriate use of face coverings. 
• Communications will be provided to staff and families regarding expectations for face 

coverings at school and how to wash face coverings. Training will be provided to students on 
the rationale and proper use of face coverings. 
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Implementation: 

• Washing hands, physical distancing, and wearing a face covering helps prevent the spread of 
COVID-19.  Face coverings are recommended as a simple barrier to help prevent respiratory 
droplets from traveling into the air and onto other people when the person wearing the mask 
coughs, sneezes, talks, or raises their voice. This is called source control. Face 
coverings fully cover the nose and mouth, including the chin and are secured with head ties or 
straps. Face coverings should fit comfortably against the face and not have gaps. They can be 
made of a variety of breathable materials, with multiple layers, and may contain a filter. A cloth 
face covering may be factory-made or sewn by hand. 

• It is good practice to wash your cloth face covering frequently, ideally after each use, or at 
least daily. Have a bag or a container to keep cloth face coverings in until they can be 
laundered with detergent and hot water and dried on a hot cycle. If you must re-wear your 
cloth face covering before washing, wash your hands immediately after putting it back on and 
avoid touching your face.  

• Face coverings should fit appropriately, covering the nose, mouth, and chin. They should be 
tasteful, containing no wording, symbols, or offensive images, and may be any color or color 
pattern.  

• The following face coverings do not provide sufficient source control and are not allowed at 
school: 
o Face coverings with one-way valves or vents allow respiratory droplets to be expelled 

out through holes in the material and potentially spread the COVID-19 virus. 
o Gaiters or thin fleece material face coverings convert the large aerosol particles into the 

more dangerous smaller particles and increase spread of the COVID-19 virus. 
o Bandannas, similar to gaiters and face shields do not provide sufficient source control. 
o Face Shields, worn by themselves, do not provide sufficient source control. These should 

be worn with a mask. 
• Students who do not have a face covering, lose, or damaged their face covering will be 

provided with a replacement face covering.  Special accommodations will be provided to 
students who cannot wear a face covering. 

 
HANDWASHING AND OTHER HYGIENE MEASURES 
 
Requirements: 
 

• Hygiene measures will be taught and reinforced for proper handwashing techniques, avoiding 
contact with one’s eyes, nose, and mouth, and covering coughs and sneezes. 

• Signage will be posted in high visibility areas to remind students and staff of proper techniques 
for handwashing and covering coughs, sneezes, and other prevention measures. 

• Adequate supplies will be provided to support healthy hygiene behaviors, including soap, 
paper towels, tissues, no-touch garbage cans, and hand sanitizer (with at least 60 percent 
ethyl alcohol) for staff and students who can safely use sanitizer. 

• The sharing of supplies and equipment between faculty and students will be minimized to the 
extent feasible. When items must be shared, the items will be cleaned and disinfected 
between uses. 

• Faculty and student contact with high-touch surfaces will be minimized (e.g., propping open 
building or room doors, etc.).  

• Students will be required to bring bottled water or refillable water bottles to meet their 
hydration needs and avoid contact with water fountain interfaces. 
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Implementation: 
 

• After arriving on campus and successfully passing the COVID-19 symptom screening, 
students will proceed to their designated handwashing station to wash their hands. 

o Pre-school and junior kindergarten students will use hand sanitizer under parent 
supervision at entry/exit #2 and Rooms 27 and 29 and will then wash their hands in 
their classroom under the instruction of their teacher.  

o Kindergarten through fifth grade students will proceed to curbside hand sanitizer 
dispensers and under staff supervision sanitize their hands and then proceed to their 
classroom. Once in their classrooms, their teacher will instruct the students to wash 
their hands in the classroom sink. 

o Middle school students will proceed to entry/exit #3 and #4 to handwashing stations to 
wash their hands. 

o High school students will proceed to entry/exit #1 near the tennis courts to 
handwashing stations to wash their hands. 

• Students and staff will wash their hands frequently throughout the school day with soap and 
water, for at least 20-seconds, or use sanitizer when a sink is not available.  

• Handwashing stations will be made available on campus, in addition to classroom sinks and 
bathroom facilities. 

• Proper hand washing is more effective at preventing transmission, but hand sanitizer is an 
acceptable alternative if handwashing is not practicable. 

• Hand sanitizer will be provided in each classroom, outdoor space used by students or staff, at 
building entrances/exits, and at locations designated for students or staff to eat. 

o Students between ages 2.9 and 9 years old may use hand sanitizer only under adult 
supervision. Note: Oakwood does not have students younger than 2.9 years old. 

• Water fountains will be disabled and converted into sinks for handwashing purposes.  
• Classroom sinks may also be used to fill water bottles. Water bottle filling stations will be 

maintained, with the water fountain disabled, in the Liberal Arts Building and Athletic Center to 
refill water bottles.	

 
	

CLEANING AND MAINTENANCE 
 
Oakwood School will promote a safe and healthy school and workplace by establishing cleaning, 
disinfection, and ventilation practices to mitigate the spread of COVID-19. These practices apply to all 
areas of the campus, both indoor and outdoor, including buildings, facilities, and grounds, as well as 
all school vehicles. Due to the evolving nature of the COVID-19 public health emergency and the 
orders and guidance from federal, state, and local governments and public health authorities, 
Oakwood may modify these practices at any time. 
Requirements: 

• Oakwood will at least daily, and more frequently if feasible, clean and disinfect frequently 
touched hard surfaces (e.g., tables, desks, chairs, door handles, light switches, phones, 
copy/fax machines, bathroom surfaces (toilets, countertops, faucets), and playground 
equipment) and shared objects (toys, games, art supplies, books) according to CDC guidance. 
See below: 
o Cleaning and Disinfecting Your Facility: https://www.cdc.gov/coronavirus/2019-

ncov/community/disinfecting-building-facility.html 
o Reopening Guidance for Cleaning and Disinfecting Public Spaces, Workplaces 

Businesses, Schools, and Homes: https://www.cdc.gov/coronavirus/2019-
ncov/community/reopen-guidance.html 

In addition to the above, Oakwood will follow the cleaning protocols defined in Appendix 
“C”.Implementation: 
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• Oakwood will employ a third-party vendor to provide cleaning, disinfecting, and janitorial 

service following CDC guidance, as referenced in the above requirements. This cleaning 
vendor will perform campus-wide and classroom cleaning, disinfecting, and janitorial service. 
The third-party cleaning service will supply personnel to clean and disinfect high-touch 
surfaces and student interfaces while school is in session (restrooms, stair rails, seating areas, 
break rooms, sinks, lunch areas, etc.). 

• Oakwood faculty and staff will assist with cleaning and will disinfect frequently touched 
surfaces and objects in the classroom between student use, including, but not limited to, desks 
and tables, chairs and other seating, computers and keyboards, doorknobs, light switches, and 
any other surface or object in the classroom touched or used by students. Students will assist 
in classroom cleaning in the 4th grade and higher. 

• Cleaning products used will be those approved for use against COVID-19 on the 
Environmental Protection Agency (EPA)-approved list “N” or approved CDC guidance and 
follow product instructions.  

• Cleaning and disinfecting schedules will be established to avoid both under- and over-use of 
cleaning products. 

• Oakwood staff and faculty will be trained on cleaning methods and manufacturer’s directions.  
• Proper ventilation will be provided during cleaning and disinfecting. Fresh outdoor air will be 

introduced as much as possible, for example, by opening doors and windows where 
practicable and safe.  

• Oakwood will maintain the school ventilation systems, air filters, and HVAC systems and 
maximize the central air filtration for HVAC systems with a targeted filter rating of at least 
MERV 13. This is especially important where opening windows and doors is not practicable. 

• Items that are difficult to clean and sanitize will be removed from use. 
• In the event of a student, staff, or faculty illness, access will be limited to the area(s) used by 

the sick person (e.g., a student’s desk or a staff member’s office) until cleaned and disinfected. 
• The school’s Operations Team will perform periodic inspections of the campus to identify 

unhealthy conditions, work practices, and work procedures related to COVID-19, and ensure 
compliance with our COVID-19 policies and procedures.  Ensuring campus compliance will be 
part of the Operations Team’s daily activities.  
o Unsafe or unhealthy work conditions, practices or procedures will be corrected in a timely 

manner. 
 
FOOD SERVICES 
 
Requirements: 
 

• Physical distancing in lunch and food service areas will comply with the requirements and 
implementation defined in the Physical Distancing section of this plan. 
o Lunch will be eaten either in the classroom or outside, instead of a common eating or 

group dining area to maintain physical distancing. 
• Sharing of food, utensils, or family-style meals will not be permitted. 
• Individually plated or bagged meals will be used to prevent disease transmission. 
• Handwashing by students, faculty, and staff for lunch and food service areas will comply with 

the requirement and implementation defined in the Hygiene Measures section of this plan. 
• Foodservice and food-service providers will follow all requirements issued by the County’s 

Department of Environmental Health and the State of California to prevent transmission of 
COVID-19 in food facilities. 
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Implementation: 
 

• Choicelunch is the school’s lunch provider. Choicelunch now specializes in providing lunches 
that meet federal, state, and local COVID-19 requirements for school lunch programs via their 
A La Carte program. Lunches are ordered online and delivered to Oakwood. Lunches will 
come in a sealed bag and will have a label with the student’s name, grade, entrée, sides, 
drink, utensils, and appropriate condiment(s) for the entrée. The only difference with the new A 
LA Carte program is that lunches are now customized and delivered directly to students. 
Please visit www.choicelunch.com for details. You will need the registration code Oakwood. 
o Please see the Choicelunch website to arrange for late lunch orders. If a student arrives at 

school without a lunch, one will be provided, and the parent will be responsible for the cost 
and any late fees that may apply. 

o All billing is handled through Choicelunch. 
• Students may continue to bring their lunch in compliance with the Oakwood Family Handbook. 

Oakwood is a peanut-free school, and no peanut products may be brought or consumed on 
campus. Student lunches should be packed in a disposable paper bag or cleanable lunch 
bag/box and cleaned daily. 

• Note: Students will no longer be able to have their lunch delivered to school (by parents or 
delivery service) nor go off campus for lunch.  A Choicelunch will be provided to students who 
forget their lunch. 

 
 
ELECTIVES, EXTRACURRICULAR ACTIVITIES, ATHLETICS, AND SCHOOL EVENTS 

ELECTIVES AND EXTRACURRICULAR ACTIVITIES 
 
Requirements: 
 
• Indoor activities that generate aerosol are not to be performed due to increased risk of disease 

transmission. Examples of aerosol generating activities include singing, cheering, and using 
certain musical instruments. 

