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In order to reopen, all childcare providers in Massachusetts must comply with the new standards. 

These protocols include changes in the following areas (and as the standards evolve, we will update 

this packet): 

Illness: 

Parents, children and staff must stay home when sick. 

Limiting Visitors 

In order to limit direct contact between parents and staff members and adhere to physical distancing 

recommendations, The Day School will be suspending our open-door policy for families, visitors, and 

volunteers until further notice.  

Self-Screening 

All staff, parents and children must self-screen at home, prior to coming to the program for the day.  

Self-screening includes checking for symptoms included fever, cough, shortness of breath, 

gastrointestinal symptoms (diarrhea, nausea, vomiting), fatigue combined with another symptom, 

headache, new loss of taste/smell, muscle aches, or any other symptoms that feel like a cold. Anyone 

with a fever of 100.0°F or above or any other signs of illness will not be permitted to enter the 

program. 

It is imperative that you do not bring your child to school if you or they are sick. If your child has any sign 

of illness, you must keep child home until 24 hours has passed without the use of medication or with a 

doctor’s clearance. Our staff will not report to work if they are experiencing any symptoms and must 

confirm their self-screen results prior to starting work. 

 
Drop Off 
 
Drop off will be staggered by class and take place at the front foyer. We will notify each class of their 
scheduled drop off/pick up time. For two-day classes: One class will be 8:45 – 11:45 and the other class 
will be 9:15 – 12:15. For three-day classes: We will have three classes and they will have staggered times 
similar to the two day with one more class which will start at 9:30. These times may change as we see 
how long the check in process takes. 

- We ask that only one adult get out of the car to drop off a child. Please try to be consistent in 

which adult drops off/picks up daily. 

- One child will be admitted or released at a time. 

- Please remain in your car if you see another drop-off or pick-up in progress or line up on the 
designated spots. 

- Parents must sign written attestations daily regarding any household contacts with COVID-19, 

symptoms (e.g., fever, sore throat, cough, shortness of breath, loss of smell or taste, or diarrhea), 

or if they have given children medicine to lower a fever.   

- Once you arrive please hand the greeter your self-screening attestation unless already done 

electronically. Children will be checked in by a staff member. 



 

- Individuals who decline to complete the screening questionnaire will not be allowed to enter 

the program space. 

Snacks 

All families must provide their own snack and water bottle each day. All snacks must be nut free. 

 

Health Screening 

Parents will be required to answer the following questions about their child and sign an attestation 

form. If any of the below are yes, the child will not be allowed to enter the building and must return 

home with their parent or caregiver. 

- Today or in the past 24 hours, have you or any household members had any of the following 

symptoms? Fever (temperature of 100.0°F or above), felt feverish, or had chills? Cough? Sore 

throat? Difficulty breathing? Gastrointestinal symptoms (diarrhea, nausea, vomiting)? Fatigue 

(fatigue alone will not exclude a child from participation)? Headache? New loss of smell/taste? 

New muscle aches? Any other signs of illness? 

- In the past 14 days, have you had close contact with a person known to be infected with the 

novel coronavirus (COVID-19)? (Close contact is defined as being within 6 feet of an individual 

who has tested positive for COVID-19 for more than 10 minutes while that person was 

symptomatic, starting 48 hours before their symptoms began until their isolation period ends.) 

- If you answer yes to any of the screening questions, you must keep your child home symptom-

free for 24 hours (without fever-reducing medication). 

 
Staff will make a visual inspection of each child for signs of illness, which could include flushed cheeks, 

rapid breathing or difficulty breathing (without recent physical activity), fatigue, or extreme fussiness. 

The greeter will confirm that the child is not experiencing coughing or shortness of breath. (In the event 

a child is experiencing shortness of breath or extreme difficulty breathing, a staff member will call 

emergency medical services immediately.) 

