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OVERVIEW: 
Catholic Schools located in the eleven (11) counties encompassed by the Diocese of Madison have been 
planning carefully for students’ safe return to school this fall. At St. Ann’s, we recognize the vital role that 
in-person instruction plays in the social, emotional, and spiritual well-being of our children and is the 
reason why, ideally, we are planning for a return to in-person instruction. At the same time, we also 
recognize that in order to learn effectively, the school building must be a safe place for both the students 
and staff. Having healthy students and staff is critical to the quality of education children will receive.  

The following written guidelines were originally created by co-educator professionals across the country 
and subsequently modified by the St. Ann School Health and Safety Team to fit the needs of the St. Ann 
School Community. The Team, comprised of teachers, support staff, administrators, health care and 
business professionals, and parents, drafted best practices to act as a framework of reference. The 
protocols align with those recommendations of the Centers for Disease Control (CDC), the Wisconsin 
Department of Public instruction (DPI), the State Department of Health Services (DHS), and the Dane 
County Health Department (DCHD). As more information and data is shared, the Health and Safety Plan 
will evolve to meet current guidelines and recommendations.  

Finally, in the guidelines here presented, the St. Ann Health and Safety Team has considered the needs of 
the Stoughton Community, as voiced in surveys and discussions with parents, faculty and staff, and 
communications with members from the Stoughton Area School District and local health officials. 
Ultimately, however, these protocols must be enacted through the combined efforts of the principal and 
school and parish staff who will make specific decisions of how best to implement the plan within each 
classroom and pod setting.  

Responsibility of School and School Personnel: Throughout the 2020-2021 school year, St. 

Ann Catholic School will be responsible for: 
 Training all St. Ann School employees and volunteers in proper protocols. 

 Supervising and ensuring that proper protocols are being taken. 

 Providing a cleaning schedule to all employees. 

 Informing all stakeholders of chemical safety concerns, procedures, and schedules specific 
to the school. 

 Educating parents, staff, and volunteers on specific guidelines related to:  
 preventative measures, including barriers, distancing, and screening.  

 proper screening and monitoring of symptoms. 
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 hygiene best practices, including CDC approved mask wearing and handling, 
sneezing, and coughing, washing hands. 

 cleaning and disinfecting prior to and after persons suspected/confirmed to have 
COVID-19 have been in the school, as well as proper handling and storage of 
cleaning equipment and chemicals. 

 outbreak and exposure action plan and communication. 

 educating and training of students. 

 publishing written plans and guidelines on the St. Ann School website 
(www.stanns-school.org). 

Safety Expectations:  
 Student Safety: To ensure student safety and to align with State and County 

requirements, St. Ann School will do the following: 

 Ensure physical distancing of six feet between all students as much as possible unless 
a specific task requires a shorter distance. 

 Require all students, ages 5 and older, to wear a CDC acceptable face mask that 
covers both the mouth and nose. 

 Provide face coverings to all students who have forgotten or are unable to obtain a 
face covering.  

 Provide hand washing breaks throughout the day, particularly before and after 
recess, snack, and lunch, as well as on return from another classroom. 

 Educate students on proper hand washing hygiene.  

 Make available EPA recommended hand sanitizer in classroom and outside of 
common spaces.  

 Provide age appropriate information on respiratory hygiene and preventing the 
spread of germs.  

 Monitor student health during the day, including periodic temperature and symptom 
checks. 
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 Advise families whose children are ill that they must stay home and may not return 
to school until all symptoms are completely absent (without the use of medication) 
for 24 hours. 

 Require parents to perform a daily health screening (provided by St. Ann’s) prior to 
arrival at school.  

 Advise families whose students become ill or show signs of illness that they may not 
be allowed to stay at school.   

 Designate care rooms that are isolated from general school traffic for students who 
become ill during the school day or Extended Care.  

 Stay in communication with the State, CDC, DHS, and DCH, as well as the Diocese of 
Madison to stay current with the most up to date COVID-19 information and 
guidance.  

 Employee Safety: To ensure employee safety and to align with State and County 
requirements, St. Ann School will do the following: 

 When feasible, ensure physical distancing of six feet between all staff and staff and 
students unless a specific task requires a shorter distance. 

 Provide additional face protection, including CDC approved masks and face shields. 

 Construct Plexiglass barriers as requested. 

 Accommodate high risk staff as much as possible to avoid possible exposure, 
including moving classrooms to a larger space, allowing teachers to teach virtually 
from home, and/or installing upgraded ventilation and air purifying systems in 
classrooms. 

 Provide hand hygiene stations and encourage staff to wash hands regularly with soap 
and water for at least 20 seconds. 

 Provide EPA approved hand sanitizer for classrooms and stations throughout the 
school.  

 Provide information on proper respiratory hygiene and the prevention of germ 
spread.  



St. Ann Catholic School 

COVID-19 

Re-Opening Plan 
 

 Reopening Document-Final  Page 6 of 35 August 15, 2020 

   

 
PAG

 Require a daily health screening and temperature monitoring prior to or 
immediately upon arrival to school. 

 Encourage employees to stay home when sick and send sick employees home when 
they become ill while at school.  

 Stay in communication with the State, CDC, DHS, and DCH, as well as the Diocese of 
Madison for the most up to date COVID-19 information and guidance.  

 At-Risk Individuals: Students and employees in the following groups should consult 
with their healthcare provider regarding prevention measures (Refer to the CDC’s 
People Who Are at Increased Risk for Severe Illness for the most up to date 
information.): 

 Individuals age 65 or older 
 Pregnant women 
 Individuals with underlying health conditions, including, but not limited to: 

o Chronic lung disease or moderate to severe asthma 
o Serious lung conditions 
o Immunocompromised 
o Severe obesity (body mass index of 30 or higher) 
o Diabetes 
o Chronic kidney disease undergoing dialysis 
o Liver disease 
o Sickle cell anemia  
o Children who are medically complex (neurologic, genetic, or metabolic 

conditions) or have congenital heart disease  

Disclaimer: 
St. Ann’s Health and Safety Plan for the Reopening of School is intended to offer guidance 
regarding best practices in our effort to reduce the risk of disease transmission, specifically Novel 
Coronavirus SARS-CoV-2 and the disease it causes, COVID-19. In following the guidelines outline 
herewith, users acknowledge that there is no “zero risk” scenario and that, despite acting in 
compliance and in good faith of the guidelines shared by the Centers for Disease Control and Dane 
County Health, Students and Staff electing in-person instruction may still contract COVID-19.  

Finally, the guidelines contained in the plan reflect the available information at the time this 
report was created. Stakeholders recognize that details and information are changing daily, and 
new information and/or the results of future studies may require revisions to the report (and the 
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general guidance contained therein) to reflect new data. St. Ann School does not warrant the 
accuracy or completeness of the guidance in this plan and assumes no responsibility for any injury 
or damage to persons or property arising out of or related to any use of the plan or for any errors 
or omissions.      

Designated School Health and Safety Coordinator:  
Kara J. Roisum 
Principal 
608-873-3343, ext. 302 
kara.roisum@stanns-school.org 

I. PREVENTION AND SAFETY MEASURES:  
A. Physical Distancing, Barricades, and Personalized Protection Equipment (PPE): 

Physical distancing, six feet of space in all directions between individuals (students and 
staff), will be maintained as much as possible, unless safety or core activities require a 
shorter distance, or the individuals are of the same household. Barriers, including 
Plexiglass, may be used in specific situations when six feet of space cannot be maintained. 
CDC approved face coverings are required at all times.  

 Barriers will be made of approved materials and will not adversely affect air flow, 
heating, cooling, or ventilation or present a health and safety risk.  

 Physical barriers include Plexiglass table dividers and wall partitions.   

i. Grade Level Classrooms:  
1. Throughout the school, students will be organized into pods. Pods are based 

primarily on the location of classes and common spaces. Each pod will have a 
designated entrance and exit to and from the building, as well as restrooms, 
and a room for those students in the pod who become ill during the school 
day. Designated pods include: 

a. K-4 

b. 4K, 5, and Main Office 

c. 6-8, and Healy Hall  

d. Kitchen  

e. Gym 
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f. Church and parish offices 

2. Each morning, St. Ann School staff will be present at their designated door 
entrances to help assemble and physically distance students as they enter the 
school.   

3. As space permits, classrooms will be arranged so that students are six feet 
apart when sitting at their desks or tables.  

4. Desks will be placed facing the same direction to reduce potential 
transmission of disease by droplets produced by talking, coughing, or 
sneezing. Plexiglass barriers will be created for teachers who wish to create 
clusters of student desks and/or work with small groups at a table.  

5. Shared Toys, Classroom Supplies, and Other Items: Efforts will be made to 
minimize the use of shared or communal classroom items. If an item must be 
used by more than one person, it will be disinfected between each use. If an 
item cannot be disinfected, proper hand hygiene will take place before and 
after using the item.  

a. Peripheral computer keyboards are difficult to clean due to the spaces 
between keys and the sensitivity of its hardware to liquids, and, 
therefore, when shared, they may contribute to indirect transmission. 
Those requiring peripheral keyboards will be assigned one for their 
individual use and will not share them with others unless time allows 
for their fogging and/or 72-hour window of use.  

6. Lockers and cubbies will be used solely for the purpose of storing outdoor 
wear, lunches, and backpacks brought from home.  

a. K-5th students will have lockers located on the main floor. 
Miscellaneous items, such as mirrors or whiteboards, may not be 
mounted. Locker doors will remain open throughout the day for 
students to access.  

b. Middle School students’ storage will be in the lower level of the 
school. Students will have hooks along the wall outside of Healy Hall 
to hang items and store lunches. Rugs will be provided for additional 
footwear. 
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ii. Specials’ Classrooms: During Specials, teachers will wear CDC approved masks 

and/or gloves at all times, and between classes, and as time allows, the space will be 
disinfected prior to the next group’s arrival.   

1. K-4 Art and Music will be held in the Art Room in the elementary hallway. 5th 
Grade Art will be held in the Library, and 6-8 Art will take place in the Lower 
Level in a classroom. Students will have their own supplies of markers, 
scissors, paint brushes, etc. Some supplies for special projects may need to be 
shared in which case disinfection of shared objects will occur between each 
use.  

2. Gym classes, when feasible, will be held outdoors. Each morning, the gym and 
equipment will be disinfected. Throughout the school year, equipment will be 
partitioned for each pod’s use and will be disinfected daily. In the event that 
the gym is used by more than one pod, disinfecting of high contact areas will 
occur.  

3. Gym classes, as much as possible, will engage in the two lowest risk 
categories of physical contact as identified by the CDC (See Considerations 
for Youth Sports): Skill-building Drills and Conditioning and Team-based 
Practice.  

4. Students unable to engage in a specific activity or awaiting the next activity 
will physically distance themselves from each other. 

5. Students will perform hand hygiene before and after class.  

iii. Lunch and Snacks:  
1. Lunch:  

a. Students will perform proper hand hygiene before and after eating.  

b. School hot lunch will be provided to students in their classrooms on 
reusable trays. Students will have access to reusable silverware, 
bowls, cups, etc. No self-service items will be available. 

c. Students who prefer cold lunch may bring their lunches in reusable 
lunch totes or bags. No items in bulk may be brought to school. All 
cold lunch items, including leftover food or containers MUST go home 
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each day to be emptied and cleaned. Students will not be allowed to 
dispose of cold lunch garbage at school. 

d. Students are not allowed to use school microwaves or ice machines. 
All items in lunches, including containers, packages, and cartons, must 
be opened by the students themselves. Teachers and other students 
will not be allowed to assist in opening items. Parents should assist 
their children in opening and closing packaging and ensuring that 
reusable containers are easy to open and close. 

e. While eating, students will be allowed to remove their masks/shields. 
In an effort to maintain the safety of air quality, students will be asked 
to eat in silence. 

f. Safety precautions will be in place to protect students with food 
allergies. No peanut butter or peanut products are allowed in lunches. 
In addition, specific classrooms may have additional limits on foods, 
depending upon allergy sensitivities in the classroom. 

g. Any spills that occur will be properly cleaned up, and after lunch, 
desks will be disinfected, according to Meal Service protocols. 

h. Students will not be allowed to share food and beverages, nor will 
they be allowed to save food for later.  

i. Teachers and/or staff members will supervise lunch in the 
classrooms. As a precaution, supervisors of middle school students 
may occur from a position outside of the classroom, in full view of the 
students, such as the hallway, with the classroom door closed. 

j. In the hallways during lunch, garbage receptacles and bussing carts 
will be distributed for the retrieval of hot lunch items. Once hot lunch 
is finished, teachers and/or educational assistants will be responsible 
for clean-up. Teachers and/or staff members will return trays, one at 
a time, to the cart and dispose of garbage in the receptacles.  Reusable 
items, including cups and silverware, will be placed in buckets of 
sanitizer. Any staff members who participate in clean up must wear 
proper gloves and face coverings, including masks and face shields. 
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k. Once the classroom is finished with cleaning and disinfecting, 
students may proceed to recess, according to dismissal guidelines. 
(See Recess protocols.)  