• Outdoor singing and band practice are permitted, provided that precautions such as physical 
distancing and mask wearing are implemented to the maximum extent possible. Playing of wind 
instruments (any instrument played by the mouth, such as a trumpet or clarinet) is strongly 
discouraged. School officials, staff, parents, and students should be aware of the increased 
likelihood for transmission from exhaled aerosols during singing and band practice, and physical 
distancing beyond 6 feet is strongly recommended for any of these activities.  

 
Implementation: 
• Consider whether extracurricular activities can be conducted outdoors or virtually, per CDPH 

guidance. 
 

ATHLETICS /UPPER SCHOOL PYSICAL EDUCATION 
 
Requirements: 
 
• Athletics / Upper School Physical Education will be conducted in accordance with the CDPH 

Outdoor and Indoor Youth and Adult Recreational Guidance, Santa Clara County (SCC) School 
Guidance/Recommendations, and CDPH Gyms and Fitness Center guidance.  
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Implementation: 
 
• The school’s athletic/physical education programs will be conducted per the above guidance. 
• All sports will be conducted per the respective county Tier and or authorized exceptions.  
• The Oakwood Athletics Department will tailor each sport per the above guidance and school 

protocols. 
 

SCHOOL EVENTS 
 
Requirements: 
 

Outdoor and indoor sporting events, assemblies, dances, rallies, field trips, and other activities 
that require close contact or that will promote congregating are only permitted if they comply with 
the CDPH Outdoor and Indoor Youth and Adult Recreational Guidance, CDPH Gyms and Fitness 
Center guidance, and Santa Clara County Public Health Department (SCCPHD) Capacity 
Limitations and Gatherings Directive. 

 
Implementation: 

 
• Preschool – Fifth Grade 

o Field trips, assemblies, and other gathering are permitted if: (1) fieldtrips are prioritized to 
outdoor locations over indoor locations; (2) six feet of distancing from others in the 
community can be maintained at all times; and (3) students wear face coverings at all 
times. 

o The school will not take any field trips to be in close contact with each other or staff. 
 
• Middle school and High school 

o Field trips, assemblies, and other gatherings will be permitted to the extent allowed under 
guidelines of the CDPH and the County of Santa Clara Public Health Department. 

 
• All schools 

o School events will be conducted virtually or outdoors. 
o Attendance at school events should be limited to students and staff or those participating in 

a presentation only (no visitors). 
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MONITORING 
	
HEALTH SCREENING 
 
To protect our students, employees, and the school community at large, Oakwood School employees 
and volunteers will screen staff, students, and any parents or visitors for symptoms of COVID-19 at 
designated screening points. Oakwood School adopts this COVID-19 Symptom Screening Policy 
according to guidance and reopening plans from the Centers for Disease Control (“CDC”), California 
Department of Public Health, California Department of Education, and the local public health officials.  

The School asks that all parents carefully review this policy with their students. As used in this policy, 
a “parent” refers to a parent, caregiver, legal guardian, or other adult family member conducting 
school drop-offs or pick-ups.  
 
 
Requirements: 

• Signage will be posted at all entrances instructing students, staff, and visitors not to enter 
campus if they have any COVID-19 symptoms.  COVID-19 symptoms include fever or chills, 
cough, shortness of breath or difficulty breathing, fatigue, muscle or body aches, headache, 
sore throat, loss of taste or smell, nausea/vomiting, or diarrhea.  

• All students and staff must be screened for symptoms each day. Staff and students’ parents or 
guardians can conduct symptom screening at-home, prior to arrival. Alternatively, symptom 
screening can occur on-site via self-reporting, visual inspection, or a symptom screening 
questionnaire. Symptom screenings do not need to be performed by a nurse or other health 
professional. 

• Screening forms in Appendix D & E will be used where screenings suggest that the 
student/employee has COVID-19. 

• Non-Contact thermometers will be used when a fever is suspected and appropriate PPE used 
(facemask, eye protection, and disposable gloves).  

• Students or staff with any identified COVID-19 symptoms and/or a temperature of 100.0 or 
higher will be sent home immediately until testing and/or medical evaluation has been 
conducted. 

• Communicate screening requirements to all staff and families. Provide periodic reminders 
throughout the school year.  

 
Implementation: 
 
HEALTH SCREENING 
 
All students, faculty, staff, and visitors must pass a COVID-19 symptom screening, and verbally 
confirm that they are not experiencing a fever, any COVID-19 symptoms, or answers “No” to COVID-
19 prevention questions, as defined below, to gain campus access. 

 
COVID-19 Symptoms 

 
* Have you or anyone in your household had any one or more of the symptoms today or within 

the past 3 days? 
§ Fever, defined as 100.0º F or higher 
§ Chills 
§ Cough 
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§ Loss of taste or smell 
§ Shortness of breath or difficulty breathing 

* Have you or anyone in your household had any one or more of these symptoms today or 
within the past 3 days and that are new or not explainable by another reason? 
§ Fatigue 
§ Muscle or body aches 
§ Headache 
§ Sore throat 
§ Nausea, Vomiting or Diarrhea 

 
COVID-19 Prevention Questions 

 
* Have you or anyone in your household taken a NON-ROUTINE COVID-19 test or waiting for 

test results? Or have your received COVID-19 test results that you have not yet shared with 
Oakwood in the past 10 days? 

* Have you recently been around someone you think may be COVID-19 positive in the past 10 
days? 

* Within the last 10 days have you been diagnosed with COVID-19 or had a test confirming you 
have the virus? 

* Do you live in the same household with, or have you had close contact with someone who in 
the past 10 days has been in isolation for COVID-19 or had a test confirming they have the 
virus? Close contact is 6 feet for 15 minutes or more.  

 
Any person with a fever at or above 100.0º F or any COVID-19 symptoms, as defined above, will not 
be allowed on campus, and should contact his or her primary care provider or health-care 
professional. Those who answer “Yes” to any of the COVID-19 prevention questions will not be 
allowed on campus and additional screening actions taken.  (Reference Appendix B) 
 
Each of these symptoms will be referenced as a “symptom associated with COVID-19.” This list does 
not include all possible symptoms associated with COVID-19, and the school may update this list as 
the CDC identifies additional or different symptoms.  
 
SELF-SCREENING AND SELF-REPORTING OBLIGATIONS 
 
Parents will screen students daily by checking their temperature, observing other symptoms 
associated with COVID-19, and answering the COVID -19 preventative questions in the morning 
before leaving for school. Parents must keep their students at home if they exhibit a fever, any 
COVID-19 symptoms associated with COVID-19, or answer “Yes” to any of the COVID-19 
preventative questions as defined above and notify the school of the reason for the student’s 
absence. Students who report symptoms associated with COVID-19 may return to school after 
meeting the requirements defined below under Exclusion from School-Based on Symptom Screening, 
on the following page.  
 
All faculty, staff, and upper school students will use the Fever Free app to conduct COVID-19 
symptom screening before coming to school.  The Fever Free app verifies temperature and records 
responses to the COVID-19 symptoms and questionnaire for a registered user. Oakwood school will 
provide registration instructions under a separate communication.  The app will display a COVID-19 
symptom confirmation screen and transmit all data to the school’s master database, providing a 
secondary validation capability. The Fever Free confirmation screen must be shown to the COVID-19 
campus screener to gain campus access for high school students.  Melissa Barrow will validate that 
the faculty and staff have successfully passed the Fever Free screening by reviewing the master 
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database each morning. If faculty, staff, or upper school students do not use the Fever Free app 
COVID-19 symptom screening, a COVID-19 screener will take their temperature and complete the 
COVID-19 symptom screening questionnaire upon arrival. If faculty, staff, and upper school student 
pass the COVID-19 screening, they may proceed to the handwashing station.  If they do not pass, 
they will be sent home and not allowed on campus.  Faculty, staff, and students who report symptoms 
associated with COVID-19 may return to school after meeting the requirements defined below under 
Exclusion from School-Based on Symptom Screening, on the following page. 
 
In addition to daily symptom screenings, parents, students, and staff are obligated to report the 
following information and remain at home as recommended by the CDC: 
• If they or anyone in their household are planning to take a NON-ROUTINE COVID-19 test; or are 

waiting for test results; or have received COVID-19 test results that they have not yet shared with 
Oakwood, they may not enter campus until cleared by the Oakwood Pandemic Team. 

• If they or anyone in their household had recently been around someone, they think may be 
COVID-19 positive, they may not enter campus until cleared by the Oakwood Pandemic Team. 

• If within the last 10 days they have been diagnosed with COVID-19 or had a test confirming they 
have the virus, they may not return to school until: 
o Symptomatic: 10 days have passed since symptoms started AND fever free last 24 days 

without medications AND symptoms significantly improved. 
o Asymptomatic: 10 days have passed after positive test result was collected. 

• If they had close contact with someone who was ill with confirmed COVID-19, they may not return 
to school until: 
Symptomatic: Isolate and COVID test immediately 
o If they test negative, quarantine for 10 days from last exposure AND at least 24 hours after 

fever resolution & improvement in other symptoms. If continuously exposed to a case during 
the case’s isolation (e.g., household member), quarantine ends 10 days after case’s isolation 
ends. 

o If they test positive, isolate for at least 10 days from last exposure AND at least 24 hours after 
fever resolution & improvement in other symptoms.  

Asymptomatic: Quarantine and test on day 6 or later from last exposure. If tested earlier than 6 
days after last exposure to case, repeat testing towards the end of the quarantine period. If not 
tested, quarantine for 10 days. 
o If they test negative, quarantine for 10 days from last exposure but must continue monitoring 

for symptoms for the full 14 days. Close contacts who develop symptoms between Days 11-14 
should get retested. If continuously exposed to a case during the case’s isolation (e.g., 
household member), quarantine ends 10 days after case’s isolation ends. 

o If they test positive, isolate for at least 10 days from last exposure AND at least 24 hours after 
fever resolution & improvement in other symptoms. 

• According to the CDC: “Close contact” means being within six (6) feet of an individual for at least 
15 minutes. 

• If a member of their household tested positive for COVID-19, they may not return to school until 10 
days after the date of exposure and self-monitor for symptoms for a full 14 days.  They shall 
remain at least six feet away from the ill individual until 14 days have passed.  