Health Monitoring Throughout the Day 

Staff will actively monitor children throughout the day for symptoms of any kind, including fever, cough, 

shortness of breath, diarrhea, nausea, and vomiting, abdominal pain, and unexplained rash. Children 

who appear ill or are exhibiting symptoms will be separated from the larger group and isolated until able 

to leave the building. We will check the child’s temperature with a contactless thermometer if the child 

is suspected of having a fever (temperature above 100°F) and disinfect the thermometer after each use.  

 

If any child or staff appears to have severe symptoms, emergency services will be called immediately. 

Severe symptoms include the following: extreme difficulty breathing (i.e. not being able to speak 

without gasping for air), bluish lips or face, persistent pain or pressure in the chest, severe persistent 

dizziness or lightheadedness, new confusion or inability to rouse someone, or new seizure or seizures 

that won’t stop. 

 



 

Isolation during school 

If a child becomes symptomatic, the Day School will do the following: 

- We will immediately isolate the child from other children and minimize exposure to staff. We 

have a separate room to isolate children or staff who may become sick, with the door closed. 

Isolated children will be supervised at all times by a staff member wearing PPE. Others will not 

enter isolation room/space without the appropriate PPE. 

- The space will offer the child some comfort and allow staff to keep the child away from 

other children until the child can be picked up. 

- We will contact the child’s parents and send home as soon as possible. If you are notified that 

your child is sick, you or an authorized pick-up person must pick up your child as soon as possible. 

- We have an emergency back-up plan for staff coverage in case a child or staff becomes sick. 

- We have masks available for use by children and staff who become symptomatic until they have 

left the premises of the program. Whenever possible, we will cover the child’s (age 2 and older) 

nose and mouth with a mask or cloth face covering. 

- Those being discharged due to suspected infection will depart from a designated separate exit 

from the exit used to regularly exit. 

 
Staff will regularly self-monitor during the day to screen for new symptoms. If a staff member becomes 

symptomatic, they will immediately stop childcare duties and be removed from others until they can 

leave. If new symptoms are detected among a staff member, The Day School will follow the 

requirements above on how to handle symptomatic individuals. 

 
Exposure 

If a child or staff has been exposed to COVID-19, regardless of whether the individual has symptoms or 

not, the child or staff will not be permitted to enter the program. Exposed individuals must stay home 

for at least 14 days after the last day of contact with the person who is sick. We will follow guidance from 

the local board of health on quarantine for other children and staff and what additional precautions will 

be needed to ensure the program space is safe for continued childcare services. 

Isolation 

Exclusion protocols from the board of health will be followed for any child, staff or family member with a 

positive test for COVID-19 or who are symptomatic and presumed to have COVID-19. 

Travel 

While the Day School does not have a specific travel requirement, currently all travelers arriving to 

Massachusetts are instructed to self-quarantine for 14 days. 

 
Classrooms + Playgrounds 

Smaller Classes:  In order to give children more room, EEC has mandated that we increase the amount of 

square footage allowed for each child from 35 square feet to 42 square feet.  

Restructured Classrooms:  Classrooms have been restructured to incorporate the larger square footage 

per child required by EEC. The classrooms have been rearranged to facilitate smaller group and 



 

individual play, including setting up play activity stations like puzzles and art. The number of children 

permitted to use any one space or activity center at the same time will be limited to one or two 

children. Activity areas/learning centers have been placed as far apart as possible. 

Consistent Staffing: Children will be in consistent groupings with consistent staffing. Some 

teachers will be working in both the two day and three-day program. All teachers will be 

following strict hygiene policies and cannot wear the same clothing without laundering. 

No Mixing of Groups: Groups of children will not be combined or mixed, either indoors or outdoors. The 

groups of children using the outdoor space will be alternated so that only a small number of children 

are using the equipment at one time. High-touch surfaces such as grab bars and railings will be cleaned 

and disinfected between groups. 

Limited Sharing, Children’s belongings will be stored so that they do not touch. To minimize sharing of 

materials such as art supplies and equipment, each child will be given their own set of supplies. If 

children are rotating around to various activities, they will be monitored closely and any materials that 

were placed in their mouth removed. Whenever materials and spaces are shared, children will be 

reminded not to touch their faces and to wash their hands after using these items. 