2. Snacks: 
a. Classroom teachers and/or pods will decide whether or not snacks 

will be permitted. Where permitted, snacks should be consumed 
outdoors when weather permits. Students may bring a small snack in 
disposable containers which will be kept in their backpacks in their 
lockers or storage areas. Large, bulk-sized containers may not be 
brought to school nor is the overnight storage of food in lockers or 
desks allowed. Bulk snacks may be purchased in individual 
classrooms and distributed properly, using safety guidelines for food 
distribution (See Kitchen Meals). 

b. All remaining snack containers will be taken home for cleaning or 
disposal.  

c. Birthday treats and other celebratory food may be brought to school 
but must be individually, commercially wrapped items. Homemade 
treats may not be brought into school. Parents must make prior 
arrangements with the classroom teacher before sending treats in 
order to retrieve the treats from the parents in the morning before 
school. Parents may not physically come into the building to drop off 
treats. Only teachers and/or support staff may distribute items to 
students in the classroom. 

iv. Visitors and Volunteers: 
1. Only essential visitors and volunteers will be allowed into the school.  If 

available, St. Ann’s will utilize an online log for parent volunteers. Other 
essential visitors and volunteers will sign into a logbook which will be 
available at the small window outside the main office. All visitors are 
encouraged to bring their own writing utensil to sign in. The use of shared 
writing utensils and clipboards for sign in will be minimized. The main office 
will utilize and monitor a system for sharing and disinfecting writing 
utensils.  
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2. All visitors and volunteers must enter the school wearing a mask. Disposable 
masks will be available for anyone not equipped with an approved CDC mask 
upon entering the school. In addition, before receiving approval to proceed to 
their designated spaces, all visitors and volunteers will complete a screening 
assessment and will have their temperatures taken by main office staff.  

3. Designated areas for pick-ups and deliveries will be established in the school, 
limiting, to the greatest extent possible, visitors from entering the school 
pods.  

4. Scheduled meetings, such as IEP meetings, Parent/Teacher conferences, 
and/or individual parent meetings will take place via phone call or virtually.  

5. If an in-person, Staff or Commission meeting is necessary, it will be held in a 
space that will allow for physical distancing and be limited to the number as 
ordered by the CDC and Dane County Health. 

v. Common/Shared Spaces: The following guidelines will be in place as much as 

possible:  
o Physical distancing markers and tape will be used to denote six feet spacing 

in commonly used areas, as necessary.  

o Large group events such as student assemblies, concerts, All School Mass, 
drama performances, and Parent/Teacher Conferences will be cancelled or 
postponed. Per Dane County’s Order #7, in-person meetings indoors will be 
limited to 10 with the exception of Staff Meetings and Mass. 

o When necessary, a protective barrier will be provided for reception and food 
service areas. physical distancing markers will be placed.  

o Reception seating areas will be limited and set up to allow for physical 
distancing (six feet separation). 

1. Elevator use: The elevator will be occupied by one person only, and those 
utilizing the elevator must wear a face covering at all times. The elevator will 
be disinfected throughout the course of the school day, and the use of the 
stairs will be encouraged. 

2. Library: Student physical use of the Library will be prohibited. Students and 
Staff may still search for materials through the school’s Destiny Library 
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Automation System and check out materials. A staff member from the 
student’s pod will retrieve the books from the library and deliver to the 
students. Classroom teachers will develop guidelines for frequency of 
checking out books and will maintain the circulation records.  In addition, 
digital library services will be available, and students will be encouraged to 
access materials electronically as well as through their classroom libraries. 
Books returned for recirculation will be disinfected and placed in quarantine 
for 72 hours before being re-shelved. 

4. Computer Lab/Devices: In order to accommodate 5th Grade, the Computer 
Lab will be unavailable for student use. Each classroom will be equipped for 
one-to-one device usage. Each student will be assigned a computer or 
Chromebook and will use it throughout the day. All exterior covers of the 
computers will be disinfected daily. Students will wipe down their assigned 
device and peripherals (mouse, keyboard, etc.) weekly. Families of students 
who must borrow school owned devices will be responsible for their care.  
Parents will incur the replacement cost for any lost items, including 
Chromebooks and peripherals.  If a device is stolen, the family must submit a 
police report for the item.  Families may incur a repair fee for items damaged 
or broken while in the care of a student outside of school.  Any items missing, 
such as a keyboard letter, scratched, or dented must be reported to St. Ann’s 
immediately. 

5. Playgrounds (Parking Lot and Play Structure)/Recess: Recesses will be 
limited to pods with classrooms designated to specific areas. Teachers will 
coordinate a schedule that allows time for students to retrieve necessary 
outerwear and exit and enter the building in an organized manner.  

a. Use of the Play Structure will be on a rotational basis and, if possible, 
limited, to one class. If multiple classrooms from the same pod are on 
the play structure for longer than 15 minutes, students must wear 
masks. 

b. Recess toy bins will be assigned to each class for use during recess.  

c. GaGa Ball, Tether Ball, and the sandboxes may be used as long as 
masks are worn and proper supervision can take place. The number 
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of students allowed for these activities will be limited to allow for 
reasonable physical distancing as well as time to do the activity. 

d. Hand hygiene will take place before and after recess. 

 

 

6. Restrooms:  
a. Each pod will be assigned a set of restrooms for their use and, with 

the exception of an emergency, are not permitted to use another pod’s 
restrooms. 

b. When possible, restrooms should not be occupied by more people 
than there are stalls.  

c. Signs will be posted to wash hands before and after using the 
restroom.  

d. If feasible, paper towel, soap dispensers, and toilet and sink handles 
will be automatic. For those items that are manual, they will be listed 
under the high contact areas and wiped down with CDC approved 
chemicals after a classroom’s use. 

e. Open top trash containers will be provided in each restroom. 

7. Conference and General Office Areas: 
a. As much as possible, staff is to refrain from entering the main office 

unless a specific request requires face-to-face contact. 

b. Upon entering the school, all visitors will check-in at the main office 
window. Visitors will not be allowed in the Main Office unless there is 
a request that cannot be completed from the window.  

c. Tasks requiring large amounts of people to be in one area will be 
reduced or performed virtually when possible. 

d. Staff will be discouraged from lingering or socializing in common 
areas, such as the copy area. 

e. Periodically, in-person staff meetings are necessary and are exempt 
from the current DCH Order #7. During these meetings, all attendees 
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must wear CDC approved face coverings and meet physical distancing 
requirements of at least 6 feet. 

8. Staff Lounge: Each Pod will designate an area for staff breaks that allows for 
physical distancing guidelines.  

a. Communal meals and shared food will not be allowed. (e.g., bagels, 
donuts, candy, and fruit bowls).  

b. Each lounge will be equipped with cleaners and disinfectants 
available to wipe down before and after items are used.  

c. A logbook will be provided to document the use of the area as well as 
the wiping down of high contact areas.  

d. When not eating, Staff must wear CDC approved face coverings, and 
hand hygiene will be encouraged before and after use.  

e. Shared appliances in the Staff Lounge will be considered high contact 
areas and must be included in the cleaning. Signage will be posted as a 
reminder of guidelines and cleaning expectation. Shared appliances 
include: 

i. Refrigerator handles 

ii. Coffee makers 

iii. Microwaves/Microwave dish covers 

iv. Salt and Pepper shakers 

9. Drinking Fountains and Water Bottles: All drinking fountains located in 
the school will be turned off to discourage usage. Students may bring a water 
bottle to school but are not allowed to share or fill their own bottles. Water 
bottles must go home each night to be cleaned. Unless there is a doctor’s 
note, students will be limited to water breaks where they can remove their 
masks to drink. 
 

10.  Nurse’s room:  
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a. Each pod will be equipped with a nurse’s room. This room will be 
considered a “containment” room and will be used for any potentially 
ill child who may have an infectious condition, including COVID-19.  

b. Ideally, the room will have windows, a sink, and proper supplies, such 
as gloves and disposable masks.  

c. If the room does not contain a phone, the health team will need to 
have their radios to contact the Main Office for assistance and a way to 
reach parents to arrange for pickup.  

d. Prior to the start of the school year, the Principal and Maintenance 
Director will measure the designated nurse’s room to determine the 
maximum number of students who can safely be distanced six feet 
apart before the room is considered full.  

e. Once that space reaches capacity, the nurse shall place a STOP sign on 
the door and call the school administrator for assistance.  

f. A line of chairs spaced six feet apart outside the nurse’s room might 
serve as a safer waiting area until assistance arrives.  

g. If the office is full and a child or staff member has an emergency, the 
pod’s designated health team would need to go to the emergency 
rather than the emergency being brought to the nurse’s room. 

h. Multiple students or staff members may use the same isolation room 
provided they can be separated by six feet.  

i. Proper disinfecting of the room will occur each day. 
 

vi. Personal Protective Equipment (PPE):  
1. Student Masks:  

a. St. Ann School does not provide or require specific PPE equipment as 
that worn by healthcare providers but follows local and state 
requirements for safety equipment for staff and student use in the 
school.  

b. Students who are younger than 5 or incapable of wearing a face 
covering, due to physical or mental health reason, will not be required 
to wear a face covering. A physician’s note may be required as 
evidence of need.  

c. In addition, students who receive special services may be required to 
remove their masks in the event that not doing so would present a 
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challenge, distraction, or obstruction to education services and 
instruction.  

d. Prior to the beginning of the school year, St. Ann School will indicate 
to families the number of CDC approved face masks needed in the 
classroom.  

i. Families with children in 4K-2nd will need to purchase a CDC 
approved face covering for each day of the school week as well 
as five additional masks to be used as spares, including a daily 
one that students wear into and out of the school building each 
day.  

ii. Students in 3rd-8th grades are asked to bring one mask for each 
day of the school week, along with an additional 3 to be kept as 
spares. 

iii. Families are asked to send the face coverings in a zip-lock bag 
to be stored in the classrooms.  

iv. At the end of the week, face coverings will be sent home to be 
cleaned or replaced.  

v. Masks will not be shared and will be properly stored or 
discarded.  

vi. Acceptable face coverings may be cloth or disposable but must 
cover both the mouth and nose. (PLEASE NOTE:  Gator masks 
as well as bandanas are NOT recommended unless they are of a 
thicker material.) 

vii. As of August 5, 2020, the CDC has approved the Badger Plus 
Face Shield as an optional replacement for a face mask 
(https://making.engr.wisc.edu/badger-shield-plus/).  

viii. Face coverings with a sewn-in transparent area around the 
mouth are acceptable.  

e. In the event a student does not have a mask, St. Ann School will 
provide one at no cost to the family for the first three occurrences 
after which, a fee of $6/additional mask will be invoiced to the family.  

f. Face coverings will be required to be worn at all times with the 
exception of: 

i. snack and lunch   
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ii. outdoor recess, unless social distancing cannot be maintained 

iii. outdoor gym class  

g. Mask breaks:  
i. As the need allows, throughout the day, teachers may 

designate times and locations for students to have mask 
breaks.  

ii. Mask breaks may not be longer than 15 minutes and when 
possible, should take place in large spaces or outside.  

iii. Locations of mask breaks will allow students to fulfill the six 
feet of physical distancing in all directions.  

iv. If the plan includes a mask break within the classroom, 
teachers will create groups to rotate the mask break in order to 
avoid the removal of all masks at once.  

v. Mask break plans will be identified in individual classroom 
plans.   

h. An information page (Wear & Care of a Face Covering) will be 
provided on how to wear and care for face coverings.  

2. PPE for Staff:  
a. Employees who request additional PPE equipment must submit their 

requests in writing to the principal who will work in good faith to 
provide those items requested.  

b. St. Ann School will reimburse employees who purchase PPE for 
classroom use. All purchases, however, must be pre-approved in 
order to be reimbursable.  

c. Staff requiring additional personal protective equipment (PPE) such 
as face shields, goggles, or gloves will be identified through the 
guidelines set forth in this plan and trained on proper care and use.  
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II. Hygiene:  
Supplies will be provided to allow for proper hand hygiene. Training and education will 
be provided, including how to properly wash hands, when to wash hands, and how and 
when to properly use hand sanitizer. In addition, signage will be utilized throughout the 
building to encourage good hygiene practices and to educate students on preventing the 
spread of germs. 