 
Reference Attachment “A”: Santa Clara County Public Health (SCCPH) Test Results Decision Tree & 
Steps to Take in Response to Confirmed or Suspected COVID-19 Cases and Close Contact 
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CAMPUS ACCESS 
 
Access to campus will be restricted to designated point(s) of entry where a school employee or 
volunteer will screen for symptoms associated with COVID-19 (see Arrival and Dismissal, under 
Physical Distancing section). 
 
If a staff, faculty, or student fails the COVID-19 health screening processes, defined above, they will 
not be allowed on campus. To gain campus access they must completed the necessary COVID-19 
actions, provide objective evidence for those actions (e.g., doctors note, test results), and complete 
the Certification to Return to School Form in Appendix “J” or “K”, as applicable. The Oakwood 
Pandemic Team will monitor and review each case and authorize return to campus. 
 
SYMPTOM SCREENING 
 
Designated screeners will screen all staff, students, parents, or visitors as follows before entering the 
school campus. 
 
ECE through Middle School: 

* Visually checking for symptoms associated with COVID-19 including cough, shortness of 
breath, or difficulty breathing without recent physical activity. 

 
Ask the following: 
* Have you or anyone in your household taken a NON-ROUTINE COVID-19 test or waiting for 

test results? Or have you received COVID-19 test results that you have not yest shared with 
Oakwood in the past 10 days? 

* Have you recently been around someone you think may be COVID-19 positive in the past 10 
days? 

* Within the last 10 days have you been diagnosed with COVID-19 or had a test confirming you 
have the virus? 

* Do you live in the same household with, or have you had close contact with someone who in 
the past 10 days has been in isolation for COVID-19 or had a test confirming they have the 
virus? Close contact is 6 feet for 15 minutes or more.  

* Have you or anyone in your household had any one or more of the symptoms today or within 
the past 3 days? 
§ Fever, defined as 100.0º F or higher 
§ Chills 
§ Cough 
§ Loss of taste or smell 
§ Shortness of breath or difficulty breathing 

* Have you or anyone in your household had any one or more of these symptoms today or 
within the past 3 days and that are new or not explainable by another reason? 
§ Fatigue 
§ Muscle or body aches 
§ Headache 
§ Sore throat 
§ Nausea, Vomiting or Diarrhea 
 

* Screeners will be trained and equipped with the CDC-recommended personal protective 
equipment. 
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Faculty, Staff, and High School Students: 

• Visually check the Fever Free COVID-19 symptom confirmation app. 
• If the faculty, staff, or high school student fails to present a Fever Free app COVID-19 

symptom screening confirmation, a curbside COVID-19 screener will take their temperature 
and complete the COVID-19 symptom screening questionnaire. 

• Screeners will be trained and equipped with the CDC-recommended personal protective 
equipment. 
 

The school may track a student’s and employee’s potential exposure to COVID-19 and document his 
or her temperature, symptoms, and incidents of exposure. All documentation regarding a student’s 
and employee’s COVID-19 symptoms will be considered confidential medical records.  The Fever 
Free app meets HIPAA, FERPA, OSHA, EEOC, and SOPIPA privacy standards. 
 
 
EXCLUSION FROM SCHOOL BASED ON SYMPTOM SCREENING 
 
Oakwood School will exclude/remove any individual from campus who presents symptoms associated 
with COVID-19. Reference the COVID-19 Symptom, Testing, and Exposure Flow Chart, Figure 3 and 
Attachment “A” which summarizes the SCCPH guidelines for suspected and confirmed COVID-19 
illness. 
 
Staff, faculty, and students exhibiting a fever or having any COVID-19 symptoms, as defined above, 
must stay home. If a staff, faculty, or student exhibits any COVID-19 symptoms at school, they will 
immediately be sent home. If detected through the arrival screening processes, the parent/guardian 
will be instructed to return the student home and contact their primary care provider or healthcare 
professional. If detected at school, the school will immediately separate the student from others in a 
designated isolation room/area and notify the student’s parent or guardian to pick up the student. The 
parent/guardian will be instructed to return the student home and contact their primary care provider 
or healthcare professional. Students must stay home while waiting for their COVID-19 test results. 
Attachment “B” is an excellent summary for parents/guardians on What do if your Student has 
COVID-19 Symptoms, per the Santa Clara County Public Health Department. 
   
All students who present with COVID-19 symptoms must be signed out by a parent or guardian. The 
school may seek emergency medical attention on behalf of the student if the student’s COVID-19 
symptoms become severe by immediately calling 9-1-1. 
 
The student may not return to campus until one of the following occurs: 

• He or she certifies that at least 10 days have passed since the symptoms first appeared AND 
the student has been free from fever without the use of fever-reducing medication for at least 
24 hours AND symptoms have significantly improved.  

• He or she provides the school with a negative viral test result for COVID-19 (antibody tests 
may not show when someone has a current infection and are not acceptable) and it has been 
24 hours since symptoms have resolved. 

• His or her health care provider provides the school with a note certifying that their symptoms 
are not due to COVID-19. 
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The student may not return to campus until they complete the applicable actions identified below 
under COVID-19 Testing and Reporting and Response to Suspected or Confirmed Cases and Close 
Contact. 
 
The school will maintain COVID-19 test results and doctor’s notes submitted according to the policy 
regarding students’ confidential medical records. 
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Figure 3, COVID-19 Symptom, Testing, and Exposure Flow Chart 



 

32 | P a g e  
4/6/2021 

COVID-19 TESTING AND REPORTING 
 
Requirements 

• Indications for testing: 
o Students, faculty, and staff will be required to contact their doctor, quarantine, and get 

tested for COVID-19, if they exhibit COVID-19 like symptoms or one of their household 
members or non-household close contacts tested positive for COVID-19. 

• Positive test results: 
o Students, parents/guardians, faculty, and staff are required to notify school 

administration immediately if the student or staff tested positive for COVID-19 or if one 
of their household members or non-household close contacts tested positive for 
COVID-19. 

o Upon receiving notification that faculty/staff or a student has tested positive for 
COVID-19 or been in close contact with a COVID-19 case, action will be taken as 
defined in Response to Suspected or Confirmed Cases and Close Contacts of this 
plan. 

o Students/staff/faculty who test positive and have completed isolation requirements as 
outlined in Response to Suspected or Confirmed Cases and Close Contacts of this 
plan, do not require a medical note or a negative test prior to returning to school/work. 

• Negative test results: 
o Symptomatic students or faculty/staff who are not close contacts and who test negative 

for COVID-19 should remain home until at least 24 hours after resolution of fever (if 
any) and improvement in other symptoms.  

o Close contacts to a COVID-19 case who test negative can return to in-person 
school/work only after completion of 10 days of quarantine from last exposure but must 
continue monitoring for symptoms for a full 14 days. 

o Documentation of negative test results must be provided to school administration. 
o Instead of a negative test result, symptomatic students and staff who are not close 

contact may return to work/school with a medical note by a physician that provides an 
alternative explanation for symptoms and reason for not ordering COVID-19 testing. 

o Symptomatic individuals who are not a close contact and is not tested (and no 
alternative explanation is provided by a physician) then he/she should follow isolation 
requirements for confirmed COVID-19 cases, before returning to school/work. 

• Periodic faculty/staff testing 
o School staff are essential workers, and staff includes teachers, paraprofessionals, 

cafeteria workers, janitors, shuttle drivers, or any other school employee that may have 
contact with students or other staff. Schools will ensure testing of staff periodically, as 
testing capacity permits and as practicable.  

 
Implementation: 
• Reference the COVID-19 Symptom, Testing, and Exposure Flow Chart, Figure 3 or 

Attachment “A”, which summarizes the CDPH guidelines for suspected and confirmed COVID-
19 illness. 

• It is recommended that all faculty/staff be tested every month. A periodic testing schedule and 
implementation will be defined by Melissa Barrow.   
o Note: School employees and students who need testing would either go to their health 

care provider or a state-operated or other community testing site. The Department of 
Managed Health Care has filed an emergency regulation to require health plans to pay for 
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COVID-19 testing for all essential workers, including school staff. In addition, tests are 
available at community testing sites throughout the state. 

 
 

RESPONSE TO SUSPECTED OR CONFIRMED CASES AND CLOSE CONTACT 
 
Requirements: 
 
Suspected COVID-19 Case(s): 

• Any students or staff exhibiting symptoms shall wait in the Oakwood School isolation area until 
they can be transported home or to a healthcare facility, as soon as practicable. For serious 
illness, call 9-1-1 without delay. 

  
Confirmed COVID-19 Case(s): 

• Oakwood School administrators will notify the County of Santa Clara Public Health 
Department within four hours of learning of any positive COVID-19 case via the Education 
Reporting Portal at www.sccgov.org/schools. 

• Notify all faculty/staff and families in the school community of any positive COVID-19 case 
while maintaining confidentiality required by state and federal laws.  

• Close off areas used by any sick person and do not use it before cleaning and disinfection. To 
reduce the risk of exposure, wait 24 hours before you clean and disinfect. If it is not possible to 
wait 24 hours, wait if practicable. Ensure a safe and correct application of disinfectants using 
personal protective equipment and ventilation, as recommended in the Clean and 
Maintenance section of this plan. 

• For early childhood education (ECE), elementary schools, and other settings in which stable 
classroom cohorts have been maintained: All students and staff within the same classroom 
cohort as the confirmed COVID-19 case should be sent home immediately and instructed to 
quarantine at home for 10 days from the last exposure and be tested in accordance with 
Public Health Department recommendations (see Figure 3 or Attachment “A”).  

• For middle school, high school, and any settings in which stable classroom cohorts have NOT 
been maintained: Utilize class seating rosters and consultation with teachers/staff to identify 
close contacts to the confirmed COVID-19 case in all classrooms and on-campus activities. 
Close contact is someone who has been within six feet for 15 minutes or more regardless of 
face covering use. Close contacts should be sent home immediately and instructed to 
quarantine at home for 10 days from the last exposure and be tested in accordance with 
Public Health Department recommendations (see Figure 3 or Attachment “A”).   

• Urge parents/guardians to notify any individuals or organizations with which their student has 
close contacts outside the school setting. 

• No actions need to be taken for persons who have not had direct contact with a confirmed 
COVID-19 case and instead have had close contact with persons who were in direct contact 
with the case. 

 
Close Contact(s) to a confirmed COVID-19 Case Response 

• Close contacts should be sent home immediately and instructed to quarantine at home for 10 
days from the last exposure and be tested in accordance with the Public Health Department 
recommendations (see Figure 3 or Attachment “A”). 