We have removed any items that cannot be easily washed (i.e. stuffed animals, pillows) or that encourage 

children to put the toy in their mouths (i.e. play food, pretend utensils). Shared items that cannot be 

cleaned or disinfected at all (i.e. playdough) will be removed from activity rotation for the duration of 

the pandemic, or children will be provided individual portions. Water and sensory tables will not be 

used at all. Each child will have their own sensory supplies and bin. 

Hygiene Practices 

Resources and Supplies 

The Day School has planned ahead to ensure that we have adequate supplies to promote frequent 

and effective hygiene behaviors. We have the following materials and supplies: 

- Handwashing sinks are available and readily accessible in each classroom for the children 

and teachers. 

- Handwashing instructions have been posted near every handwashing sink and where they can 

easily be seen by children and staff. 

- Hand sanitizer with at least 60% alcohol will be utilized at times when handwashing is not 

available, as appropriate to the ages of children and only with written parent permission to use. 

Hand sanitizer will be stored securely and used only under supervision of staff. Staff will make 

sure children do not put hands wet with sanitizer in their mouth and will teach children proper 

use. 

Increased Hand Washing 

The Day School encourages, teaches, models, and reinforces increased handwashing protocols: 

- Parents and caregivers must wash their own hands and assist in washing the hands of their 

children before dropping off, prior to coming for pick up, and when they get home. 



 

-  All individuals entering the building are required to use hand sanitizer. 

- Children and staff will wash their hands or use hand sanitizer often (while hand sanitizer may be 

used by children over 2 years of age with parental permission, handwashing is the preferred and 

the safer method), making sure to wash all surfaces of their hands. 

Staff and children must wash their hands with soap and water for at least 20 seconds or use hand sanitizer 
at the following times: 

- entry into and exit from program space 

- when coming in from outside activities 

- before and after eating 

- after sneezing, coughing or nose blowing 

- after toileting  

- before handling food 

- after touching or cleaning surfaces that may be contaminated 

- after using any shared equipment 

- after assisting children with handwashing 

- before and after administration of medication 

- after contact with facemask or cloth face covering 

- before and after changes of gloves 
 
Staff must know and follow the steps needed for effective handwashing: 

Use soap and water to wash all surfaces of their hands (e.g., front and back, wrists, between fingers) 

for at least 20 seconds, wait for visible lather, rinse thoroughly and dry with individual disposable 

towel. 

- Visual steps of appropriate handwashing will be posted to assist children or they will be 

instructed to sing the “Happy Birthday” song TWICE (approx. 20 seconds) as the length of time 

they need to wash their hands. 

- Children will be assisted with handwashing. 
 
Hand Sanitizer: Hand sanitizer will be kept out of the reach of children and its use monitored closely 

(due to its high alcohol content, ingesting hand sanitizer can be toxic for a child). Children will be 

supervised when they use hand sanitizer to make sure they rub their hands until completely dry, so they 

do not get sanitizer in their eyes or mouth.  

 

 
Face Mask/Coverings 

We remind families and staff that all individuals are encouraged to adhere to the CDC’s 

recommendations for wearing a mask or cloth face covering whenever going out in public and/or 

around other people. 



 

Staff:  To slow the spread of COVID-19, the Day School staff must wear a cloth face covering while serving 

children and interacting with parents and families. The Day School requires our staff to wear masks or 

face coverings during the program day whenever 6 feet of physical distancing is not possible. 

- Masks and face coverings will be washed daily and any time the mask is used or becomes soiled, 

depending on the frequency of use. Staff masks will be washed in a washing machine in hot 

water and dried fully before using again. 

 

Children:  We are requiring children to wear masks at school to the best of their ability. Parents are 

required to send in at least two masks per day which will be sent home to be laundered. Teacher’s 

will help children and encourage them to wear masks. We will also incorporate mask breaks and 

encourage children to drink water. 

 

Parents/guardians: The Day School requires that parents/guardians wear a mask when on the premises 

and at all times during drop-off and pick-up. 