A. Handwashing and Hand Sanitizer Use: Hand hygiene stations with soap, water and 

paper towels or an alcohol-based hand sanitizer will be provided throughout the school.  
i. Handwashing supplies will be provided in all bathrooms. 

ii. Hand sanitizing stations will be located at the school entrances, outside 
bathrooms, in common and work areas, and in classrooms near the doors.  

iii. Hand hygiene will occur: 
1. Upon entering the building and/or each classroom. 

2. After using shared objects or surfaces (e.g., electronic devices, musical 
instruments, writing utensils, tools, toys, desks, gym equipment, or 
tabletops). 

3. Before and after snack and lunch. 

4. After using the bathroom. 

5. After helping a student with toileting.  

6. After sneezing, wiping, or blowing nose, or coughing into hands. 

7. Upon coming in from outdoors. 

8. Anytime hands are visibly soiled.  

B. Respiratory Hygiene:  
Training will be provided on proper respiratory hygiene including coughing and 
sneezing into a tissue or the inside of an elbow. Tissue will be available in each 
classroom.  

C. Cleaning:  
St. Ann School will adhere to CDC and DCH guidance on cleaning and 
disinfecting.  
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i. Cleaning logs will be maintained that include the date, time, and scope of 
cleaning or disinfection throughout the school. Additional cleaning will take 
place, as necessary.  

ii. Restrooms will be cleaned thoroughly once a day, prior to students entering 
school.  

iii. Cleaning staff will be trained on how to safely use cleaners and disinfectants and 
will be provided with appropriate PPE when required. Cleaning staff will dispose 
of masks and gloves upon completion of cleaning a restroom before cleaning the 
next.  

iv. Disinfectants provided will be on the EPA List N: Disinfectants for Use Against 
SARS-CoV-2.  

v. Students in grade 4K-4 will not be allowed to use cleaning disinfectants and will 
not be immediately present when disinfectants are in use whenever possible.   

vi. High Contact Surfaces: Touching of shared objects and surfaces will be 
discouraged as much as possible.  

1. Each classroom will be responsible for identifying and disinfecting  high 
contact surfaces in their area.  

2. High contact surfaces in common spaces will be disinfected throughout 
the day to further reduce the risk of germs on surfaces and objects.  

3. When in contact with shared objects or frequently touched areas, 
employees and students will be encouraged to practice proper hand 
hygiene after contact, particularly after use of shared items where time 
does not allow for disinfection.  

4. High contact surfaces include, but are not limited to: 
a. Door handles and push plates 

b. Handrails 

c. Kitchen and bathroom faucets 

d. soap dispensers 

e. Light switches 
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f. Handles on equipment  

g. Buttons on elevators 

h. Shared phones 

i. Shared desktops/tables 

j. Shared computer keyboards and peripherals 

k. Locker handles 

vii. St. Ann Parish Space Usage: During the evenings and on weekends, spaces 
throughout the school will be utilized for church sponsored and approved 
events, including Religious Education, Girl and Boy Scout meetings, Parish 
Commission meetings, and small group faith and support groups. The Parish has 
created their own guidelines and policies which can be linked here for further 
examination. 

  

viii. Meal Service: 
1. Physical Distancing: Six feet of physical distance will be maintained 

unless it is necessary to be closer to another individual to complete the 
task being performed. Face coverings must be worn at all times. There 
will be no gatherings in the kitchen during meal preparations. If 
requested, additional PPE and barriers will be provided. Delivery items 
from outside vendors will occur through contactless means as much as 
possible. Any delivery person entering the school through the kitchen 
must be in CDC approved PPE. The kitchen will log delivery personnel for 
Contact Tracing data. 

2. Signage: Signage will be placed at hand sinks directing staff that hand 
sanitizer is ineffective on visibly soiled hands and that they must wash 
hands with soap and water. Gloves will be used, when possible based on 
the task, when shared objects, items, or tools are used. If gloves are used, 
they will be replaced regularly, as required by code and at minimum, 
whenever they become soiled or damaged.  

3. Staff will perform hand hygiene regularly and at minimum: 
i. After using the restroom 
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ii. Prior to handling food 

iii. After wiping or touching their nose, mouth, or eyes 

iv. After using disinfectant or other cleaners  

v. Before and after using any shared object, item, or tool  

4. Cleaning: Appropriate cleaning chemicals and disinfectants will be 
provided. Clean water rinses will occur as required on surfaces with 
direct food contact. Carts used for food delivery will be disinfected before 
and after each use. Other shared spaces, tools, and/or equipment will be 
disinfected between each use. Each classroom will be responsible for 
cleaning their desks, and in the event that a classroom does not have the 
proper chemicals, Classrooms will be provided with buckets of 
disinfectant. 

5. Training and Education: The Food Service Department will provide 
information related to school reopening and other mandatory 
requirements to staff prior and immediately upon their return to work.  

ix. Disinfection of Contaminated Areas: In the case of a student or staff member 
with a suspected or confirmed case of COVID-19, CDC guidelines will be followed 
regarding cleaning and disinfecting the school 
(https://www.cdc.gov/coronavirus/2019-ncov/community/disinfecting-
building-facility.html).  

1. In the case of a student with a positive diagnosis, the principal will work 
with staff on contact tracing and quarantine those spaces that are 
affected, including spaces where siblings are located.  

2. If affected areas can be isolated and disinfected, St. Ann School will not 
necessarily need to close operations. 

3. Once the area(s) have been appropriately cleaned and disinfected, they 
can be reopened for use.  

4. Employees without close contact with the person who is sick can return 
to work immediately after disinfection.  
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5. If a person diagnosed with COVID-19 has been absent from school for 
more than seven days, additional cleaning and disinfection is not 
necessary.  

6. Procedures for isolating and disinfecting will include: 
a. Closing off areas used by the person who is sick. 

b. Opening outside doors and windows to increase air circulation in 
the area. 

c. When possible, waiting 24 hours before cleaning and disinfecting. 
If 24 hours is not feasible, waiting as long as possible. 

d. Using EPA approved disinfectants. 

e. Cleaning and disinfecting all areas used by the person who is sick, 
such as offices, classrooms, bathrooms, common areas, shared 
electronic equipment like tablets, touch screens, keyboards, and 
copiers.  

f. Vacuuming the space. Vacuuming of spaces will occur outside of 
school hours to avoid spreading the virus particles. Offices and 
private rooms may be cleaned if empty and the door is able to be 
shut. 

g. Temporarily turning off room fans and the central HVAC system 
that services the room or space, so that particles that escape from 
vacuuming will not circulate throughout the facility. 

h. Continuing routine cleaning and disinfection. 

D. Ventilation:  
i. Adequate, code required ventilation will be maintained as designed, and 

preventative maintenance, filter changes, and repair will occur as required.  
ii. The Principal, in conjunction with St. Ann Parish Buildings and Grounds 

Commission, will evaluate the HVAC systems in the older and newer portions of 
the building and assess reasonable modifications that can be made to better the 
air quality and circulation throughout the building.  
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iii. Health office doors and windows will be opened to circulate fresh air to the 
greatest extent possible, weather permitting, while maintaining health and 
safety protocols.  

 

III. Training and Education:  
Training of staff and education of students will take place through multiple methods 
including in-person, videos, announcements, and signage. Teachers will conduct 
classroom lessons at the beginning of the school year and will continue to promote 
hand washing, cough and sneeze etiquette, mask wearing and care of, and physical 
distancing. Throughout these lessons, teachers will emphasize the importance of 
supporting each other and avoiding teasing or bullying students who are not following 
protocols or who exhibit symptoms.  

A. Staff Training:  
i. Each pod will designate 1 or 2 people to be screeners for their pod for students 

who become ill while at school and must be monitored. Those selected will be 
trained on their tasks as a screener, including proper procedures and safety 
precautions including: 

ii. Performing hand hygiene prior to taking temperatures. 

iii. Using new disposable gloves, if contact is made, with every individual. If no 
physical contact is made between the screener and individual, the same gloves 
can be used.  

iv. Wearing of a face shield for eye protection in addition to a face mask.  

v. Cleaning of non-contact thermometers with an alcohol wipe between each 
individual. The wipe may be reused if it remains wet. Contact thermometers, if 
used, will be thoroughly disinfected per manufacturer’s instructions.  

vi. Performing hand hygiene when screening is completed.  

vii. Proper hygiene training will include, but is not limited to: 
1. Proper hand hygiene, including the use of hand sanitizer. 

2. Respiratory etiquette, including covering coughs and sneezes. 

3. Proper use and care of face coverings. 
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4. Encouraging staff to stay home when sick. 

5. Physical distancing rules.  

viii. All staff will be trained to observe students for signs of illness, including  
1. Flushed cheeks. 

2. Rapid or difficulty breathing (without recent physical activity). 

3. Fatigue or irritability. 

4. Frequent use of the bathroom.  

ix. Staff will be trained in COVID-19 symptom identification and what to do when 
students or staff are observed exhibiting signs or symptoms. In addition, Staff 
will be trained on the symptoms of Multisystem Inflammatory Syndrome in 
Children (MIS-C) associated with COVID-19, which is a serious condition 
associated with COVID-19 in children and youth. The school will notify the 
parent/guardian if a child shows any of the following symptoms and recommend 
the child be referred for immediate follow up with a healthcare provider:  

1. Fever 

2. Abdominal pain 

3. Vomiting 

4. Diarrhea 

5. Neck pain 

6. Rash 

7. Bloodshot eyes 

8. Feeling more tired or extra tired  

B. Advocacy:  
St. Ann School will engage staff, students, parents/guardians, visitors, and volunteers to 
provide necessary and consistent information. This may be accomplished through: 

i. St. Ann School website 

ii. Email 
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iii. Social media 

iv. Print copy mailings 

v. Voice and/or video messaging 

vi. Town Hall Meetings and Conferences 

vii. Traditional media outlets 

C. Signage:  
i. Visibility: Signs and posters will be displayed throughout the school to reinforce 

policies and practices taught in the classroom and remind staff, students, 
volunteers, and visitors to adhere to proper hygiene, physical distancing rules, 
appropriate use of PPE, and cleaning and disinfecting protocols.  Signs will be 
visible in: 

1. Entrances 

2. Restrooms 

3. Cafeteria  

4. Teachers’ Lounge 

5. Classrooms 

6. Main Office 

7. Nurse’s Rooms 

8. Hallways 

9. Gym 

10. Main Floor and Healy Hall kitchens  

ii. Content: The content of signs will focus on: 

1. How to stop the spread of COVID-19 and other germs and viruses. 

2. The importance of staying home if ill. 

3. How to report symptoms or exposure to COVID-19. 

4. Proper respiratory etiquette. 
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5. Proper hand hygiene. 

6. How to properly wear a face covering. 

7. Physical distancing rules. 

IV. SCREENING, HEALTH CHECKS, ILLNESS, AND SYMPTOMATIC PROCEDURES: 

A. Screening:  
i. Employees: Staff will be provided with training on how to use the Google Form 

Screening Assessment tool, what to do if they do screen positive, and proper 
protocols for staying at home. Each morning that school is in session, staff will 
receive an email link to a Google Form to complete a CDC self-screening 
assessment by 7:00 a.m., prior to coming to work. Upon arrival at school, all staff 
will have their temperatures taken and will verify that they completed the daily 
Google Form screening survey. Individual temperature results will not be 
recorded. Staff who were unable to complete the digital screening prior to their 
arrival at school, will be directed to a kiosk to complete the assessment before 
being allowed to go to their designated classrooms and work areas.  

ii. Volunteers/Visitors: Visitors will be restricted to essential workers including 
those who are making deliveries. All essential volunteers will be required to 
wear a CDC approved face mask and sign-in upon entrance to the school. They 
will then be screened and have their temperatures taken. In the event a 
volunteer screens positive, he or she will not be permitted into the building but, 
instead, be advised to contact their healthcare provider. If the volunteer is a 
parent, he or she may be asked to remove additional family members from 
school as well as a precaution.  

iii. Students:  
1. At home: Parents/guardians will be provided with training and written 

procedures related to the CDC and DPI’s approved screening questions 
for their children, including information on how to assess their children 
prior to school each day. Screening will include monitoring of symptoms 
and temperature with directions and expectations on what to do if 
symptoms are present. At home screening information will be provided 
on the school website and via email, and reminders to continue daily 
student screenings will be sent regularly through email and be posted on 
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the school’s webpage. Any additional information provided by the 
Stoughton Area School District nurse will also be forwarded to families. 
For students, whose symptoms appear outside of school hours, their 
Parents/Guardians should call the School Office no later than 7:00 a.m. of 
the first morning of absence to notify the school that their children are 
symptomatic, or they screened positive. 