 
Return to Campus after Testing:  

Positive test results 
• Symptomatic individuals who test positive for COVID-19 can return at least 10 days since 

symptoms first appeared AND at least 24 hours with no fever AND improvement in other 
symptoms.  
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• Asymptomatic individuals who test positive for COVID-19 can return 10 days after their 
positive test result was collected. 

 
 
Negative test results:  
• Symptomatic individuals, who are not close-contacts and who test negative for COVID-19 can 

return 24 hours after resolution of fever (if any) and improvement in symptoms. 
o Documentation of a negative test result should be provided to school administrators. 
o In lieu of a negative test result, allow students and staff to return to work with a medical 

note by a physician that provides alternative explanation for symptoms and reason for not 
ordering COVID-19 testing. 

• Asymptomatic close contacts may end quarantine after Day 10 from last exposure but must 
continue monitoring for symptoms for a full 14 days. Close contacts who develop symptoms 
between Days 11-14 should get retested.  

• Symptomatic close contacts who test negative may end quarantine after Day 10 from last 
exposure. However, anyone experiencing COVID-19 symptoms, including those who test 
negative for COVID-19, must stay home until 24 hours after fever resolution and improvement 
in other symptoms.  

• Household close contacts to confirmed COVID-19 cases who cannot isolate from their 
household members must quarantine until at least 10 days after the case completes their 
isolation period. This may be 20 days or more. For purposes of applying the quarantine 
guidance above to household close contacts, Day 10 shall refer to the 10th day after the case 
completes their isolation. 

Campus Closure 
• The school will close if at least 5% of the total number of faculty/staff/students are COVID-19 

cases within a 10-day period. Oakwood will work with the Santa Clara County Health 
Department to determine when the school would reopen. Remote learning would be 
implemented during school closure. 

• Oakwood Lower School will close based on Santa Clara County Public Health Department 
assessment of cohort COVID-19 cases. Oakwood will work with the Santa Clara County 
Health Department to determine when the school would reopen. Remote learning would be 
implemented during school closure. 

• The Santa Clara Health Department may also determine school closure is warranted for other 
reasons, including results from public health investigation or other local epidemiological data. 

 
 
Implementation: 
 

• Reference the COVID-19 Symptom, Testing, and Exposure Flow Chart, Figure 3 or 
Attachment “A”, which summarizes the CDPH and SCCPH guidelines for suspected and 
confirmed COVID-19 illness. 

• Reference Attachment “C”: A Parent’s Guide to Contact Tracing, and What to Expect, per the 
Santa Clara County Public Health Department provides an understanding of the contact 
tracing process. 

• Reference Attachment “D”: Isolation and Quarantine Steps for People Before and After 
COVID-19 Test Results, per the Santa Clara County Public Health Department to understand: 
o What to do while awaiting COVID-19 test results. 
o What to do after you get your COVID-19 test results. 
o Restrictions and Information that applies to BOTH home isolation and home quarantine. 

• Students & employees will be required to complete the certification in Appendix “J’ and “K” to 
return to school/work after COVID-19 symptoms. 
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CONFIDENTIAL INFORMATION & CERTIFICATIONS 
 
 
CONFIDENTIAL INFORMATION 

In support of the above health monitoring actions, Oakwood school will implement the following 
policies to safeguard confidential medical information in a manner compliant with the Confidentiality of 
Medical Information Act (“CMIA”), under the Health Information Portability and Accountability Act 
(HIPAA), and the Americans with Disabilities Act (“ADA”) with respect to all confidential medical 
information that the School acquires through implementing COVID-19 Symptom Screening, or obtains 
by other means. 

Please reference the applicable appendix and contact your Oakwood Administrator for 
implementation and approvals. 

• Appendix “F”:   Policy for the Use and Disclosure of Confidential Student Medical Information 
Related to COVID-19 

• Appendix “G”: Policy for the Use and Disclosure of Confidential Employee Medical Information 
Related to COVID-19 

• Appendix “H”:  Authorization for Disclosure and Use of Medical Information – for Employees 
• Appendix “I”: Authorization for Disclosure and Use of Medical Information – for Students 

 
 
CERTIFICATION TO RETURN TO SCHOOL/WORK AFTER COVID-19 SYMPTOMS 
 
The following certifications will be provided by students or employees to return to campus, along with 
the applicable test result or health care provider note.    

• Appendix “J”:  Certification for Employee Returning to Work After COVID-19 Symptoms, 
Positive Test Result, or Exposure 

• Appendix “K”:  Certification for Student Returning to School After COVID-19 Symptoms, 
Positive Test Result, or Exposure 

 
 
CERTIFICATION TO RETURN TO SCHOOL/WORK AFTER INTERNATIONAL TRAVEL 
 
The following certification will be provided by students or employees after returning from international 
travel. 

• Appendix “L”: Certification for Employee Returning to Work After International Travel 
• Appendix “M”: Certification for Student Returning to School After International Travel 
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37 | P a g e  
4/6/2021 

APPENDIX “A”: COVID-19 LIABILITY WAIVER AND ASSUMPTION OF THE RISK 
 

COVID-19 LIABILITY WAIVER AND ASSUMPTION OF THE 
RISK 

The novel coronavirus, COVID-19, is a highly infectious, life-threatening disease declared by the 
World Health Organization to be a global pandemic. There is no current vaccine or medication for 
COVID-19 or its related illnesses (“COVID-19”). COVID-19 is associated with a serious and potentially 
deadly condition called Multisystem Inflammatory Syndrome in Children (MIS-C). COVID-19’s highly 
contagious nature means that exposure to others or contact with surfaces that have been exposed to 
the virus can lead to infection. Individuals who have COVID-19 may not show any symptoms, even if 
they are contagious. It is currently very difficult to control the spread of COVID-19 or to determine 
whether, where, or how a specific individual may have been exposed to the disease. For more 
information on COVID-19, visit the websites of the Centers for Disease Control and Prevention 
(https://www.cdc.gov/coronavirus/2019-ncov/index.html) or the California Department of Public 
Health (https://covid19.ca.gov/). 
 
Aware of the foregoing, I am voluntarily agreeing to have my child, __________________________, 
return to the campus of Oakwood School (hereinafter “School”). 

I understand that the School has implemented safety rules and precautions to mitigate the spread of 
COVID-19. However, those measures do not completely protect against the spread of COVID-19. 
Moreover, it may not always be possible for students to follow social distancing and other 
precautions such as maintaining a three to six-foot distance from one another.  

I agree that I and my child must comply with such rules and precautions which may include, but are 
not limited to, face covering wearing, hand washing, hand sanitizing, and social distancing. I 
understand that if I or my child fails to comply with these rules and precautions, my child could be 
subject to discipline up to and including dismissal from the School. I understand these rules and 
precautions may need to be adjusted throughout the course of the school year, as information about 
COVID-19 evolves. I acknowledge that even if my child and I follow all directions, instructions, and 
rules and exercise utmost personal care, there will remain a certain irreducible inherent risk to me 
and my child, and I accept that risk. 

I agree that if my child is exhibiting symptoms of respiratory illness, a fever of 100.0ºF or higher, or 
any other known symptoms of COVID-19, my child will not attend or return to School until my child 
has satisfied the School’s policy to return to School after exhibiting symptoms of COVID-19. I agree 
that I will immediately inform the School if my child tests positive for COVID-19 or has been exposed 
to anyone who has tested positive for COVID-19 in the prior 14 days.  

By signing this agreement, I acknowledge the contagious nature of COVID-19, the fact that it can be 
difficult to identify, and the inherent risks of my child and I being exposed at the School to those who 
may be infected with COVID-19, including School employees, agents, contractors, volunteers, or 
other students. I voluntarily assume the risk that my child or I may be exposed to or infected by 
COVID-19 by entering the School’s campus and that such exposure or infection may result in personal 
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injury, serious illness, permanent disability, and/or even death. I further acknowledge that children 
who become infected with COVID-19 may later develop MIS-C and I assume this risk.  

I understand and acknowledge that given the unknown and evolving nature of COVID-19, it is not 
possible to fully list every individual risk of contracting COVID-19. I understand that the risk of 
becoming exposed to or infected by COVID-19 at the School may result from the actions, omissions, 
or negligence of myself and others, including, but not limited to, School employees, agents, 
contractors, volunteers, and students.  

I voluntarily assume full responsibility for myself and my child for any and all risks of illness, injury, 
disability or death associated with exposure to COVID-19, as well as from use of any protective 
equipment, including but not limited to coverings that the School may voluntarily provide.  

To the fullest extent permitted by law, I completely absolve, release, and waive any potential claims I 
or my child may have against the School, its directors, officers, employees, agents, and volunteers  
(“Released Parties”) including, but not limited to, claims for personal injury, disability, illness, damage 
or death from exposure to COVID-19, whether such exposure occurs during or after my attendance at 
the School’s campus or School events. Also, I agree, on behalf of myself, my personal representatives 
and heirs, not to make any type of legal or equitable claim arising from my or my child’s exposure to 
COVID-19, against the Released Parties, whether or not it arises through the negligence, omission, or 
default of Released Parties or a student. I further agree that if any such claim is made against the 
Released Parties, I will indemnify and defend the Released Parties with respect to any such claim. 
Such duty of defense shall arise immediately upon tender. 

I HAVE READ AND UNDERSTAND THIS AGREEMENT AND I AM AWARE THAT BY SIGNING THIS 
AGREEMENT I MAY BE WAIVING CERTAIN LEGAL RIGHTS OF MYSELF AND MY CHILD, INCLUDING 
THE RIGHT TO SUE. THIS AGREEMENT SHALL BE BINDING UPON ME AND MY HEIRS, MY CHILD, 
LEGAL REPRESENTATIVES, AND ASSIGNS, AND SHALL INURE TO THE BENEFIT OF THE SCHOOL AND 
THEIR SUCCESSORS AND ASSIGNS.  
    
PARENT OR LEGAL GUARDIAN OF STUDENT: DATE:     

                       

 

 PARENT OR LEGAL GUARDIAN OF STUDENT: DATE:    
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APPENDIX “B” CHECKLIST FOR EMPLOYEES CONDUCTING SYMPTOM SCREENING 
 
 

CHECKLIST FOR EMPLOYEES CONDUCTING SYMPTOM 
SCREENINGS 

 

Prior to conducting symptom screenings:  

* Review and familiarize yourself with: 

o School’s Student and Visitor Symptom Screening Policy 

o Symptoms Associated with COVID-19 

o Guidelines for proper use and disposal of Personal Protective Equipment (“PPE”), such 
as face coverings, face shields, and gloves 

* Don clean eye protection, face covering, and gloves and ensure that they fit properly. 