 
Gloves 

The Day School staff will wear vinyl gloves at all times during toileting, food preparation, and when 

giving medication. Handwashing or use of an alcohol-based hand sanitizer before and after these 

procedures is always required, whether gloves are used or not. 

To reduce cross-contamination, disposable gloves will be discarded after use. After removing gloves for 

any reason, staff will wash their hands or use hand sanitizer. 

Training: Staff has been trained in recognizing symptoms, increased hygiene and disinfection 

protocols, as well as best practices in physical distancing with young children. 

Cleaning and Disinfecting: 

Enhanced Disinfection: To ensure effective cleaning and disinfecting, surfaces will be cleaned and then 

disinfected using our EPA-approved disinfectant for use against the virus that causes COVID-19.  

Ventilation:  

Our property manager has consulted with an HVAC expert to ensure our ventilation is safe. Our system has a 
blower that circulates air from the classrooms to the HVAC system where the air goes through 16 filters (merv 
14) and then returns to the classroom, the air cycles through approx. 100 times per hour. 
We will also be opening windows and doors when practical. 

 

Proper guidelines are strictly followed when cleaning, sanitizing, and disinfecting: 

- All sanitizing and disinfecting solutions are used in areas with adequate ventilation. Chemicals are 

not sprayed around children and children will be moved to another area or distracted away 

from the area where a chemical is being used. 

- To ensure effective cleaning and disinfecting, surfaces are always cleaned first, then disinfected. 

- All cleaning products will be used according to the directions on the label, following the 

manufacturer’s instructions for concentration, application method, and contact time for all 

https://www.epa.gov/pesticide-registration/list-n-disinfectants-use-against-sars-cov-2


 

cleaning and disinfection products. 

- All chemicals will be kept out of the reach of children both during storage and in use. 

- Chemicals will not be mixed to avoid producing toxic gas. 

- We strictly follow directions on the label, ensuring that the disinfectant is approved for that type 

of surface (such as food-contact surfaces). We follow manufacturer’s instructions for application 

and proper ventilation. Children are never present when mixing solutions. Wait times are in 

accordance with manufacturer’s directions and then surface dried thoroughly or allow to air dry. 

- Only single-use, disposable paper towels are used for cleaning, sanitizing, and disinfecting, not 

sponges or cloths. 

- All sanitizing and disinfecting solutions are labeled properly to identify the contents, kept out 

of the reach of children, and stored separately from food items. 

 

General Guidelines 

The Day School will follow these general guidelines for cleaning, sanitizing, and disinfecting: 

- We have intensified our routine cleaning, sanitizing, and disinfecting practices, paying extra 

attention to frequently touched objects and surfaces, including doorknobs, bathrooms and 

sinks, keyboards, and banisters. 

- We clean and disinfect toys and activity items used by children more frequently than usual and 

take extra care to ensure that all objects that children put in their mouths are removed from 

circulation, cleaned, and sanitized before another child is allowed to use it. 

- While cleaning and disinfecting, staff wear gloves as much as possible. Handwashing or use of 

an alcohol-based hand sanitizer after these procedures is always required, whether gloves are 

used or not. 

 
Indoor Play Areas 

- Per EEC, children’s books, like other paper-based materials such as mail or envelopes, are not 

considered a high risk for transmission and do not need additional cleaning or disinfection 

procedures. We regularly inspect and dispose of books or other paper-based materials that are 

heavily soiled or damaged. 

- Machine washable cloth toys are not used at all during this time. 

- Toys that children have placed in their mouths or that are otherwise contaminated by bodily 

fluids are set aside until they are sanitized in a dishwasher. 

- For electronics, such as tablets, touch screens, keyboards, and remote controls, visible 

contamination will be removed if present. We follow manufacturer’s instruction for cleaning and 

disinfecting. If no guidance, we use alcohol-based wipes or sprays containing at least 70% alcohol. 

Outdoor Play Areas 

- Children use our playgrounds by group and we clean and disinfect between each group’s use. 



 

- High touch surfaces made of plastic or metal, including play structures, tables and benches, are 

frequently cleaned and disinfected. 