2. At school: During the school day, teachers may request a student’s 
temperature be taken or an entire class. Unless a student has expressed 
that he or she is not feeling well, a written record of a student’s 
temperature will not be made. Students’ who are being screened will 
remain in the classroom unless they are exhibiting signs that they are ill 
at which time, the teacher will call for the pod’s screener who will then 
perform an initial assessment outside in the hallway. The screener will 
then transfer the student to the pod’s designated nurse’s room where the 
student will then be observed for symptoms by the screener.  

B. Care of Students:  
i. General care:  

1. All teachers will be supplied with a small supply of band aids, tooth boxes 
or envelopes, etc., that they can use for typical, non-emergency medical 
attention in order to keep students within the classroom.  

2. If the teacher or staff member is with a group of students and cannot ably 
aid, he or she will radio for their pod’s designated health team member 
who will come and triage the student outside the classroom door if 
possible. For routine health matters, such as daily medications, asthma 
treatments, treatments of bumps, cuts, and bruises, etc. as much as 
possible, the health team will need to administer help in the pod’s 
hallways if another space is not available. Each pod will have chairs 
available in the hallway for student use.  

3. The health team person will put on gloves and meet the student outside 
his or her classroom to assess initial symptoms and escort the student to 
the pod’s designated nurse’s room, should the situation warrant isolation 
and observation.  

4. All students or staff entering the nurse’s room will wash their hands or 
use CDC approved hand sanitizer. The team health person will notify the 
Main Office who will then contact the family to arrange for transportation 
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home. Limiting unnecessary student trips to the nurse’s room will be a 
primary goal to lessen the risk of spreading an infection throughout the 
building.  

5. If a teacher or staff member is able to administer aid to their students, 
they must log the incident in the FACTS SIS database.  

6. In the event that a student needs more serious attention and a place to 
rest, the health team member will bring the student to a space that is not 
being occupied where the student may lie down and the attendant can 
notify the main office to arrange for pickup.  

7. A room schedule will be shared with each staff member. 
8. Before leaving the nurse’s room the pod health team person will be 

responsible for disinfecting any chairs or cots that were used in the 
nurse’s room, as well as any treatment areas, including bathroom sink, 
toilet handles, and other high contact surfaces that were used while the 
child was in his or her presence.  

9. Each morning, the pod nurses’ rooms will be disinfected using the fogging 
machine. 

ii. Daily Medication: St. Ann’s will ask all parents of students on daily medications 
to discuss dosing schedules with their private physicians. They should attempt 
to ascertain whether long-acting medications or timing of medicines can be 
altered to allow delivery before and after school rather than requiring dosing in 
the middle of the school day to avoid trips to the health rooms. Students will not 
be allowed to wander the hallways in search of medications.  

1. St. Ann’s will determine the most effective way to safely administer 
medication. The Admin. Asst. will assemble the medications and come to 
the appropriate classroom and request that the student come into the 
hallway to take his/her medication. Privacy and dignity of the student is a 
priority and will be maintained to the best of the school’s ability. 
Administering in the hallway will prevent students from having to enter 
the nurse’s room where ill students awaiting pickup may be waiting. 

2. Students with non-infectious respiratory conditions such as asthma who 
are on regular inhaler or nebulizer use need particular attention. The 
Admin. Asst. will discuss with parents the importance of checking with 
private prescribers whether children are responsible and ready to carry 
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and use medications independently to avoid trips to the health room 
needlessly.  

3. For students who need to use a nebulizer, nebulizers may not be used in 
the same space where there are other individuals. The nebulizer may not 
be used in the designated nurses’ rooms. The nebulizer may cause the 
COVID-19 virus to persist in droplets in the air for one to two hours or 
longer. The administration of albuterol via a nebulizer must be in a 
location that minimizes exposure to other persons. It must be in a 
location where air is less likely to be recirculated into the general area of 
use by others. All dependent surfaces in the area of a nebulizer require 
disinfection. Ideally, doing the treatment outside is best, weather 
permitting. Lacking that, a small closet area that will not be used for 24 
hours is another option. Proper handwashing by the student and the pod 
health team before and after the procedure is essential. The health team 
will use standard precautions, including the wearing of gloves, mask, face 
shield, and will take extra care to avoid exhalations.  

4. Parents of children with diabetes should discuss whether their children 
have become independent or self-directed enough to test in the 
classroom with minimal assistance from the classroom teacher to lessen 
the number of visits to the health office. Lacking that, consideration might 
be given to having a health team member go to the student in the 
classroom rather than having the student walk in the hallways to go to 
the health office. 

C. Signs of Illness and Symptoms:  
i. Students and staff are required to notify St. Ann School when they develop 

symptoms or if their answers to the screening assessment change during or 
outside of school hours.  

ii. Symptomatic students or staff members will follow CDC’s Stay Home When You 
Are Sick guidance unless otherwise directed by a healthcare provider or the 
Dane County Department of Health.  

iii. If the student or staff member has emergency warning signs, such as trouble 
breathing, persistent pain or pressure in the chest, new confusion, inability to 
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wake or stay awake, bluish lips or face or severe abdominal pain, staff will be 
directed to call 911. 

iv. In the case of students developing symptoms of COVID-19, a phone call and 
arrangements for pick-up will be made. While waiting, students will be 
supervised at all times in the nurse’s room until they are picked up. Families will 
be directed to contact their health care providers for follow up.  

v. Staff: Staff who exhibit symptoms of COVID-19 while at work will be directed to 
leave immediately, if possible, and asked to follow up with their health care 
providers. When outside of school hours, staff should call or text the Principal 
and Administrative Assistant to arrange for a Substitute Teacher. The Federal 
CARES Act allows for up to 80 hours of compensatory pay for full time staff who 
are quarantined for COVID-19.  

 

V. CONTACT TRACING AND REPORTING OF CONFIRMED CASES:  
Because of the likelihood of students and/or staff to be quarantined for a period of time, the 
attendance policy for students and staff will be modified, and appropriate coding will be 
included in the attendance reporting to include absence as a result of quarantine. 

A. Contact Tracing Measurements:  
St. Ann School staff will follow the guidance and direction from the CDC to determine 
who is to be excluded from school or work based. 

i. Continuous Log for Employees, Students, and Visitors:  
1. All employees will be required to use their school fob to gain access 

through school entrances. This information will be used to support 
contact tracing efforts by the Dane County Department of Health. Because 
this information could become critical, employees may not use their fob 
for other employees to gain access. In the event an employee has 
forgotten his/her badge, he/she must go to the main entrance of the 
school and be buzzed in. At that time, the Administrative Assistant will 
note the name of the person entering in the logbook.  

2. Student attendance will be taken daily through the school’s FACTS 
Student Information System. In addition, up-to-date schedules will be 
maintained.  
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3. All volunteers and visitors will be expected to sign into the logbook in the 
School Office. Delivery personnel who enter the school with proper PPE 
equipment will also need to log in if their close contact time exceeds 15 
minutes. 

B. Reporting of Confirmed Cases of COVID-19:  
i. To expedite the contact tracing process, any member of the St. Ann community 

who tests positive for COVID-19 is asked to notify the school at which time, the 
principal will notify the Dane County Department of Health.  

ii. Typically, within the first 48 hours of diagnosis, the CDC will contact the person 
or family to begin contact tracing. Families are expected to provide information, 
including those places and/or persons with whom the infected came into 
contact.  

iii. Assuming the person was at St. Ann’s for an extended period, the CDC will then 
contact St. Ann’s to notify the school that someone has tested positive.  

iv. In turn, St. Ann’s will communicate to the appropriate classroom families that a 
positive case of COVID-19 has been confirmed. Confidentiality of any staff or 
student who tests positive or has been exposed will be maintained as required 
by federal and state laws and regulations.  

v. St. Ann School will cooperate with contact tracing efforts by providing student 
and staff attendance data, class and room schedules, and visitor logs.  

vi. DCH will be notified of all individuals who entered the school dating back 48 
hours before the person tested positive or started experiencing symptoms, 
whichever is earlier.  

vii. Staff and families will then be notified by St. Ann School of possible contact with 
a symptomatic or COVID-19 positive staff member, student, or visitor through a 
phone call from the Principal or Administrative Assistant.  

viii. If an employee or student tests positive for COVID-19, other staff and/or 
students who did not have extended close contact may be contacted by the 
Principal through email, text, or phone call and be asked to self-monitor for 
symptoms    
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VIII. POSITIVE COVID-19, CONTACT AND RETURN TO WORK AND SCHOOL:  

A. Employees:  
Staff returning to work following a positive test for COVID-19, a positive screening 
result, suspected COVID-19 case, or official quarantine will be determined by the 
guidelines set forth through the CDC, DCH, and Diocese of Madison. An employee will be 
returned to work, following a positive COVID-19 test once they have been cleared by 
Dane County Health. Employees who are suspected of having COVID-19 will be 
returned to work once they have done one of the following: 

i. Been cleared by DCH. 

ii. Returned by their physician. A letter of confirmation must be submitted. 

iii. Select to voluntarily test and then be able to demonstrate a negative COVID-19 
test.  

iv. After a self-quarantine period of 14 days. 

An employee who has knowingly been in close proximity with someone who has tested 
positive for COVID-19 or of someone who is suspected of having COVID-19 will need to 
follow the mandated 14 day quarantine period before being allowed to return to work. 
During this time, teaching virtually may continue as long as the employee feels well. 

Travel: An employee who travels to locations on the travel advisory will need to follow the 
required quarantine period before returning to work. Employees who elect to travel and 
are subsequently quarantined will need to incur sick leave which may result in loss of pay. 
As much as possible, all employees are discouraged from traveling outside of the State, 
particularly to areas experiencing spikes in COVID-19 cases. See the CDC’s Travel section 
guidelines, https://www.cdc.gov/coronavirus/2019-ncov/travelers/travel-during-
covid19.html. 

B. Students:  
Students’ ability to return to school will be determined by guidelines set forth through 
DCH. Specific criteria for students returning to school following an illness, a positive 
test for COVID-19, a positive screening result (close or proximate contact), suspected 
COVID-19 case, or official quarantine will be made available to families and posted on 
the St. Ann School website. 
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When the school has a confirmed positive student case of COVID-19, St. Ann School will 
follow the Fever/Symptoms Protocols Flowsheet, including the return to school 
protocol.  DPI: Returning to School After COVID  

The criteria include the CDC recommendations of: 
i. 24 hours, symptom free, including fever and respiratory symptoms (e.g., cough, 

shortness of breath, etc.) without the use of medications, such as Tylenol, to 
improve symptoms.  

ii. Fourteen days since symptoms first appeared. 

IX. SCHOOL CLOSURE:  
St. Ann School will coordinate with Dane County Health, the CDC, the Diocese of Madison, 
and/or the Stoughton Area School District to determine the parameters, conditions or metrics 
that will serve as early warning signs that positive COVID-19 cases may be increasing beyond 
an acceptable level for the school.  St. Ann School will consider closing school for a period of 
two to three weeks or more if reported absenteeism rates as a result of illness impact the 
ability of the school to operate safely. The school need not base its decision on diagnosed cases 
but, rather, may close in order to reduce the rate of transmission throughout the school. When 
such a closure is announced, if possible, St. Ann School will provide a 48-hour notice of its 
intent to close. Notice will come in the form of an email, followed by notification through 
television news outlets. 

X. SCHOOL SAFETY DRILLS:  
St. Ann School will continue to practice emergency safety drills as required by State and 
National laws, including monthly evacuation drills (i.e. fire drills), severe weather drills (i.e. 
tornado drills), and Active Threat drills. St. Ann School will identify how drills will be 
conducted using the following considerations:  

A. Students will be instructed on actual emergency procedures and that maintaining 
physical distancing during an actual emergency is not the first priority.  

B. Evacuation drills can be conducted on a staggered schedule, only evacuating one or a 
few classrooms at a time, allowing appropriate distancing to be kept between students 
to the evacuation site. Staggering by classroom will minimize contact of students in 
hallways, stairwells, and at the evacuation site. If conducting drills using a modified 
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procedure, it is required that the drill be conducted with all students in the school 
building on that school day. 