Screening for symptoms: 

Screening at Arrival 

* Visually inspect each person for symptoms or signs, while they are in their vehicle or at their 
designated entry point, such as: 

o Flushed cheeks not caused by exercise 

o Cough 

o Shortness of breath or difficulty breathing 

* Ask the following: 
o Have you or anyone in your household taken a NON-ROUTINE COVID-19 test or 

waiting for test results? Or have you received COVID-19 test results that you have not 
yest shared with Oakwood in the past 10 days? 

o Have you recently been around someone you think may be COVID-19 positive in the 
past 10 days? 

o Within the last 10 days have you been diagnosed with COVID-19 or had a test 
confirming you have the virus? 

o Do you live in the same household with, or have you had close contact with someone 
who in the past 10 days has been in isolation for COVID-19 or had a test confirming 
they have the virus? Close contact is 6 feet for 15 minutes or more.  

o Have you or anyone in your household had any one or more of these symptoms today 
or within the past 3 days? 
§ Fever, defined as 100.0º F or higher 
§ Chills 
§ Cough 
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§ Loss of taste or smell 
§ Shortness of breath or difficulty breathing 

o Have you or anyone in your household had any one or more of these symptoms today 
or within the past 3 days and that are new or not explained by another reason? 

§ Fatigue 
§ Muscle or body aches 
§ Headache 
§ Sore throat 
§ Nausea, vomiting, or diarrhea 

 
If any of the answers are yes to the above, implement the actions in the Exclusion from School Based 
Upon Symptoms Screening section of this handbook, immediately contact Melissa Barrow, and do not 
let the student enter campus until resolved. 

While conducting screenings: 

* Follow all proper procedures for use of PPE as applicable 

* Ensure that conversations about confidential medical information are not overheard. 

* Ensure that records of screenings are kept confidential. 

* Refrain from any unnecessary physical contact. 

After completing symptom screenings: 

* Wash hands for at least 20 seconds with soap and water (or use hand sanitizer with at least 
60% alcohol) and properly dispose of all gloves and other PPE. 

* Return all completed Symptom Screening Forms to Melissa Barrow and report: 

o Students and/or employees who presented with symptoms associated with COVID-19; 

o Students and/or employees who have had close contact with an individual confirmed 
or suspected of having COVID-19; 

* Only disclose information that you learn from conducting symptom screenings to School 
officials on a need-to-know basis; 

* Self-screen and self-monitor for signs of illness on an ongoing basis 

Screening after Arrival 

If a student exhibits COVID-19 like symptoms faculty or staff will implement the following procedures: 

Taking temperatures: 

* Follow instructions for using the non-contact thermal thermometer.  

* Wash hands with soap and water for at least 20 seconds (or use a hand sanitizer with at least 
60% alcohol) and don a clean pair of gloves; 
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o Repeat this step after having physical contact with a person or his/her/their bodily 
fluids/secretions; 

* Thoroughly sanitize the thermometer with an alcohol wipe (wipes may be re-used if they are 
wet) after each use. 

* Take a second temperature reading if a person’s temperature registers as being within one-
degree Fahrenheit of 100.0ºF or appears to be inaccurate (e.g., very low). 

Screening for symptoms: 

* Visually inspect each person for symptoms or signs, while they are in their vehicle or at their 
designated entry point, such as: 

o Flushed cheeks not caused by exercise 

o Cough 

o Shortness of breath or difficulty breathing 

* Ask the following: 
o Have you or anyone in your household taken a NON-ROUTINE COVID-19 test or 

waiting for test results? Or have you received COVID-19 test results that you have not 
yest shared with Oakwood in the past 10 days? 

o Have you recently been around someone you think may be COVID-19 positive in the 
past 10 days? 

o Within the last 10 days have you been diagnosed with COVID-19 or had a test 
confirming you have the virus? 

o Do you live in the same household with, or have you had close contact with someone 
who in the past 10 days has been in isolation for COVID-19 or had a test confirming 
they have the virus? Close contact is 6 feet for 15 minutes or more.  

o Have you or anyone in your household had any one or more of these symptoms today 
or within the past 3 days? 
§ Fever, defined as 100.0º F or higher 
§ Chills 
§ Cough 
§ Loss of taste or smell 
§ Shortness of breath or difficulty breathing 

o Have you or anyone in your household had any one or more of these symptoms today 
or within the past 3 days and that are new or not explained by another reason? 

§ Fatigue 
§ Muscle or body aches 
§ Headache 
§ Sore throat 
§ Nausea, vomiting, or diarrhea 
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Any students or staff exhibiting symptoms shall immediately be required to wait in the Oakwood 
School isolation area until they can be transported home or to a healthcare facility. For serious illness, 
call 9-1-1 without delay. 
 

* Contact Melissa Barrow immediately after first taking the necessary student actions. 
 
While conducting screenings: 

* Follow all proper procedures for use of PPE as applicable. 

* Ensure that conversations about confidential medical information are not overheard. 

* Ensure that records of screenings are kept confidential. 

* Refrain from any unnecessary physical contact. 

After completing temperature checks and symptom screenings: 

* Wash hands for at least 20 seconds with soap and water (or use hand sanitizer with at least 
60% alcohol) and properly dispose of all gloves and other PPE. 

* Return all completed Temperature Check and Symptom Screening Forms to Melissa Barrow.  

* Only disclose information that you learn from conducting temperature checks and symptom 
screenings to School officials on a need-to-know basis. 

* Self-screen and self-monitor for signs of illness on an ongoing basis. 
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APPENDIX “C”: PROTOCOLS FOR CLEANING AND DISINFECTING THE SCHOOL 
CAMPUS 
 

 

PROTOCOLS FOR CLEANING AND DISINFECTING THE 
SCHOOL CAMPUS 

The School has adopted this Policy to promote a safe and healthy school and workplace by 
establishing cleaning, disinfection, and ventilation practices to mitigate the spread of COVID-19. This 
Policy applies to all areas of the School campus both indoor and outdoor, including buildings, 
facilities, and grounds, as well as all School vehicles. Due to the evolving nature of the COVID-19 
public health emergency and the orders and guidance from federal, state, and local governments and 
public health authorities, the School may, in its sole and absolute discretion, modify or revoke this 
Policy at any time. 

A. Use and Provision of Cleaning and Disinfectant Products 
To carry out the cleaning and disinfecting protocols set forth in this Policy, the School will use, and 
will provide for use, soap and water and, cleaning and disinfectant products approved for use against 
COVID-19, on the Environmental Protection Agency (EPA)  “List N: Disinfectants for Use Against SARS-
CoV-2” (“List N”) labeled to be effective against emerging viral pathogens. The School will make 
efforts to select and make available cleaning and disinfectant products on List N with asthma-safe 
ingredients, such as hydrogen peroxide, citric acid, or lactic acid, and will avoid products that mix 
hydrogen peroxide, citric acid, or lactic acid with peroxyacetic (paracetic) acid, sodium hypochlorite 
(bleach), or quaternary ammonium compounds, which can cause asthma.  

The School and all School employees and contractors must also adhere to the following requirements 
when using cleaning and disinfectant products: 

• Follow all label directions including appropriate dilution rates, application methods, and 
contact times. 

• Utilize safe and correct application methods for cleaning and disinfectant products. 
• Never mix bleach and other cleaning and disinfection products together, as this can cause 

fumes that may be dangerous when inhaled.  
• Keep all cleaning products and disinfectants out of the reach of children. 
• Properly ventilate the space while cleaning and disinfecting and introduce fresh outdoor air 

as much as possible, for example, by opening windows where practicable.  
• Complete thorough cleaning and disinfecting when children are not present and air out the 

space before children arrive by opening windows, by using an air conditioner setting that 
brings in fresh air, or by using an HVAC system with an air filter rating of at least MERV 13. 
 

B. Third Party Cleaning Company 
The School will communicate to the third-party company responsible for cleaning and disinfecting the 
School campus about its expectations regarding the use of personal protective equipment (“PPE”), 
cleaning and disinfect products, cleaning and disinfecting schedule, and other expectations related to 
cleaning and disinfecting the School campus.  
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C. Provision of Hand-Washing and Other Healthy Hygiene Supplies 
The School will make available soap and water, disposable wipes, hand sanitizer with at least 60 
percent ethyl alcohol, or other effective disinfectant as well as tissues, paper towels, and no-touch 
garbage cans near each entrance of any School building or facility, at each COVID-19 symptom 
screening location, in School vehicles, and in other appropriate areas on campus for use by students, 
employees, and visitors for hand-washing and other healthy hygiene practices.  

D. Employee and Third-Party Cleaning and Disinfecting Responsibilities 
The School and each of its employees serve a critical role in promoting a safe and healthy school and 
workplace. To that end, the School will make cleaning and disinfectant products available to 
employees, train employees on the safe and correct use of cleaning and disinfectant products and 
provide appropriate PPE, as applicable, to employees as set forth in the School’s IIPP. Employees and 
the Third-Party Cleaning Vendor will carry out the following individual responsibilities: 

• Clean and disinfect all frequently touched surfaces and objects the employee comes into 
contact with after the employee touches the surface or object, including, but not limited to, in 
office workspaces, breakrooms, classrooms, copy rooms, restrooms. A list of examples of 
frequently touched surfaces and objects is provided in Section (E)(2) below. 

• Classroom teachers will assist in cleaning and disinfect frequently-touched surfaces and 
objects in the classroom between student use, including, but not limited to, desks and tables, 
chairs and other seating, computers and keyboards, doorknobs, light switches, and any other 
surface or object in the classroom touched or used by students.  

• Classroom teachers must avoid the sharing of objects, supplies, and equipment, such as toys, 
games, art supplies, electronic devices, books, and learning aids between students to the 
extent practicable. When certain objects, supplies, or equipment must be shared between 
students, classroom teachers must clean and disinfect those items between uses. 

• Classroom teachers must remind students to keep their personal belongings separate, to not 
share their personal belongings with other students, and to take their personal belongings 
home each day for cleaning. 
 

E. Cleaning and Disinfecting Protocols 
The School will establish a regular cleaning and disinfecting schedule for all School buildings, facilities, 
grounds, and vehicles to promote a safe and healthy School campus and to minimize the possibility of 
under- and over-using cleaning and disinfectant products. The School will also complete the following 
cleaning and disinfecting protocols. 