 

After a Potential Exposure 

If an individual within our school has a confirmed/suspected COVID-19 diagnosis, the CDC recommends 

closing off areas visited by the ill persons, opening outside doors and windows, and using ventilating 

fans to increase air circulation in the area, then waiting 24 hours or as long as practical before beginning 

cleaning and disinfection. Cleaning staff will clean and disinfect all areas such as offices, bathrooms, 

common areas, shared electronic equipment like tablets, touch screens, keyboards, remote controls, and 

machines used by the ill persons, focusing especially on frequently touched surfaces. 

 
Physical Distancing 

It’s one thing to physically distance for adults. We have the ability to remember and follow rules and 

control our bodies. Young children are naturally social and crave physical contact with their loved ones 

and caregivers. We are careful to balance the need for health and safety with the social-emotional needs 

of children.  

When possible, Day School educators will maintain at least 6 feet of distance and limit contact between 

individuals and groups. When 6 feet is not possible, program staff will wear masks or cloth face 

coverings. Having a smaller number of children in the classroom allows for creativity with how to set up 

and maintain social distancing while still allowing for conversation and interaction between children. 

- We’ll limit immediate contact (such as shaking or holding hands, hugging, or kissing). 

- Outside play will be limited to one group at a time. 

- Spaces for children will be organized in a way that allows staff to maintain consistent physical 

distancing guidelines. The classrooms have been physically rearranged to space activity areas and 

centers as far apart as possible. 

- Until further notice, we will not be holding any gatherings, events, and extracurricular activities. 

Understanding Children’s Healthcare Needs 

To ensure we are adequately prepared to provide safe and appropriate services to children with special 

needs and vulnerable children, the following steps will be taken: 

- We will review children’s medical information and determine whether and how many high-

risk children are in attendance. 

- We will reach out to parents of high-risk children and encourage them to discuss with their 

healthcare provider about whether the program is a safe option for the child and if 

additional protections are necessary. 

- We will discuss with the parent any concerns they have with the new protocols and how we 

can best help their child understand and adhere as close as possible to the health and safety 

requirements. 

 



 

If a Child/Employee Contracts Covid-19 

We’d like to thank you in advance for your patience and understanding about a positive case and the 

steps we take in response. We take our responsibility to provide healthy and safe care very seriously, 

and to be here when you need us. While working through a positive case may be new to many parents, 

epidemiologists are now cautioning that we will be living with COVID-19 for many months to come, so 

dealing with a positive case needs to be incorporated into our typical policies and routines. 

 
A positive case and medical confidentiality 

Since we severely restrict access into the building by non-essential visitors, a positive case of coronavirus 

within The Day School will likely be a child or staff member. Medical confidentiality laws restrict how 

much personal information we can share about the person who tests positive, including their identity. 

 
What the Day School will do 

- Assist in contact tracing: Identifying close contacts and requiring isolation/testing helps reduce 

the risk of further exposure. The Day School will contact close contacts personally, while everyone 

else will receive a general email. 

- Cleaning and sanitizing: The entire center will be thoroughly deep-cleaned per CDC 

guidelines. 

- Self-Isolating: Close contacts who have been exposed will be contacted and must stay home for at 

least 14 days after the last day of contact with the person who is sick. 

 
Will the Day School stay open or close? 

If we have a suspected or confirmed case of COVID, the Board of Health will determine whether we          

need to close. By limiting the use of floaters and not mixing classrooms, we greatly decrease the 

likelihood of the entire program being closed. 

 

Positive or presumed positive cases 

Sick children or employees who are COVID-19 positive or symptomatic and presumed to have 

COVID-19 will not be allowed to return until they have met the criteria for discontinuing home isolation 

and have consulted with a health care provider. If a child or employee is presumed to have COVID-19, 

The Day School will: 

- Determine the date of symptom onset for the child/staff. 

- Determine which days, if any, the child/staff was at the Day School while symptomatic or during 

the two days before symptoms began. 

- Determine who had close contact with the child/staff at the program during those days (staff 

and other children). 