C. When conducting drills during a hybrid in-person schedule, drills must be conducted so 
that all students are receiving instruction in emergency procedures and participating in 
drills while they are in attendance in-person. 
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OVERVIEW: 
Catholic Schools located in the eleven (11) counties encompassed by the Diocese of Madison have been 
planning carefully for students’ safe return to school this fall. At St. Ann’s, we recognize the vital role that 
in-person instruction plays in the social, emotional, and spiritual well-being of our children and is the 
reason why, ideally, we are planning for a return to in-person instruction. At the same time, we also 
recognize that in order to learn effectively, the school building must be a safe place for both the students 
and staff. Having healthy students and staff is critical to the quality of education children will receive.  

The following written guidelines were originally created by co-educator professionals across the country 
and subsequently modified by the St. Ann School Health and Safety Team to fit the needs of the St. Ann 
School Community. The Team, comprised of teachers, support staff, administrators, health care and 
business professionals, and parents, drafted best practices to act as a framework of reference. The 
protocols align with those recommendations of the Centers for Disease Control (CDC), the Wisconsin 
Department of Public instruction (DPI), the State Department of Health Services (DHS), and the Dane 
County Health Department (DCHD). As more information and data is shared, the Health and Safety Plan 
will evolve to meet current guidelines and recommendations.  

Finally, in the guidelines here presented, the St. Ann Health and Safety Team has considered the needs of 
the Stoughton Community, as voiced in surveys and discussions with parents, faculty and staff, and 
communications with members from the Stoughton Area School District and local health officials. 
Ultimately, however, these protocols must be enacted through the combined efforts of the principal and 
school and parish staff who will make specific decisions of how best to implement the plan within each 
classroom and pod setting.  

Responsibility of School and School Personnel: Throughout the 2020-2021 school year, St. 

Ann Catholic School will be responsible for: 
 Training all St. Ann School employees and volunteers in proper protocols. 

 Supervising and ensuring that proper protocols are being taken. 

 Providing a cleaning schedule to all employees. 

 Informing all stakeholders of chemical safety concerns, procedures, and schedules specific 
to the school. 

 Educating parents, staff, and volunteers on specific guidelines related to:  
 preventative measures, including barriers, distancing, and screening.  

 proper screening and monitoring of symptoms. 
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 hygiene best practices, including CDC approved mask wearing and handling, 
sneezing, and coughing, washing hands. 

 cleaning and disinfecting prior to and after persons suspected/confirmed to have 
COVID-19 have been in the school, as well as proper handling and storage of 
cleaning equipment and chemicals. 

 outbreak and exposure action plan and communication. 

 educating and training of students. 

 publishing written plans and guidelines on the St. Ann School website 
(www.stanns-school.org). 

Safety Expectations:  
 Student Safety: To ensure student safety and to align with State and County 

requirements, St. Ann School will do the following: 

 Ensure physical distancing of six feet between all students as much as possible unless 
a specific task requires a shorter distance. 

 Require all students, ages 5 and older, to wear a CDC acceptable face mask that 
covers both the mouth and nose. 

 Provide face coverings to all students who have forgotten or are unable to obtain a 
face covering.  

 Provide hand washing breaks throughout the day, particularly before and after 
recess, snack, and lunch, as well as on return from another classroom. 

 Educate students on proper hand washing hygiene.  

 Make available EPA recommended hand sanitizer in classroom and outside of 
common spaces.  

 Provide age appropriate information on respiratory hygiene and preventing the 
spread of germs.  

 Monitor student health during the day, including periodic temperature and symptom 
checks. 
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 Advise families whose children are ill that they must stay home and may not return 
to school until all symptoms are completely absent (without the use of medication) 
for 24 hours. 

 Require parents to perform a daily health screening (provided by St. Ann’s) prior to 
arrival at school.  

 Advise families whose students become ill or show signs of illness that they may not 
be allowed to stay at school.   

 Designate care rooms that are isolated from general school traffic for students who 
become ill during the school day or Extended Care.  

 Stay in communication with the State, CDC, DHS, and DCH, as well as the Diocese of 
Madison to stay current with the most up to date COVID-19 information and 
guidance.  

 Employee Safety: To ensure employee safety and to align with State and County 
requirements, St. Ann School will do the following: 

 When feasible, ensure physical distancing of six feet between all staff and staff and 
students unless a specific task requires a shorter distance. 

 Provide additional face protection, including CDC approved masks and face shields. 

 Construct Plexiglass barriers as requested. 

 Accommodate high risk staff as much as possible to avoid possible exposure, 
including moving classrooms to a larger space, allowing teachers to teach virtually 
from home, and/or installing upgraded ventilation and air purifying systems in 
classrooms. 

 Provide hand hygiene stations and encourage staff to wash hands regularly with soap 
and water for at least 20 seconds. 

 Provide EPA approved hand sanitizer for classrooms and stations throughout the 
school.  

 Provide information on proper respiratory hygiene and the prevention of germ 
spread.  
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 Require a daily health screening and temperature monitoring prior to or 
immediately upon arrival to school. 

 Encourage employees to stay home when sick and send sick employees home when 
they become ill while at school.  

 Stay in communication with the State, CDC, DHS, and DCH, as well as the Diocese of 
Madison for the most up to date COVID-19 information and guidance.  

 At-Risk Individuals: Students and employees in the following groups should consult 
with their healthcare provider regarding prevention measures (Refer to the CDC’s 
People Who Are at Increased Risk for Severe Illness for the most up to date 
information.): 

 Individuals age 65 or older 
 Pregnant women 
 Individuals with underlying health conditions, including, but not limited to: 

o Chronic lung disease or moderate to severe asthma 
o Serious lung conditions 
o Immunocompromised 
o Severe obesity (body mass index of 30 or higher) 
o Diabetes 
o Chronic kidney disease undergoing dialysis 
o Liver disease 
o Sickle cell anemia  
o Children who are medically complex (neurologic, genetic, or metabolic 

conditions) or have congenital heart disease  

Disclaimer: 
St. Ann’s Health and Safety Plan for the Reopening of School is intended to offer guidance 
regarding best practices in our effort to reduce the risk of disease transmission, specifically Novel 
Coronavirus SARS-CoV-2 and the disease it causes, COVID-19. In following the guidelines outline 
herewith, users acknowledge that there is no “zero risk” scenario and that, despite acting in 
compliance and in good faith of the guidelines shared by the Centers for Disease Control and Dane 
County Health, Students and Staff electing in-person instruction may still contract COVID-19.  

Finally, the guidelines contained in the plan reflect the available information at the time this 
report was created. Stakeholders recognize that details and information are changing daily, and 
new information and/or the results of future studies may require revisions to the report (and the 
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general guidance contained therein) to reflect new data. St. Ann School does not warrant the 
accuracy or completeness of the guidance in this plan and assumes no responsibility for any injury 
or damage to persons or property arising out of or related to any use of the plan or for any errors 
or omissions.      

Designated School Health and Safety Coordinator:  
Kara J. Roisum 
Principal 
608-873-3343, ext. 302 
kara.roisum@stanns-school.org 

I. PREVENTION AND SAFETY MEASURES:  
A. Physical Distancing, Barricades, and Personalized Protection Equipment (PPE): 

Physical distancing, six feet of space in all directions between individuals (students and 
staff), will be maintained as much as possible, unless safety or core activities require a 
shorter distance, or the individuals are of the same household. Barriers, including 
Plexiglass, may be used in specific situations when six feet of space cannot be maintained. 
CDC approved face coverings are required at all times.  

 Barriers will be made of approved materials and will not adversely affect air flow, 
heating, cooling, or ventilation or present a health and safety risk.  

 Physical barriers include Plexiglass table dividers and wall partitions.   

i. Grade Level Classrooms:  
1. Throughout the school, students will be organized into pods. Pods are based 

primarily on the location of classes and common spaces. Each pod will have a 
designated entrance and exit to and from the building, as well as restrooms, 
and a room for those students in the pod who become ill during the school 
day. Designated pods include: 

a. K-4 

b. 4K, 5, and Main Office 

c. 6-8, and Healy Hall  

d. Kitchen  

e. Gym 
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f. Church and parish offices 

2. Each morning, St. Ann School staff will be present at their designated door 
entrances to help assemble and physically distance students as they enter the 
school.   

3. As space permits, classrooms will be arranged so that students are six feet 
apart when sitting at their desks or tables.  

4. Desks will be placed facing the same direction to reduce potential 
transmission of disease by droplets produced by talking, coughing, or 
sneezing. Plexiglass barriers will be created for teachers who wish to create 
clusters of student desks and/or work with small groups at a table.  

5. Shared Toys, Classroom Supplies, and Other Items: Efforts will be made to 
minimize the use of shared or communal classroom items. If an item must be 
used by more than one person, it will be disinfected between each use. If an 
item cannot be disinfected, proper hand hygiene will take place before and 
after using the item.  

a. Peripheral computer keyboards are difficult to clean due to the spaces 
between keys and the sensitivity of its hardware to liquids, and, 
therefore, when shared, they may contribute to indirect transmission. 
Those requiring peripheral keyboards will be assigned one for their 
individual use and will not share them with others unless time allows 
for their fogging and/or 72-hour window of use.  

6. Lockers and cubbies will be used solely for the purpose of storing outdoor 
wear, lunches, and backpacks brought from home.  

a. K-5th students will have lockers located on the main floor. 
Miscellaneous items, such as mirrors or whiteboards, may not be 
mounted. Locker doors will remain open throughout the day for 
students to access.  

b. Middle School students’ storage will be in the lower level of the 
school. Students will have hooks along the wall outside of Healy Hall 
to hang items and store lunches. Rugs will be provided for additional 
footwear. 
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ii. Specials’ Classrooms: During Specials, teachers will wear CDC approved masks 

and/or gloves at all times, and between classes, and as time allows, the space will be 
disinfected prior to the next group’s arrival.   

1. K-4 Art and Music will be held in the Art Room in the elementary hallway. 5th 
Grade Art will be held in the Library, and 6-8 Art will take place in the Lower 
Level in a classroom. Students will have their own supplies of markers, 
scissors, paint brushes, etc. Some supplies for special projects may need to be 
shared in which case disinfection of shared objects will occur between each 
use.  

2. Gym classes, when feasible, will be held outdoors. Each morning, the gym and 
equipment will be disinfected. Throughout the school year, equipment will be 
partitioned for each pod’s use and will be disinfected daily. In the event that 
the gym is used by more than one pod, disinfecting of high contact areas will 
occur.  

3. Gym classes, as much as possible, will engage in the two lowest risk 
categories of physical contact as identified by the CDC (See Considerations 
for Youth Sports): Skill-building Drills and Conditioning and Team-based 
Practice.  

4. Students unable to engage in a specific activity or awaiting the next activity 
will physically distance themselves from each other. 

5. Students will perform hand hygiene before and after class.  

iii. Lunch and Snacks:  
1. Lunch:  

a. Students will perform proper hand hygiene before and after eating.  

b. School hot lunch will be provided to students in their classrooms on 
reusable trays. Students will have access to reusable silverware, 
bowls, cups, etc. No self-service items will be available. 

c. Students who prefer cold lunch may bring their lunches in reusable 
lunch totes or bags. No items in bulk may be brought to school. All 
cold lunch items, including leftover food or containers MUST go home 
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each day to be emptied and cleaned. Students will not be allowed to 
dispose of cold lunch garbage at school. 

d. Students are not allowed to use school microwaves or ice machines. 
All items in lunches, including containers, packages, and cartons, must 
be opened by the students themselves. Teachers and other students 
will not be allowed to assist in opening items. Parents should assist 
their children in opening and closing packaging and ensuring that 
reusable containers are easy to open and close. 

e. While eating, students will be allowed to remove their masks/shields. 
In an effort to maintain the safety of air quality, students will be asked 
to eat in silence. 

f. Safety precautions will be in place to protect students with food 
allergies. No peanut butter or peanut products are allowed in lunches. 
In addition, specific classrooms may have additional limits on foods, 
depending upon allergy sensitivities in the classroom. 

g. Any spills that occur will be properly cleaned up, and after lunch, 
desks will be disinfected, according to Meal Service protocols. 

h. Students will not be allowed to share food and beverages, nor will 
they be allowed to save food for later.  

i. Teachers and/or staff members will supervise lunch in the 
classrooms. As a precaution, supervisors of middle school students 
may occur from a position outside of the classroom, in full view of the 
students, such as the hallway, with the classroom door closed. 

j. In the hallways during lunch, garbage receptacles and bussing carts 
will be distributed for the retrieval of hot lunch items. Once hot lunch 
is finished, teachers and/or educational assistants will be responsible 
for clean-up. Teachers and/or staff members will return trays, one at 
a time, to the cart and dispose of garbage in the receptacles.  Reusable 
items, including cups and silverware, will be placed in buckets of 
sanitizer. Any staff members who participate in clean up must wear 
proper gloves and face coverings, including masks and face shields. 
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k. Once the classroom is finished with cleaning and disinfecting, 
students may proceed to recess, according to dismissal guidelines. 
(See Recess protocols.)  