1. Outdoor Areas 
The School will clean outdoor areas of the School campus routinely. Playground equipment will be 
disinfected between use. 

2. Restrooms 
The School will clean and disinfect restrooms and all restroom surfaces frequently throughout the 
school day and workday. 
 
Preschool Programs: Preschool teachers will sanitize the sink and toilet handles before and after each 
child’s use and will be given cleaning and disinfecting supplies, gloves, and other PPE as set forth in 
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the School’s IIPP, to do so. Preschool teachers will also instruct preschool students to use a tissue 
when using the handle to flush the toilet. 
 

3. Areas Where Meals Are Prepared and Eaten 
The School will clean and disinfect the school kitchen, eating areas, and other locations where meals 
are prepared and eaten regularly. The School will also clean and disinfect surfaces frequently touched 
by students in cafeterias and outdoor eating areas, including, but not limited to, tables, chairs, and 
carts, between each meal service time during the school day. If students eat lunch in their 
classrooms, the School will clean and disinfect the students’ desks and/or tables before and after use. 
For additional cleaning and disinfection protocols applicable to areas where meals are prepared and 
eaten (see the Protocols for Meals at Schools and Childcare Facilities).  

4. Hard and Non-Porous Items 
Each school day and workday, the School will clean and disinfect with an appropriate disinfectant 
frequently touched hard and non-porous surfaces or objects, such as glass, metal, or plastic, within 
the School’s buildings, facilities, grounds, and vehicles. Examples of frequently used surfaces or 
objects that will receive routine disinfection include, but are not limited to: 

• Tables 
• Doorknobs 
• Light switches 
• Countertops 
• Handles 
• Desks 
• Phones 
• Keyboards 
• Toilets 
• Faucets and sinks 
• Touch screens 
• Copiers 
• Games 
• Art supplies 

• Electronic devices  
• Learning aids 
• Printers 
• Books/binders 
• Refrigerators 
• Microwaves 
• Coffee makers 
• File cabinets and shelves 
• Shared computers 
• Shared tools/equipment 
• Stairways and stairwells 
• Handrails 
• Elevator buttons 
• Toys 

 
5. Soft and Porous Items 

The School will evaluate the soft and porous materials in each School building and facility to consider 
whether the items can be removed or stored to reduce frequent handling or contact with multiple 
people. The School will remove and store soft and porous materials that are difficult to clean and 
disinfect, such as upholstered seating in communal areas, stuffed animals and other soft toys, and 
area rugs. The School will clean or launder soft and porous items, as appropriate, by following the 
directions on the items’ labels, using the warmest appropriate water setting. The School will disinfect 
soft and porous materials that are frequently touched using an appropriate disinfectant. 

6. Drinking Fountains and Water Systems 
The School will be suspending the use of drinking fountains and instead require the use of reusable 
water bottles. 
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7.  School Vehicles 

The School will clean and disinfect School vehicles, including all frequently touched surfaces within 
School vehicles. Employees must clean and disinfect all frequently touched surfaces and objects 
within a School vehicle before and after use of the vehicle. Examples of frequently touched surfaces 
within School vehicles include, but are not limited to, door handles, seatbelts, seats, steering wheels, 
and window buttons. The School will provide hand sanitizer, effective disinfectant, such as disposable 
wipes, and a no-touch garbage can in each School vehicle and provide appropriate PPE as set forth in 
the School’s IIPP so employees can complete these responsibilities.  

8. Ventilation Systems 
The School will maintain the School’s ventilation systems, air filters, and HVAC systems and maximize 
the central air filtration for HVAC systems with a targeted filter rating of at least MERV 13. The School 
will also increase circulation of outdoor air by opening windows and doors to the extent possible and 
safe. 

9. Additional Considerations for Preschools 
Schools must clean and sanitize toys used in the preschool program regularly. The School will remove 
and store toys that cannot be cleaned and sanitized. Classroom teachers and other School employees 
will set aside toys that children have placed in their mouths or that are otherwise contaminated by 
body secretions or excretions until they are cleaned by hand by a person wearing gloves according to 
the following procedure: clean with water and detergent, rinse, sanitize with disinfectant from List N, 
rinse again, and air-dry. Alternatively, the School may clean toys in a mechanical dishwasher. 
Classroom teachers should be mindful of items more likely to be placed in a child’s mouth, like play 
food, dishes, and utensils. 

Classroom teachers should set aside machine washable cloth toys in a designated location marked 
“soiled toys” away from students after use by one student. The School will launder the machine 
washable cloth toy before it is used by another student. 

Classroom teachers should monitor use of toys so that they are not shared between different groups 
of students. Toys must be washed and sanitized before being moved from one group of students to 
another. Classroom teachers should set aside toys that need to be cleaned and either place them in a 
dish pan with soapy water out of reach from children to prevent drowning, or put in a separate 
container marked “soiled toys.” Washing toys with soapy water is the ideal method for cleaning. The 
School will attempt to have enough toys available so that the toys can be rotated through cleanings. 

Children’s books, like other paper-based materials such as mail or envelopes, are not considered a 
high risk for transmission and do not need additional cleaning or disinfection procedures. 

The School will use bedding that can be washed (e.g., sheets, pillows, blankets, sleeping bags), and 
make efforts to establish protocols to store student’s bedding and other personal belongings in 
individually labeled bins, cubbies, or bags. Classroom teachers will take steps to keep each student’s 
bedding separate, to prevent sharing of bedding between students, and to confirm that student’s 
bedding, such as cots and mats, are labeled for each student. Classroom teachers will send any 
student’s bedding that touches the student’s skin home each week to be cleaned. Bedding cannot be 
shared between students without being laundered in between use. 
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The School will provide PPE to classroom teachers as set forth in the School’s IIPP to complete their 
duties set forth in this section. 

10. Cleaning After A Symptomatic or Infected Person Has Been on The School Campus 
In the event a student, employee, or visitor who exhibits symptoms of COVID-19 or who tests positive 
for COVID-19 has been on the School campus, the School will close all areas of the campus the 
individual used or visited. The School will wait 24 hours before having Third Party Cleaning Company 
clean and disinfect the areas. The Third-Party Cleaning company will use disinfectants from List N and 
will wear appropriate PPE while cleaning and disinfecting the areas. If the cleaning and disinfection is 
performed by School-employed custodial or maintenance staff, the School will provide PPE to such 
staff as set forth in the School’s IIPP. The School will prohibit anyone from entering the areas until 
after they have been cleaned and disinfected. The School will also clean and disinfect any surfaces or 
objects touched by the individual. 
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APPENDIX “D”: TEMPERATURE TEST AND SYMPTOM SCREENING FORM: STUDENT 
 

TEMPERATURE TEST AND SYMPTOM SCREENING 
FORM:  STUDENTS 

____________________________                        ________________________ 

Name of Student Tested and Screened (“Student”)             Date 

Temperature Test: 

Student was tested with a non-invasive contactless infrared thermometer that indicated that Student 
has a fever, which is defined as a temperature of 100.0 degrees Fahrenheit or higher. 

 First reading: _____________ degrees Fahrenheit 

 Second reading, if necessary: _____________ degrees Fahrenheit 

Symptom Screening: 

Student or Student’s parent was asked whether Student presented any of the following symptoms, 
which the CDC associates with COVID-19. Student or student’s parent indicated that Student 
presented the following symptom(s): 
☐ Symptom Date of Onset 

☐ Cough  

☐ Shortness of breath or difficulty breathing  

☐ Chills  

☐ Fatigue  

☐ Muscle or body aches  

☐ Headache  

☐ Sore throat  

☐ Loss of taste or smell  

☐ Nausea  

☐ Vomiting  

☐ Diarrhea  

   

_________________________________             _______________________________  
Name of Employee Who Conducted Test           Date 
 



 

49 | P a g e  
4/6/2021 

APPENDIX “E”: TEMPERATURE TEST AND SYMPTOM SCREENING FORM: 
EMPLOYEES 

 
 

TEMPERATURE TEST AND SYMPTOM SCREENING 
FORM: EMPLOYEES 

 
 

____________________________________                         _____________________ 
Name of Employee Tested and Screened (“Employee”)                  Date 
 
Temperature Test: 
Employee was tested with a non-invasive contactless infrared thermometer that indicated that 
Employee has a fever, which is defined as a temperature of 100.0 degrees Fahrenheit or higher. 
 First reading: _____________ degrees Fahrenheit 
 Second reading, if necessary: _____________ degrees Fahrenheit 
 
Symptom Screening: 
Employee was asked whether they presented any of the following symptoms, which the CDC 
associates with COVID-19. Employee indicated that he/she/they presented the following symptom(s): 
☐ Symptom Date of Onset 

☐ Cough  

☐ Shortness of breath or difficulty breathing  

☐ Chills  

☐ Fatigue  

☐ Muscle or body aches  

☐ Headache  

☐ Sore throat  

☐ Loss of taste or smell  

☐ Nausea  

☐ Vomiting  

☐ Diarrhea  

   

_________________________________             _______________________________  
Name of Employee Who Conducted Test           Date 
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APPENDIX “F”: POLICY FOR THE USE AND DISCLOSURE OF CONFIDENTIAL 
STUDENT MEDICAL INFORMATION RELATED TO COVID-19 

 
 

POLICY FOR THE USE AND DISCLOSURE OF CONFIDENTIAL 
STUDENT MEDICAL INFORMATION RELATED TO COVID-19 

In order to protect the health and safety of the school community and pursuant to guidance and 
recommendations from the Centers for Disease Control and Prevention (“CDC”), the California 
Department of Public Health, the California Department of Education, and local public health officials, 
the School is implementing policies to take students’ temperatures and screen for symptoms 
associated with COVID-19 daily. These policies authorize the School to collect certain medical 
information related to students.  

The purpose of this Policy is to safeguard confidential medical information in a manner compliant 
with the Confidentiality of Medical Information Act (“CMIA”) and the Americans with Disabilities Act 
(“ADA”) with respect to all confidential medical information that the School acquires through 
implementing the Temperature Testing and COVID-19 Symptom Screening Policy, or obtains by other 
means. 

A. Scope of Coverage 

This Policy covers the confidential medical information of all School students that the School acquires 
or obtains, and which relates to COVID-19. The information covered by this Policy, includes, but is not 
limited to, symptoms associated with COVID-19, COVID-19 test results, and other health or medical 
conditions that would place the student at high-risk for a serious illness if the student contracted 
COVID-19.  