- If the individual tests positive for COVID-19 but is asymptomatic, isolation may be discontinued 

when at least 10 days have passed from the date of the positive test, as long as the individual 

remains asymptomatic. For example, if the individual was tested on April 1, isolation may be 

discontinued on or after April 11. 



 

 
Notification 

In the event that we experience an exposure, the Day School will notify the following parties: 

- Employees and families about exposure (while maintaining confidentiality). Close contacts 

will be contacted personally while incidental contacts will receive a general email. 

- The local board of health if a child or staff is COVID-19 positive. 

- Licensing agencies if a child or staff member have tested positive. 
 
Self-isolating following potential exposure 

In the event that a staff member or child is exposed to a sick or symptomatic person the Day School 

will adhere to the following protocols: 

- If a child or staff has been exposed to COVID-19, regardless of whether the individual has 

symptoms or not, the child or staff will not be permitted to enter the program and will be sent 

home. Exposed individuals must stay home for at least 14 days after the last day of contact with 

the person who is sick. The Day School will consult with the local board of health for guidance 

on quarantine for other children and staff and what additional precautions will be needed to 

ensure the program space is safe for continued childcare services. 

- If an exposed child or staff subsequently tests positive or their doctor says they have confirmed 

or probable COVID-19, they must meet all three requirements: 

o stay home for a minimum of 10 days from the 1st day of symptoms appearing 

o be fever-free for 72 hours without fever-reducing medication 

o experience significant improvement in symptoms 
- Release from isolation is under the jurisdiction of the local board of health where the individual 

resides. 

- If a child/staff’s household member tests positive for COVID-19, the child or staff must self- 

quarantine for 14 days after the last time they could have been exposed. 

- If an exposed child or staff remains asymptomatic and/or tests negative for COVID-19, they 

must remain in quarantine and continue to monitor for the full 14 days. 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

What Can You Do? 

 

We’re all in this together: When we all follow the plan; the chance of transmitting disease is reduced. 

This plan is specific to COIVD-19 and is in addition to our existing policies and procedures, which meet 

state licensing standards designed to help create a safe environment. Science shows us that when 

members of a community adhere to the following health and hygiene protocols, we can contain the 

spread of disease. Please refer to the CDC recommendations for parents: 

- Stay home when sick:  If your child is sick, keep your child home until free of fever without 

medication or other symptoms for 24 hours or cleared by a medical professional to return. If 

you are sick, please arrange for someone else to drop-off or pick up your child. 

- Practice good hygiene: Cover your mouth with tissues whenever you sneeze or cough and 

discard used tissues in the trash. If that’s not possible, cough or sneeze into your elbow. Do not 

cough or sneeze into your hand. 

- Avoid touching your face, especially your eyes, nose, or mouth with your hands. 

- Wear a Mask or face covering when in public. They are mandatory for adults on our property 

and in our facility. 

- Practice Physical Distancing, maintaining a physical separation of at least six feet with others 

when wearing a mask is not possible. 

- Limit Sharing:  Avoid using others’ phones, tools, or equipment whenever possible. 

 
Thank you for your support and cooperation. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://www.cdc.gov/coronavirus/2019-ncov/downloads/schools-checklist-parents.pdf


 

 

 
 
 
    Hand Sanitizer Permission Slip 

 
 
 
 

I give permission for my child to use hand sanitizer with teacher 
supervision at The Day School. 
 
 
 
Child’s Name: ____________________________________________ 
 
Parent/Guardian Signature: _________________________________ 
 
Date: __________________________ 
 
 
 
 
 
 
 
 
 



 

 
 

 
 
 
 

Covid-19 Addendum Acknowledgement 
 
 
 
I, _____________________________, the parent/guardian of 
 
______________________________, acknowledge that I have received  
 
The Day School Parent Handbook Covid-19 addendum. I have read and  
 
Agree to adhere to all policies and regulations set forth in this addendum. 
 
 
 
Signature: ____________________________________________ 
 
Date: ___________________________________ 
 
 
 
 
 



 

 
 