2. Snacks: 
a. Classroom teachers and/or pods will decide whether or not snacks 

will be permitted. Where permitted, snacks should be consumed 
outdoors when weather permits. Students may bring a small snack in 
disposable containers which will be kept in their backpacks in their 
lockers or storage areas. Large, bulk-sized containers may not be 
brought to school nor is the overnight storage of food in lockers or 
desks allowed. Bulk snacks may be purchased in individual 
classrooms and distributed properly, using safety guidelines for food 
distribution (See Kitchen Meals). 

b. All remaining snack containers will be taken home for cleaning or 
disposal.  

c. Birthday treats and other celebratory food may be brought to school 
but must be individually, commercially wrapped items. Homemade 
treats may not be brought into school. Parents must make prior 
arrangements with the classroom teacher before sending treats in 
order to retrieve the treats from the parents in the morning before 
school. Parents may not physically come into the building to drop off 
treats. Only teachers and/or support staff may distribute items to 
students in the classroom. 

iv. Visitors and Volunteers: 
1. Only essential visitors and volunteers will be allowed into the school.  If 

available, St. Ann’s will utilize an online log for parent volunteers. Other 
essential visitors and volunteers will sign into a logbook which will be 
available at the small window outside the main office. All visitors are 
encouraged to bring their own writing utensil to sign in. The use of shared 
writing utensils and clipboards for sign in will be minimized. The main office 
will utilize and monitor a system for sharing and disinfecting writing 
utensils.  
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2. All visitors and volunteers must enter the school wearing a mask. Disposable 
masks will be available for anyone not equipped with an approved CDC mask 
upon entering the school. In addition, before receiving approval to proceed to 
their designated spaces, all visitors and volunteers will complete a screening 
assessment and will have their temperatures taken by main office staff.  

3. Designated areas for pick-ups and deliveries will be established in the school, 
limiting, to the greatest extent possible, visitors from entering the school 
pods.  

4. Scheduled meetings, such as IEP meetings, Parent/Teacher conferences, 
and/or individual parent meetings will take place via phone call or virtually.  

5. If an in-person, Staff or Commission meeting is necessary, it will be held in a 
space that will allow for physical distancing and be limited to the number as 
ordered by the CDC and Dane County Health. 

v. Common/Shared Spaces: The following guidelines will be in place as much as 

possible:  
o Physical distancing markers and tape will be used to denote six feet spacing 

in commonly used areas, as necessary.  

o Large group events such as student assemblies, concerts, All School Mass, 
drama performances, and Parent/Teacher Conferences will be cancelled or 
postponed. Per Dane County’s Order #7, in-person meetings indoors will be 
limited to 10 with the exception of Staff Meetings and Mass. 

o When necessary, a protective barrier will be provided for reception and food 
service areas. physical distancing markers will be placed.  

o Reception seating areas will be limited and set up to allow for physical 
distancing (six feet separation). 

1. Elevator use: The elevator will be occupied by one person only, and those 
utilizing the elevator must wear a face covering at all times. The elevator will 
be disinfected throughout the course of the school day, and the use of the 
stairs will be encouraged. 

2. Library: Student physical use of the Library will be prohibited. Students and 
Staff may still search for materials through the school’s Destiny Library 
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Automation System and check out materials. A staff member from the 
student’s pod will retrieve the books from the library and deliver to the 
students. Classroom teachers will develop guidelines for frequency of 
checking out books and will maintain the circulation records.  In addition, 
digital library services will be available, and students will be encouraged to 
access materials electronically as well as through their classroom libraries. 
Books returned for recirculation will be disinfected and placed in quarantine 
for 72 hours before being re-shelved. 

4. Computer Lab/Devices: In order to accommodate 5th Grade, the Computer 
Lab will be unavailable for student use. Each classroom will be equipped for 
one-to-one device usage. Each student will be assigned a computer or 
Chromebook and will use it throughout the day. All exterior covers of the 
computers will be disinfected daily. Students will wipe down their assigned 
device and peripherals (mouse, keyboard, etc.) weekly. Families of students 
who must borrow school owned devices will be responsible for their care.  
Parents will incur the replacement cost for any lost items, including 
Chromebooks and peripherals.  If a device is stolen, the family must submit a 
police report for the item.  Families may incur a repair fee for items damaged 
or broken while in the care of a student outside of school.  Any items missing, 
such as a keyboard letter, scratched, or dented must be reported to St. Ann’s 
immediately. 

5. Playgrounds (Parking Lot and Play Structure)/Recess: Recesses will be 
limited to pods with classrooms designated to specific areas. Teachers will 
coordinate a schedule that allows time for students to retrieve necessary 
outerwear and exit and enter the building in an organized manner.  

a. Use of the Play Structure will be on a rotational basis and, if possible, 
limited, to one class. If multiple classrooms from the same pod are on 
the play structure for longer than 15 minutes, students must wear 
masks. 

b. Recess toy bins will be assigned to each class for use during recess.  

c. GaGa Ball, Tether Ball, and the sandboxes may be used as long as 
masks are worn and proper supervision can take place. The number 
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of students allowed for these activities will be limited to allow for 
reasonable physical distancing as well as time to do the activity. 

d. Hand hygiene will take place before and after recess. 

 

 

6. Restrooms:  
a. Each pod will be assigned a set of restrooms for their use and, with 

the exception of an emergency, are not permitted to use another pod’s 
restrooms. 

b. When possible, restrooms should not be occupied by more people 
than there are stalls.  

c. Signs will be posted to wash hands before and after using the 
restroom.  

d. If feasible, paper towel, soap dispensers, and toilet and sink handles 
will be automatic. For those items that are manual, they will be listed 
under the high contact areas and wiped down with CDC approved 
chemicals after a classroom’s use. 

e. Open top trash containers will be provided in each restroom. 

7. Conference and General Office Areas: 
a. As much as possible, staff is to refrain from entering the main office 

unless a specific request requires face-to-face contact. 

b. Upon entering the school, all visitors will check-in at the main office 
window. Visitors will not be allowed in the Main Office unless there is 
a request that cannot be completed from the window.  

c. Tasks requiring large amounts of people to be in one area will be 
reduced or performed virtually when possible. 

d. Staff will be discouraged from lingering or socializing in common 
areas, such as the copy area. 

e. Periodically, in-person staff meetings are necessary and are exempt 
from the current DCH Order #7. During these meetings, all attendees 



St. Ann Catholic School 

COVID-19 

Re-Opening Plan 
 

 Reopening Document-Final  Page 15 of 35 August 15, 2020 

   

 
PAG

must wear CDC approved face coverings and meet physical distancing 
requirements of at least 6 feet. 

8. Staff Lounge: Each Pod will designate an area for staff breaks that allows for 
physical distancing guidelines.  

a. Communal meals and shared food will not be allowed. (e.g., bagels, 
donuts, candy, and fruit bowls).  

b. Each lounge will be equipped with cleaners and disinfectants 
available to wipe down before and after items are used.  

c. A logbook will be provided to document the use of the area as well as 
the wiping down of high contact areas.  

d. When not eating, Staff must wear CDC approved face coverings, and 
hand hygiene will be encouraged before and after use.  

e. Shared appliances in the Staff Lounge will be considered high contact 
areas and must be included in the cleaning. Signage will be posted as a 
reminder of guidelines and cleaning expectation. Shared appliances 
include: 

i. Refrigerator handles 

ii. Coffee makers 

iii. Microwaves/Microwave dish covers 

iv. Salt and Pepper shakers 

9. Drinking Fountains and Water Bottles: All drinking fountains located in 
the school will be turned off to discourage usage. Students may bring a water 
bottle to school but are not allowed to share or fill their own bottles. Water 
bottles must go home each night to be cleaned. Unless there is a doctor’s 
note, students will be limited to water breaks where they can remove their 
masks to drink. 
 

10.  Nurse’s room:  
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a. Each pod will be equipped with a nurse’s room. This room will be 
considered a “containment” room and will be used for any potentially 
ill child who may have an infectious condition, including COVID-19.  

b. Ideally, the room will have windows, a sink, and proper supplies, such 
as gloves and disposable masks.  

c. If the room does not contain a phone, the health team will need to 
have their radios to contact the Main Office for assistance and a way to 
reach parents to arrange for pickup.  

d. Prior to the start of the school year, the Principal and Maintenance 
Director will measure the designated nurse’s room to determine the 
maximum number of students who can safely be distanced six feet 
apart before the room is considered full.  

e. Once that space reaches capacity, the nurse shall place a STOP sign on 
the door and call the school administrator for assistance.  

f. A line of chairs spaced six feet apart outside the nurse’s room might 
serve as a safer waiting area until assistance arrives.  

g. If the office is full and a child or staff member has an emergency, the 
pod’s designated health team would need to go to the emergency 
rather than the emergency being brought to the nurse’s room. 

h. Multiple students or staff members may use the same isolation room 
provided they can be separated by six feet.  

i. Proper disinfecting of the room will occur each day. 
 

vi. Personal Protective Equipment (PPE):  
1. Student Masks:  

a. St. Ann School does not provide or require specific PPE equipment as 
that worn by healthcare providers but follows local and state 
requirements for safety equipment for staff and student use in the 
school.  

b. Students who are younger than 5 or incapable of wearing a face 
covering, due to physical or mental health reason, will not be required 
to wear a face covering. A physician’s note may be required as 
evidence of need.  

c. In addition, students who receive special services may be required to 
remove their masks in the event that not doing so would present a 
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challenge, distraction, or obstruction to education services and 
instruction.  

d. Prior to the beginning of the school year, St. Ann School will indicate 
to families the number of CDC approved face masks needed in the 
classroom.  

i. Families with children in 4K-2nd will need to purchase a CDC 
approved face covering for each day of the school week as well 
as five additional masks to be used as spares, including a daily 
one that students wear into and out of the school building each 
day.  

ii. Students in 3rd-8th grades are asked to bring one mask for each 
day of the school week, along with an additional 3 to be kept as 
spares. 

iii. Families are asked to send the face coverings in a zip-lock bag 
to be stored in the classrooms.  

iv. At the end of the week, face coverings will be sent home to be 
cleaned or replaced.  

v. Masks will not be shared and will be properly stored or 
discarded.  

vi. Acceptable face coverings may be cloth or disposable but must 
cover both the mouth and nose. (PLEASE NOTE:  Gator masks 
as well as bandanas are NOT recommended unless they are of a 
thicker material.) 

vii. As of August 5, 2020, the CDC has approved the Badger Plus 
Face Shield as an optional replacement for a face mask 
(https://making.engr.wisc.edu/badger-shield-plus/).  

viii. Face coverings with a sewn-in transparent area around the 
mouth are acceptable.  

e. In the event a student does not have a mask, St. Ann School will 
provide one at no cost to the family for the first three occurrences 
after which, a fee of $6/additional mask will be invoiced to the family.  

f. Face coverings will be required to be worn at all times with the 
exception of: 

i. snack and lunch   
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ii. outdoor recess, unless social distancing cannot be maintained 

iii. outdoor gym class  

g. Mask breaks:  
i. As the need allows, throughout the day, teachers may 

designate times and locations for students to have mask 
breaks.  

ii. Mask breaks may not be longer than 15 minutes and when 
possible, should take place in large spaces or outside.  

iii. Locations of mask breaks will allow students to fulfill the six 
feet of physical distancing in all directions.  

iv. If the plan includes a mask break within the classroom, 
teachers will create groups to rotate the mask break in order to 
avoid the removal of all masks at once.  

v. Mask break plans will be identified in individual classroom 
plans.   

h. An information page (Wear & Care of a Face Covering) will be 
provided on how to wear and care for face coverings.  

2. PPE for Staff:  
a. Employees who request additional PPE equipment must submit their 

requests in writing to the principal who will work in good faith to 
provide those items requested.  

b. St. Ann School will reimburse employees who purchase PPE for 
classroom use. All purchases, however, must be pre-approved in 
order to be reimbursable.  

c. Staff requiring additional personal protective equipment (PPE) such 
as face shields, goggles, or gloves will be identified through the 
guidelines set forth in this plan and trained on proper care and use.  
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II. Hygiene:  
Supplies will be provided to allow for proper hand hygiene. Training and education will 
be provided, including how to properly wash hands, when to wash hands, and how and 
when to properly use hand sanitizer. In addition, signage will be utilized throughout the 
building to encourage good hygiene practices and to educate students on preventing the 
spread of germs. 