Specifically, this Policy covers the following types of confidential medical information: 

• All confidential medical information acquired by the School during or because of the 
administration of the School policies related to COVID-19.  

• All confidential medical information that the School obtains by means other than by 
testing or screening administered by the School. For example, the County Public Health 
Department may inform the School that a student has tested positive or a student may 
voluntarily disclose a positive or negative COVID-19 diagnosis not as the result of a test 
result obtained directly by the School. 

• All confidential medical information related to COVID-19 that the School acquires or 
obtains, including, but not limited to, information about a student’s health or medical 
conditions that may put the student at increased risk of serious illness should the student 
contract COVID-19. 
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B. Permissible Uses and Disclosures of Confidential Medical Information 

The School may use and disclose a student’s confidential medical information to certain parties for 
certain purposes, including, but not limited to: 

• Disclosure to School employees who have a legitimate need to know the information; 
• Disclosure to appropriate persons where there is a health or safety emergency and the 

information is necessary to protect the health or safety of the student or others; 
• As required by law, subject to applicable restrictions. 

 
C. Reasonable Safeguards for Confidential Medical Information 

The School employs reasonable safeguards in order to protect against and limit the incidental use and 
disclosure of student confidential medical information.  

As with other confidential medical information the School receives, the School will store confidential 
medical information related to COVID-19 in a medical file that is separate and distinct from the 
student’s other pupil records.  The School password protects all computers/networks used to store 
confidential medical information and restricts access to the confidential medical information to be 
accessed on a need-to-know basis, only. 

School employees must utilize the following safeguards in order to limit the incidental use and 
disclosure of confidential medical information:  

(1) Determine if individuals not permitted to access confidential information are with a student 
before discussing the student’s confidential medical information. 

(2) Do not assume a student will permit disclosure of his/her/their confidential medical 
information to any individual.  

(3) Dispose of unnecessary paper products that contain confidential medical information in a 
shredder. 
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APPENDIX “G”: POLICY FOR THE USE AND DISCLOSURE OF CONFIDENTIAL 
EMPLOYEE MEDICAL INFORMATION RELATED TO COVID-19 

 
POLICY FOR THE USE AND DISCLOSURE OF CONFIDENTIAL 
EMPLOYEE MEDICAL INFORMATION RELATED TO COVID-19 

The purpose of this Policy is to safeguard confidential employee medical information in a manner 
compliant with the Confidentiality of Medical Information Act (“CMIA”), the Americans with 
Disabilities Act (“ADA”) and the Fair Employment and Housing Act (“FEHA”) with respect to all 
confidential medical information that the School obtains through implementing the following 
policies, or by other means: 

(1) Protocol for Employee COVID-19 Symptom Screening; and 
(2) Accommodation Of Employees Who Are At High-Risk Of Severe Illness From COVID-19.  

The policies above authorize the School to collect certain confidential medical information about 
employees.  As used in this Policy, “Confidential Medical Information” is defined as any individually 
identifiable information, in electronic or physical form, in possession of or derived from a provider of 
health care, health care service plan, pharmaceutical company, or contractor regarding a patient’s 
medical history, mental or physical condition, or treatment. 

This Policy shall be effective immediately and shall remain in effect as long as necessary to safeguard 
Confidential Medical Information acquired or obtained by the School and as otherwise required by 
law. 

A. Scope of Coverage 

This Policy covers the Confidential Medical Information that the School acquires or obtains for School 
employees and applicants relating to COVID-19. The information covered by this Policy, includes, but 
is not limited to, symptoms associated with COVID-19, COVID-19 test results, and other health or 
medical conditions that would place the employee at high-risk for a serious illness if the employee 
contracted COVID-19.  

Specifically, this Policy covers the following types of Confidential Medical Information: 
• All Confidential Medical Information acquired by the School during or because of the 

administration of the School policies listed above.  
• All Confidential Medical Information that the School obtains by means other than by 

screening administered by the School. For example, the County Public Health Department 
may inform the School that a School employee has tested positive for COVID-19 or a 
School employee may voluntarily disclose a positive or negative COVID-19 diagnosis that is 
not the result of a test result obtained directly by the School. 

• All Confidential Medical Information related to COVID-19 that the School acquires or 
obtains, including, but not limited to, information about an employee’s health or medical 
conditions that may put the employee at increased risk of serious illness if the employee 
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contracts COVID-19 as provided under the School’s Policy for Accommodation Of 
Employees Who Are At High-Risk Of Severe Illness From COVID-19. 

 
B. Permissible Uses and Disclosures of Confidential Medical Information Related to COVID-

19 

The School may use and disclose an employee’s Confidential Medical Information related to COVID-
19 for certain public interest and benefit purposes that are job-related and consistent with business 
necessity, including, but not limited to: 

• Where there is a serious threat to public health or safety; 
• To a public health authority that is authorized by law to collect or receive the information 

for the purpose of preventing or controlling disease and conducting public health 
investigations; and  

• As required by law. 

The uses and disclosures of an employee’s Confidential Medical Information related to COVID-19 for 
these purposes do not require the employee’s authorization. Further, the School may use and 
disclose an employee’s Confidential Medical Information related to COVID-19 for the following 
purposes: 

• If compelled by judicial or administrative process or by any other specific provision of law; 
• If compelled by a search warrant; 

• If compelled by a medical examiner, forensic pathologist, or coroner; 

• To be used in a lawsuit, arbitration, grievance, or other claim or challenge to which the 
employer and employee are parties and in which the employee has placed in issue his or 
her medical history, mental or physical condition, or treatment; 

• For the purpose of administering and maintaining employee benefit plans, including 
health care plans and plans providing short-term and long-term disability income, workers' 
compensation and for determining eligibility for paid and unpaid leave from work for 
medical reasons; and 

• To first aid and safety personnel if the employee’s condition might require emergency 
treatment. 
 

C. Disclosures of Confidential Medical Information Related to COVID-19 to the Employee 

Employees are entitled to access and review their medical file as maintained by the School. The 
School must disclose the Confidential Medical Information contained in the employee’s medical file 
to the employee when requested. 

D. Reasonable Safeguards for Confidential Medical Information Related to COVID-19 
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The School employs reasonable safeguards in order to protect against and limit the incidental use and 
disclosure of employee Confidential Medical Information related to COVID-19.  As with other 
Confidential Medical Information the School receives, the School will store Confidential Medical 
Information related to COVID-19 in a medical file that is separate and distinct from the employee’s 
personnel file. The School password protects all computers that School employees use to store 
Confidential Medical Information and restricts employee access to the Confidential Medical 
Information to be accessed on a need-to-know basis, only. 

School employees must utilize the following safeguards in order to limit the incidental use and 
disclosure of Confidential Medical Information related to COVID-19:  

(4) Determine if individuals not permitted to access Confidential Medical Information are with an 
employee before discussing the employee’s Confidential Medical Information. 

(5) Do not assume an employee will permit disclosure of his/her/their Confidential Medical 
Information to anyone in the workplace, including a family member or friend.  

(6) Dispose of unnecessary paper products that contain Confidential Medical Information in a 
shredder. 

E. Limiting the Use of Confidential Medical Information Related to COVID-19 

The School limits the use of Confidential Medical Information to the “minimum necessary” amount 
needed to accomplish the intended purpose of the use of the information.  Any use of the 
information must be job-related and consistent with business necessity. 

F. Limiting the Disclosures of Confidential Medical Information Related to COVID-19 

All requests for Confidential Medical Information, whether routine or non-routine, are handled by the 
School’s Pandemic Coordinator. All School employees must therefore direct all requests for 
Confidential Medical Information to the School’s Pandemic Coordinator. 

G. Accounting of Disclosures 

Employees are entitled to an accounting of any disclosures of their Confidential Medical Information. 
When an employee requests an accounting of the School’s disclosures of their Confidential Medical 
Information, the School will provide the accounting in a timely manner. 

H.  Policy on Requests to Amend Confidential Medical Information Related to COVID-19 

Employees are entitled to request that the School amend or addend Confidential Medical Information 
contained in the employee’s medical file if the information is incomplete or inaccurate.  

If the employee requests to addend the Confidential Medical Information contained in the 
employee’s medical file, the School will add the employee’s written addendum to the file. The School 
shall provide the written addendum as part of all subsequent disclosures of the employee’s 
Confidential Medical Information. 
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If the School accepts an employee’s request to amend the existing record, the School shall make a 
reasonable effort to provide the amended information to the following: 

(1) Persons the employee identifies as needing the information; and  
 

(2) Persons the School knows may rely on un-amended information to the program 
participant’s detriment. 

If the School denies an employee’s request for amendment of medical records, the School will 
provide the employee a written denial of the request and allow the employee to submit a statement 
of disagreement within 30 business days. The School shall place both the School’s written denial and 
any statement provided by the employee in the employee’s medical file. 

I. Protocol on Requests to Restrict Use and Disclosure of Confidential Medical Information 
Related to COVID-19 

Employees are entitled to request the School restrict the use or disclosure of Confidential Medical 
Information. However, the School is under no obligation to agree to requests for restrictions made by 
employees. 

J. Confidential Communications Protocol 

The School provides employees the opportunity to request alternative means for receiving 
communications regarding Confidential Medical Information. 
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APPENDIX “H”: AUTHORIZATION FOR DISCLOSURE AND USE OF MEDICAL 
INFORMATION – FOR EMPLOYEES 
 

AUTHORIZATION FOR DISCLOSURE AND USE OF MEDICAL 
INFORMATION – FOR EMPLOYEES 

 
Confidentiality of Medical Information Act (CMIA), Civil Code § 56, et seq. 

Pursuant to California’s Confidentiality of Medical Information Act, I, _____________________, 
authorize            to disclose the medical information described in 
this authorization to Oakwood School.  I also authorize the same representatives from the Oakwood 
School to use the medical information for the purposes described in this authorization.   
 
This authorization is limited to the following types of information:     
COVID-19 test results, including but not limited to any results of tests administered to detect the 
presence of the COVID-19 virus (SARS-CoV-2). 
 
The recipients of this information may use the information for the following purpose(s): 
Managing, controlling, and responding to COVID-19 infections among Oakwood School personnel, 
medical accommodation request, and workers’ compensation claim. 
 
Expiration Date:        is no longer authorized to disclose medical 
information described in this authorization after    .   
 