A. Handwashing and Hand Sanitizer Use: Hand hygiene stations with soap, water and 

paper towels or an alcohol-based hand sanitizer will be provided throughout the school.  
i. Handwashing supplies will be provided in all bathrooms. 

ii. Hand sanitizing stations will be located at the school entrances, outside 
bathrooms, in common and work areas, and in classrooms near the doors.  

iii. Hand hygiene will occur: 
1. Upon entering the building and/or each classroom. 

2. After using shared objects or surfaces (e.g., electronic devices, musical 
instruments, writing utensils, tools, toys, desks, gym equipment, or 
tabletops). 

3. Before and after snack and lunch. 

4. After using the bathroom. 

5. After helping a student with toileting.  

6. After sneezing, wiping, or blowing nose, or coughing into hands. 

7. Upon coming in from outdoors. 

8. Anytime hands are visibly soiled.  

B. Respiratory Hygiene:  
Training will be provided on proper respiratory hygiene including coughing and 
sneezing into a tissue or the inside of an elbow. Tissue will be available in each 
classroom.  

C. Cleaning:  
St. Ann School will adhere to CDC and DCH guidance on cleaning and 
disinfecting.  
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i. Cleaning logs will be maintained that include the date, time, and scope of 
cleaning or disinfection throughout the school. Additional cleaning will take 
place, as necessary.  

ii. Restrooms will be cleaned thoroughly once a day, prior to students entering 
school.  

iii. Cleaning staff will be trained on how to safely use cleaners and disinfectants and 
will be provided with appropriate PPE when required. Cleaning staff will dispose 
of masks and gloves upon completion of cleaning a restroom before cleaning the 
next.  

iv. Disinfectants provided will be on the EPA List N: Disinfectants for Use Against 
SARS-CoV-2.  

v. Students in grade 4K-4 will not be allowed to use cleaning disinfectants and will 
not be immediately present when disinfectants are in use whenever possible.   

vi. High Contact Surfaces: Touching of shared objects and surfaces will be 
discouraged as much as possible.  

1. Each classroom will be responsible for identifying and disinfecting  high 
contact surfaces in their area.  

2. High contact surfaces in common spaces will be disinfected throughout 
the day to further reduce the risk of germs on surfaces and objects.  

3. When in contact with shared objects or frequently touched areas, 
employees and students will be encouraged to practice proper hand 
hygiene after contact, particularly after use of shared items where time 
does not allow for disinfection.  

4. High contact surfaces include, but are not limited to: 
a. Door handles and push plates 

b. Handrails 

c. Kitchen and bathroom faucets 

d. soap dispensers 

e. Light switches 
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f. Handles on equipment  

g. Buttons on elevators 

h. Shared phones 

i. Shared desktops/tables 

j. Shared computer keyboards and peripherals 

k. Locker handles 

vii. St. Ann Parish Space Usage: During the evenings and on weekends, spaces 
throughout the school will be utilized for church sponsored and approved 
events, including Religious Education, Girl and Boy Scout meetings, Parish 
Commission meetings, and small group faith and support groups. The Parish has 
created their own guidelines and policies which can be linked here for further 
examination. 

  

viii. Meal Service: 
1. Physical Distancing: Six feet of physical distance will be maintained 

unless it is necessary to be closer to another individual to complete the 
task being performed. Face coverings must be worn at all times. There 
will be no gatherings in the kitchen during meal preparations. If 
requested, additional PPE and barriers will be provided. Delivery items 
from outside vendors will occur through contactless means as much as 
possible. Any delivery person entering the school through the kitchen 
must be in CDC approved PPE. The kitchen will log delivery personnel for 
Contact Tracing data. 

2. Signage: Signage will be placed at hand sinks directing staff that hand 
sanitizer is ineffective on visibly soiled hands and that they must wash 
hands with soap and water. Gloves will be used, when possible based on 
the task, when shared objects, items, or tools are used. If gloves are used, 
they will be replaced regularly, as required by code and at minimum, 
whenever they become soiled or damaged.  

3. Staff will perform hand hygiene regularly and at minimum: 
i. After using the restroom 
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ii. Prior to handling food 

iii. After wiping or touching their nose, mouth, or eyes 

iv. After using disinfectant or other cleaners  

v. Before and after using any shared object, item, or tool  

4. Cleaning: Appropriate cleaning chemicals and disinfectants will be 
provided. Clean water rinses will occur as required on surfaces with 
direct food contact. Carts used for food delivery will be disinfected before 
and after each use. Other shared spaces, tools, and/or equipment will be 
disinfected between each use. Each classroom will be responsible for 
cleaning their desks, and in the event that a classroom does not have the 
proper chemicals, Classrooms will be provided with buckets of 
disinfectant. 

5. Training and Education: The Food Service Department will provide 
information related to school reopening and other mandatory 
requirements to staff prior and immediately upon their return to work.  

ix. Disinfection of Contaminated Areas: In the case of a student or staff member 
with a suspected or confirmed case of COVID-19, CDC guidelines will be followed 
regarding cleaning and disinfecting the school 
(https://www.cdc.gov/coronavirus/2019-ncov/community/disinfecting-
building-facility.html).  

1. In the case of a student with a positive diagnosis, the principal will work 
with staff on contact tracing and quarantine those spaces that are 
affected, including spaces where siblings are located.  

2. If affected areas can be isolated and disinfected, St. Ann School will not 
necessarily need to close operations. 

3. Once the area(s) have been appropriately cleaned and disinfected, they 
can be reopened for use.  

4. Employees without close contact with the person who is sick can return 
to work immediately after disinfection.  
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5. If a person diagnosed with COVID-19 has been absent from school for 
more than seven days, additional cleaning and disinfection is not 
necessary.  

6. Procedures for isolating and disinfecting will include: 
a. Closing off areas used by the person who is sick. 

b. Opening outside doors and windows to increase air circulation in 
the area. 

c. When possible, waiting 24 hours before cleaning and disinfecting. 
If 24 hours is not feasible, waiting as long as possible. 

d. Using EPA approved disinfectants. 

e. Cleaning and disinfecting all areas used by the person who is sick, 
such as offices, classrooms, bathrooms, common areas, shared 
electronic equipment like tablets, touch screens, keyboards, and 
copiers.  

f. Vacuuming the space. Vacuuming of spaces will occur outside of 
school hours to avoid spreading the virus particles. Offices and 
private rooms may be cleaned if empty and the door is able to be 
shut. 

g. Temporarily turning off room fans and the central HVAC system 
that services the room or space, so that particles that escape from 
vacuuming will not circulate throughout the facility. 

h. Continuing routine cleaning and disinfection. 

D. Ventilation:  
i. Adequate, code required ventilation will be maintained as designed, and 

preventative maintenance, filter changes, and repair will occur as required.  
ii. The Principal, in conjunction with St. Ann Parish Buildings and Grounds 

Commission, will evaluate the HVAC systems in the older and newer portions of 
the building and assess reasonable modifications that can be made to better the 
air quality and circulation throughout the building.  
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iii. Health office doors and windows will be opened to circulate fresh air to the 
greatest extent possible, weather permitting, while maintaining health and 
safety protocols.  

 

III. Training and Education:  
Training of staff and education of students will take place through multiple methods 
including in-person, videos, announcements, and signage. Teachers will conduct 
classroom lessons at the beginning of the school year and will continue to promote 
hand washing, cough and sneeze etiquette, mask wearing and care of, and physical 
distancing. Throughout these lessons, teachers will emphasize the importance of 
supporting each other and avoiding teasing or bullying students who are not following 
protocols or who exhibit symptoms.  

A. Staff Training:  
i. Each pod will designate 1 or 2 people to be screeners for their pod for students 

who become ill while at school and must be monitored. Those selected will be 
trained on their tasks as a screener, including proper procedures and safety 
precautions including: 

ii. Performing hand hygiene prior to taking temperatures. 

iii. Using new disposable gloves, if contact is made, with every individual. If no 
physical contact is made between the screener and individual, the same gloves 
can be used.  

iv. Wearing of a face shield for eye protection in addition to a face mask.  

v. Cleaning of non-contact thermometers with an alcohol wipe between each 
individual. The wipe may be reused if it remains wet. Contact thermometers, if 
used, will be thoroughly disinfected per manufacturer’s instructions.  

vi. Performing hand hygiene when screening is completed.  

vii. Proper hygiene training will include, but is not limited to: 
1. Proper hand hygiene, including the use of hand sanitizer. 

2. Respiratory etiquette, including covering coughs and sneezes. 

3. Proper use and care of face coverings. 
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4. Encouraging staff to stay home when sick. 

5. Physical distancing rules.  

viii. All staff will be trained to observe students for signs of illness, including  
1. Flushed cheeks. 

2. Rapid or difficulty breathing (without recent physical activity). 

3. Fatigue or irritability. 

4. Frequent use of the bathroom.  

ix. Staff will be trained in COVID-19 symptom identification and what to do when 
students or staff are observed exhibiting signs or symptoms. In addition, Staff 
will be trained on the symptoms of Multisystem Inflammatory Syndrome in 
Children (MIS-C) associated with COVID-19, which is a serious condition 
associated with COVID-19 in children and youth. The school will notify the 
parent/guardian if a child shows any of the following symptoms and recommend 
the child be referred for immediate follow up with a healthcare provider:  

1. Fever 

2. Abdominal pain 

3. Vomiting 

4. Diarrhea 

5. Neck pain 

6. Rash 

7. Bloodshot eyes 

8. Feeling more tired or extra tired  

B. Advocacy:  
St. Ann School will engage staff, students, parents/guardians, visitors, and volunteers to 
provide necessary and consistent information. This may be accomplished through: 

i. St. Ann School website 

ii. Email 
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iii. Social media 

iv. Print copy mailings 

v. Voice and/or video messaging 

vi. Town Hall Meetings and Conferences 

vii. Traditional media outlets 

C. Signage:  
i. Visibility: Signs and posters will be displayed throughout the school to reinforce 

policies and practices taught in the classroom and remind staff, students, 
volunteers, and visitors to adhere to proper hygiene, physical distancing rules, 
appropriate use of PPE, and cleaning and disinfecting protocols.  Signs will be 
visible in: 

1. Entrances 

2. Restrooms 

3. Cafeteria  

4. Teachers’ Lounge 

5. Classrooms 

6. Main Office 

7. Nurse’s Rooms 

8. Hallways 

9. Gym 

10. Main Floor and Healy Hall kitchens  

ii. Content: The content of signs will focus on: 

1. How to stop the spread of COVID-19 and other germs and viruses. 

2. The importance of staying home if ill. 

3. How to report symptoms or exposure to COVID-19. 

4. Proper respiratory etiquette. 
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5. Proper hand hygiene. 

6. How to properly wear a face covering. 

7. Physical distancing rules. 

IV. SCREENING, HEALTH CHECKS, ILLNESS, AND SYMPTOMATIC PROCEDURES: 

A. Screening:  
i. Employees: Staff will be provided with training on how to use the Google Form 

Screening Assessment tool, what to do if they do screen positive, and proper 
protocols for staying at home. Each morning that school is in session, staff will 
receive an email link to a Google Form to complete a CDC self-screening 
assessment by 7:00 a.m., prior to coming to work. Upon arrival at school, all staff 
will have their temperatures taken and will verify that they completed the daily 
Google Form screening survey. Individual temperature results will not be 
recorded. Staff who were unable to complete the digital screening prior to their 
arrival at school, will be directed to a kiosk to complete the assessment before 
being allowed to go to their designated classrooms and work areas.  

ii. Volunteers/Visitors: Visitors will be restricted to essential workers including 
those who are making deliveries. All essential volunteers will be required to 
wear a CDC approved face mask and sign-in upon entrance to the school. They 
will then be screened and have their temperatures taken. In the event a 
volunteer screens positive, he or she will not be permitted into the building but, 
instead, be advised to contact their healthcare provider. If the volunteer is a 
parent, he or she may be asked to remove additional family members from 
school as well as a precaution.  

iii. Students:  
1. At home: Parents/guardians will be provided with training and written 

procedures related to the CDC and DPI’s approved screening questions 
for their children, including information on how to assess their children 
prior to school each day. Screening will include monitoring of symptoms 
and temperature with directions and expectations on what to do if 
symptoms are present. At home screening information will be provided 
on the school website and via email, and reminders to continue daily 
student screenings will be sent regularly through email and be posted on 
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the school’s webpage. Any additional information provided by the 
Stoughton Area School District nurse will also be forwarded to families. 
For students, whose symptoms appear outside of school hours, their 
Parents/Guardians should call the School Office no later than 7:00 a.m. of 
the first morning of absence to notify the school that their children are 
symptomatic, or they screened positive. 