Right to Receive Copy of This Authorization:  I understand that if I sign this authorization, I have the 
right to receive a copy of this authorization.  Upon request, the Oakwood will provide me with a copy 
of this authorization. 
 
I authorize the disclosure and use of my medical information as described above for the purposes 
listed above.  I understand that this authorization is voluntary and that I am signing this authorization 
voluntarily.   
 
 
___________________________           ___________________    ________ 
Employee’s Name (PLEASE PRINT)          Signature      Date 
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APPENDIX “I”: AUTHORIZATION FOR DISCLOSURE AND USE OF MEDICAL 
INFORMATION – FOR STUDENTS 

 
AUTHORIZATION FOR DISCLOSURE AND USE OF MEDICAL 

INFORMATION – FOR STUDENTS 
 
 

Confidentiality of Medical Information Act (CMIA), Civil Code § 56, et seq. 
Pursuant to California’s Confidentiality of Medical Information Act, I, the parent or legal guardian of 
_____________________ (“Student”), authorize        to disclose 
Student’s medical information as described in this authorization to representatives from Oakwood 
School.  I also authorize the same representatives from Oakwood School to use the medical information 
for the purposes described in this authorization.   
 
This authorization is limited to the following types of information:     
COVID-19 test results, including but not limited to any results of tests administered to detect the 
presence of the COVID-19 virus (SARS-CoV-2) 

 
The recipients of this information may use the information for the following purpose: 
Managing, controlling, and responding to COVID-19 infections among Oakwood School students and 
employees, medical accommodation request, etc. 

 
Expiration Date:        is no longer authorized to disclose medical 
information described in this authorization after    .   
 
Right to Receive Copy of This Authorization:  I understand that if I sign this authorization, I have the 
right to receive a copy of this authorization.  Upon request, Oakwood School will provide me with a 
copy of this authorization. 

 
I authorize the disclosure and use of Student’s medical information as described above for the 
purposes listed above.  I understand that this authorization is voluntary and that I am signing this 
authorization voluntarily.   
 

___________________________       ___________________   ________ 

Parent/Guardian Name         Signature              Date 

___________________________       ___________________   ________ 

Parent/Guardian Name         Signature              Date 
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APPENDIX “J”: CERTIFICATION FOR EMPLOYEE RETURNING TO WORK AFTER 
COVID-19 SYMPTOMS, POSITIVE TEST RESULTS, OR EXPOSURE 
 

CERTIFICATION FOR EMPLOYEE RETURNING TO WORK 
AFTER COVID-19 SYMPTOMS, POSITIVE TEST RESULT, OR 

EXPOSURE 
I, ____________________________ (“Employee”), certify that the following is true and correct (check 
as appropriate):  

* I tested positive for COVID-19 after exhibiting symptoms consistent with COVID-19 and all of 
the following are true and correct: 

□ At least 10 days have passed since I first began to exhibit symptoms associated with 
COVID-19, including fever, 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, or diarrhea; AND 

□ I have been free of fever (a “fever” is defined as 100.00° F [37.8° C] or greater) for at 
least 24 hours without the use of fever-reducing medicines; AND 

□ Any symptoms I exhibited have improved. 

* I tested positive for COVID-19, but have not had any symptoms associated with COVID-19, and 
at least 10 days have passed since the test. A copy of the viral (i.e., non-antibody) test is 
attached. 

* I began exhibiting symptoms consistent with COVID-19 and one of the following are true and 
correct: 

□ I tested negative AND I have been free of fever for at least 24 hours and my other 
symptoms have improved. A copy of the viral (i.e., non-antibody) test is attached. 

□ I was not tested but my health care provider has provided an alternative explanation 
and/or reason for not testing for COVID-19 AND I have been free of fever for at least 
24 hours and my other symptoms have improved. 

* I had close contact (was within 6 feet for 15 minutes or more) with a person known to have 
COVID-19, I have not had any symptoms associated with COVID-19 and I have not tested 
positive for COVID-19, AND: 

□ It has been 10 days since I had close contact with that person; OR 

* The person known to have COVID-19 was a household member that I was not able to 
isolate from to avoid close contact, and it has been 10 days since the household 
member who had COVID-19 has ended his or her isolation period, according to CDC 
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guidelines.  (See https://www.cdc.gov/coronavirus/2019-ncov/hcp/disposition-in-home-
patients.html). 

I understand and agree that if I exhibit symptoms associated with COVID-19 (e.g., fever, cough, chills, 
shortness of breath or difficulty breathing, fatigue, muscle or body aches, headache, loss of taste or 
smell, sore throat, nausea or vomiting, or diarrhea) after returning to work, I must inform my 
supervisor immediately, and the School may direct me to stay away from work until I meet the 
School’s requirements in the applicable policy to return to work. 

 

____________________________ ___________________________         ___           ___     

Employee Name    Signature     Date 
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APPENDIX “K”: CERTIFICATION FOR STUDENT RETURNING TO SCHOOL AFTER 
COVID-19 SYMPTOMS, POSITIVE TEST RESULTS, OR EXPOSURE 
 

CERTIFICATION FOR STUDENT RETURNING TO SCHOOL 
AFTER COVID-19 SYMPTOMS, POSITIVE TEST RESULT, OR 

EXPOSURE 
We, the undersigned Parents/Legal Guardians of ____________________________ (“Student”), 
certify that the following is true and correct (check as appropriate):  

* Student tested positive for COVID-19 after exhibiting symptoms consistent with COVID-19 and 
all of the following are true and correct: 

□ At least 10 days have passed since Student first began to exhibit symptoms associated 
with COVID-19, including fever, 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, or diarrhea; AND  

□ Student has been free of fever (a “fever” is defined as 100.00° F [37.8° C] or greater) 
for at least 24 hours without the use of fever-reducing medicines; AND 

□ Any symptoms the Student exhibited have improved. 

* Student tested positive for COVID-19, but has not had any symptoms associated with COVID-
19, and at least 10 days have passed since the test. A copy of the viral (i.e., non-antibody) 
test is attached. 

* Student began exhibiting symptoms consistent with COVID-19 and one of the following are 
true and correct: 

□ Student tested negative AND I have been free of fever for at least 24 hours and my 
other symptoms have improved. A copy of the viral (i.e., non-antibody) test is 
attached. 

□ Student was not tested but my health care provider has provided an alternative 
explanation and/or reason for not testing for COVID-19 AND I have been free of fever 
for at least 24 hours and the other symptoms have improved. 

* Student had close contact (was within 6 feet for 15 minutes or more) with a person known to 
have COVID-19, Student has not had any symptoms associated with COVID-19, and Student 
has not tested positive for COVID-19, AND: 

□ It has been 10 days since Student had close contact with that person; OR 

* The person known to have COVID-19 was a household member that I was not able to isolate 
from to avoid close contact, and it has been 10 days since the household member who had 
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COVID-19 has ended his or her isolation period, according to CDC guidelines.  (See 
https://www.cdc.gov/coronavirus/2019-ncov/hcp/disposition-in-home-patients.html). 

I understand and agree that if Student exhibits symptoms associated with COVID-19 (e.g., fever, 
cough, chills, shortness of breath or difficulty breathing, fatigue, muscle or body aches, headache, 
loss of taste or smell, sore throat, nausea or vomiting, or diarrhea) after returning to school, I must 
inform the School immediately, and the School may direct me to keep Student stay away from School 
until I meet the School’s requirements in the applicable policy to return to school. 

 

____________________________ ___________________________________ ______ 

Parent/Legal Guardian 1 Name  Signature     Date 

 

____________________________ ___________________________________ ______ 

Parent/Legal Guardian 2 Name  Signature     Date 
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APPENDIX “L”: CERTIFICATION OF EMPLOYEE RETURNING TO WORK AFTER 
INTERNATIONAL TRAVEL 

 

CERTIFICATION FOR EMPLOYEE RETURNING TO WORK 
AFTER INTERNATIONAL TRAVEL 

 

I, ____________________________ (“Employee”), certify that the following is true and correct.  

At least 10 days have passed since I have returned from international travel, and I have not exhibited 
symptoms associated with COVID-19, including fever, 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, or diarrhea. 

I understand and agree that if I exhibit symptoms associated with COVID-19 (e.g., fever, 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, or diarrhea) after returning to 
work, I must inform my supervisor immediately, and the School may direct me to stay away from 
work until I meet the School’s requirements in the applicable policy to return to work. 

 

____________________________ ___________________________________ ______ 

Employee Name    Signature     Date 
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APPENDIX “M”: CERTIFICATION OF STUDENT RETURNING TO WORK AFTER 
INTERNATIONAL TRAVEL 
 

CERTIFICATION FOR STUDENT RETURNING TO SCHOOL 
AFTER INTERNATIONAL TRAVEL 

 

We, the undersigned Parents/Legal Guardians of ____________________________ (“Student”), 
certify that the following is true and correct:  

At least 10 days have passed since Student has returned from international travel, and Student has 
not exhibited symptoms associated with COVID-19, including fever, 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, or diarrhea. 

I understand and agree that if Student exhibits symptoms associated with COVID-19 (e.g., fever, 
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, or diarrhea) after 
returning to school, I must inform the School immediately, and the School may direct me to keep 
Student stay away from School until I meet the School’s requirements in the applicable policy to 
return to school. 

 

____________________________ ___________________________________ ______ 

Parent/Legal Guardian 1 Name  Signature     Date 

 

____________________________ ___________________________________ ______ 

Parent/Legal Guardian 2 Name  Signature     Date 
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ATTACHMENTS 
 
 
 
 
 
 
 
 
 
 
 

 
Attachments  

“A” through “D” 
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ATTACHMENT “A”: TEST RESULT DECISION TREE & STEPS TO TAKE IN RESPONSE 
TO CONFIRMED OR SUSPECTED COVID-19 CASES AND CLOSE CONTACT 

 
Test Results Decision Tree 
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Steps to Take in Response to Confirmed or Suspected 
 COVID-19 Cases and Close Contact 
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ATTACHMENT “B”: WHAT DO I DO IF MY CHILD HAS COVID-19 LIKE SYMPTOMS? 
 

Attachment B: What do I do if my Child has COVID-19 Like Symptoms? 
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ATTACHMENT “C”: A PARENT’S GUIDE TO CONTACT TRACING – WHAT TO EXPECT 
 

Attachment C: A Parent’s Guide to Contact Tracing – What to Expect 
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ATTACHMENT “D”: HOME ISOLATION AND QUARANTINE GUIDELINES 
 

Attachment D: Home Isolation & Quarantine Guidelines 
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