2. At school: During the school day, teachers may request a student’s 
temperature be taken or an entire class. Unless a student has expressed 
that he or she is not feeling well, a written record of a student’s 
temperature will not be made. Students’ who are being screened will 
remain in the classroom unless they are exhibiting signs that they are ill 
at which time, the teacher will call for the pod’s screener who will then 
perform an initial assessment outside in the hallway. The screener will 
then transfer the student to the pod’s designated nurse’s room where the 
student will then be observed for symptoms by the screener.  

B. Care of Students:  
i. General care:  

1. All teachers will be supplied with a small supply of band aids, tooth boxes 
or envelopes, etc., that they can use for typical, non-emergency medical 
attention in order to keep students within the classroom.  

2. If the teacher or staff member is with a group of students and cannot ably 
aid, he or she will radio for their pod’s designated health team member 
who will come and triage the student outside the classroom door if 
possible. For routine health matters, such as daily medications, asthma 
treatments, treatments of bumps, cuts, and bruises, etc. as much as 
possible, the health team will need to administer help in the pod’s 
hallways if another space is not available. Each pod will have chairs 
available in the hallway for student use.  

3. The health team person will put on gloves and meet the student outside 
his or her classroom to assess initial symptoms and escort the student to 
the pod’s designated nurse’s room, should the situation warrant isolation 
and observation.  

4. All students or staff entering the nurse’s room will wash their hands or 
use CDC approved hand sanitizer. The team health person will notify the 
Main Office who will then contact the family to arrange for transportation 
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home. Limiting unnecessary student trips to the nurse’s room will be a 
primary goal to lessen the risk of spreading an infection throughout the 
building.  

5. If a teacher or staff member is able to administer aid to their students, 
they must log the incident in the FACTS SIS database.  

6. In the event that a student needs more serious attention and a place to 
rest, the health team member will bring the student to a space that is not 
being occupied where the student may lie down and the attendant can 
notify the main office to arrange for pickup.  

7. A room schedule will be shared with each staff member. 
8. Before leaving the nurse’s room the pod health team person will be 

responsible for disinfecting any chairs or cots that were used in the 
nurse’s room, as well as any treatment areas, including bathroom sink, 
toilet handles, and other high contact surfaces that were used while the 
child was in his or her presence.  

9. Each morning, the pod nurses’ rooms will be disinfected using the fogging 
machine. 

ii. Daily Medication: St. Ann’s will ask all parents of students on daily medications 
to discuss dosing schedules with their private physicians. They should attempt 
to ascertain whether long-acting medications or timing of medicines can be 
altered to allow delivery before and after school rather than requiring dosing in 
the middle of the school day to avoid trips to the health rooms. Students will not 
be allowed to wander the hallways in search of medications.  

1. St. Ann’s will determine the most effective way to safely administer 
medication. The Admin. Asst. will assemble the medications and come to 
the appropriate classroom and request that the student come into the 
hallway to take his/her medication. Privacy and dignity of the student is a 
priority and will be maintained to the best of the school’s ability. 
Administering in the hallway will prevent students from having to enter 
the nurse’s room where ill students awaiting pickup may be waiting. 

2. Students with non-infectious respiratory conditions such as asthma who 
are on regular inhaler or nebulizer use need particular attention. The 
Admin. Asst. will discuss with parents the importance of checking with 
private prescribers whether children are responsible and ready to carry 
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and use medications independently to avoid trips to the health room 
needlessly.  

3. For students who need to use a nebulizer, nebulizers may not be used in 
the same space where there are other individuals. The nebulizer may not 
be used in the designated nurses’ rooms. The nebulizer may cause the 
COVID-19 virus to persist in droplets in the air for one to two hours or 
longer. The administration of albuterol via a nebulizer must be in a 
location that minimizes exposure to other persons. It must be in a 
location where air is less likely to be recirculated into the general area of 
use by others. All dependent surfaces in the area of a nebulizer require 
disinfection. Ideally, doing the treatment outside is best, weather 
permitting. Lacking that, a small closet area that will not be used for 24 
hours is another option. Proper handwashing by the student and the pod 
health team before and after the procedure is essential. The health team 
will use standard precautions, including the wearing of gloves, mask, face 
shield, and will take extra care to avoid exhalations.  

4. Parents of children with diabetes should discuss whether their children 
have become independent or self-directed enough to test in the 
classroom with minimal assistance from the classroom teacher to lessen 
the number of visits to the health office. Lacking that, consideration might 
be given to having a health team member go to the student in the 
classroom rather than having the student walk in the hallways to go to 
the health office. 

C. Signs of Illness and Symptoms:  
i. Students and staff are required to notify St. Ann School when they develop 

symptoms or if their answers to the screening assessment change during or 
outside of school hours.  

ii. Symptomatic students or staff members will follow CDC’s Stay Home When You 
Are Sick guidance unless otherwise directed by a healthcare provider or the 
Dane County Department of Health.  

iii. If the student or staff member has emergency warning signs, such as trouble 
breathing, persistent pain or pressure in the chest, new confusion, inability to 
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wake or stay awake, bluish lips or face or severe abdominal pain, staff will be 
directed to call 911. 

iv. In the case of students developing symptoms of COVID-19, a phone call and 
arrangements for pick-up will be made. While waiting, students will be 
supervised at all times in the nurse’s room until they are picked up. Families will 
be directed to contact their health care providers for follow up.  

v. Staff: Staff who exhibit symptoms of COVID-19 while at work will be directed to 
leave immediately, if possible, and asked to follow up with their health care 
providers. When outside of school hours, staff should call or text the Principal 
and Administrative Assistant to arrange for a Substitute Teacher. The Federal 
CARES Act allows for up to 80 hours of compensatory pay for full time staff who 
are quarantined for COVID-19.  

 

V. CONTACT TRACING AND REPORTING OF CONFIRMED CASES:  
Because of the likelihood of students and/or staff to be quarantined for a period of time, the 
attendance policy for students and staff will be modified, and appropriate coding will be 
included in the attendance reporting to include absence as a result of quarantine. 

A. Contact Tracing Measurements:  
St. Ann School staff will follow the guidance and direction from the CDC to determine 
who is to be excluded from school or work based. 

i. Continuous Log for Employees, Students, and Visitors:  
1. All employees will be required to use their school fob to gain access 

through school entrances. This information will be used to support 
contact tracing efforts by the Dane County Department of Health. Because 
this information could become critical, employees may not use their fob 
for other employees to gain access. In the event an employee has 
forgotten his/her badge, he/she must go to the main entrance of the 
school and be buzzed in. At that time, the Administrative Assistant will 
note the name of the person entering in the logbook.  

2. Student attendance will be taken daily through the school’s FACTS 
Student Information System. In addition, up-to-date schedules will be 
maintained.  
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3. All volunteers and visitors will be expected to sign into the logbook in the 
School Office. Delivery personnel who enter the school with proper PPE 
equipment will also need to log in if their close contact time exceeds 15 
minutes. 

B. Reporting of Confirmed Cases of COVID-19:  
i. To expedite the contact tracing process, any member of the St. Ann community 

who tests positive for COVID-19 is asked to notify the school at which time, the 
principal will notify the Dane County Department of Health.  

ii. Typically, within the first 48 hours of diagnosis, the CDC will contact the person 
or family to begin contact tracing. Families are expected to provide information, 
including those places and/or persons with whom the infected came into 
contact.  

iii. Assuming the person was at St. Ann’s for an extended period, the CDC will then 
contact St. Ann’s to notify the school that someone has tested positive.  

iv. In turn, St. Ann’s will communicate to the appropriate classroom families that a 
positive case of COVID-19 has been confirmed. Confidentiality of any staff or 
student who tests positive or has been exposed will be maintained as required 
by federal and state laws and regulations.  

v. St. Ann School will cooperate with contact tracing efforts by providing student 
and staff attendance data, class and room schedules, and visitor logs.  

vi. DCH will be notified of all individuals who entered the school dating back 48 
hours before the person tested positive or started experiencing symptoms, 
whichever is earlier.  

vii. Staff and families will then be notified by St. Ann School of possible contact with 
a symptomatic or COVID-19 positive staff member, student, or visitor through a 
phone call from the Principal or Administrative Assistant.  

viii. If an employee or student tests positive for COVID-19, other staff and/or 
students who did not have extended close contact may be contacted by the 
Principal through email, text, or phone call and be asked to self-monitor for 
symptoms    
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VIII. POSITIVE COVID-19, CONTACT AND RETURN TO WORK AND SCHOOL:  

A. Employees:  
Staff returning to work following a positive test for COVID-19, a positive screening 
result, suspected COVID-19 case, or official quarantine will be determined by the 
guidelines set forth through the CDC, DCH, and Diocese of Madison. An employee will be 
returned to work, following a positive COVID-19 test once they have been cleared by 
Dane County Health. Employees who are suspected of having COVID-19 will be 
returned to work once they have done one of the following: 

i. Been cleared by DCH. 

ii. Returned by their physician. A letter of confirmation must be submitted. 

iii. Select to voluntarily test and then be able to demonstrate a negative COVID-19 
test.  

iv. After a self-quarantine period of 14 days. 

An employee who has knowingly been in close proximity with someone who has tested 
positive for COVID-19 or of someone who is suspected of having COVID-19 will need to 
follow the mandated 14 day quarantine period before being allowed to return to work. 
During this time, teaching virtually may continue as long as the employee feels well. 

Travel: An employee who travels to locations on the travel advisory will need to follow the 
required quarantine period before returning to work. Employees who elect to travel and 
are subsequently quarantined will need to incur sick leave which may result in loss of pay. 
As much as possible, all employees are discouraged from traveling outside of the State, 
particularly to areas experiencing spikes in COVID-19 cases. See the CDC’s Travel section 
guidelines, https://www.cdc.gov/coronavirus/2019-ncov/travelers/travel-during-
covid19.html. 

B. Students:  
Students’ ability to return to school will be determined by guidelines set forth through 
DCH. Specific criteria for students returning to school following an illness, a positive 
test for COVID-19, a positive screening result (close or proximate contact), suspected 
COVID-19 case, or official quarantine will be made available to families and posted on 
the St. Ann School website. 
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When the school has a confirmed positive student case of COVID-19, St. Ann School will 
follow the Fever/Symptoms Protocols Flowsheet, including the return to school 
protocol.  DPI: Returning to School After COVID  

The criteria include the CDC recommendations of: 
i. 24 hours, symptom free, including fever and respiratory symptoms (e.g., cough, 

shortness of breath, etc.) without the use of medications, such as Tylenol, to 
improve symptoms.  

ii. Fourteen days since symptoms first appeared. 

IX. SCHOOL CLOSURE:  
St. Ann School will coordinate with Dane County Health, the CDC, the Diocese of Madison, 
and/or the Stoughton Area School District to determine the parameters, conditions or metrics 
that will serve as early warning signs that positive COVID-19 cases may be increasing beyond 
an acceptable level for the school.  St. Ann School will consider closing school for a period of 
two to three weeks or more if reported absenteeism rates as a result of illness impact the 
ability of the school to operate safely. The school need not base its decision on diagnosed cases 
but, rather, may close in order to reduce the rate of transmission throughout the school. When 
such a closure is announced, if possible, St. Ann School will provide a 48-hour notice of its 
intent to close. Notice will come in the form of an email, followed by notification through 
television news outlets. 

X. SCHOOL SAFETY DRILLS:  
St. Ann School will continue to practice emergency safety drills as required by State and 
National laws, including monthly evacuation drills (i.e. fire drills), severe weather drills (i.e. 
tornado drills), and Active Threat drills. St. Ann School will identify how drills will be 
conducted using the following considerations:  

A. Students will be instructed on actual emergency procedures and that maintaining 
physical distancing during an actual emergency is not the first priority.  

B. Evacuation drills can be conducted on a staggered schedule, only evacuating one or a 
few classrooms at a time, allowing appropriate distancing to be kept between students 
to the evacuation site. Staggering by classroom will minimize contact of students in 
hallways, stairwells, and at the evacuation site. If conducting drills using a modified 
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procedure, it is required that the drill be conducted with all students in the school 
building on that school day. 

C. When conducting drills during a hybrid in-person schedule, drills must be conducted so 
that all students are receiving instruction in emergency procedures and participating in 
drills while they are in attendance in-person. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


