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PANDEMIC POLICY 
Protocols to Be Followed in The Event of a Pandemic Outbreak 

Re-Opening Operational Protocols in Accordance with COVID-19 Regulations 
 

PREPARATION 

1. Education & Training 
a. Staff members are educated on Infection, Prevention, and Universal Precautions 

and general staff safety through: 
i. Employee Orientation (Pandemic Policy Training & Staff In-Service 01/21) 

• 2 COVID-19 Training; certificates are posted visibly at each staff 
member’s work area 

ii. Health & Safety Institute FA/CPR/AED Training (Renew on 8/20/2020) 

ALLEVIATION 
1. Preventive Considerations 

• Staff Members 
i. Staff members are expected to follow general hand washing protocols, 

infection prevention strategies, and utilize universal precautions at all 
times to mitigate the spread of germs and infection. 

ii. Staff members are encouraged to be up to date with their vaccines and 
annual flu shot.   Licensing requires flu shot waiver in writing by 
employee. 

iii. Staff members experiencing the onset of symptoms may request approval 
from the Director to work remotely, if able. 

iv. Director can send an employee and/or a Westminster Child Center 
employee home for precautionary measures (i.e., persistent cough) to self-
isolate, or may ask them to visit Urgent Care. 

v. Staff Members that are ill (i.e., persistent sneezing, coughing, and/or fever 
above 100˚) are to inform the Director, self-isolate, and take sick time off 
immediately.  All employees are to continue adhering to Illness Policy 
outlined in Parent Handbook. 

vi. Westminster Child Center may ask for a release to return to work. 
vii. Staff is expected to maintain social distancing of 6 feet, and no more than 

10 people in a space, to keep you and children safe by decreasing the 
opportunity of spreading illness. For those working in office, please be 
mindful of being 6 feet apart.  

viii. During business hours, all staff will enter from Montgomery Hall and 
immediately check-in at the Health Screening Station and have their 
temperature taken. This will increase the monitoring at the campus to 
prevent spread. 
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• Visitors  
i. All visitors may include, but are not limited to, children family members, 

contractors, and vendors. Visitors will enter from Montgomery Hall and 
have their temperature taken. This will increase the monitoring at the 
campus to prevent spread. All visitors will be required to wear a mask 
upon entering the campus and while on the premises. 

ii. During regular visiting hours, all visitors are to have a temperature check, 
administered by the front office receptionist or Westminster Child Center 
Staff member with a thermometer, and: 

1. If Administration is not available in the office, visitors must check-
in at the Health Screening Station (Montgomery Hall) for a 
temperature check and assistance with the reason for the visit. 

2. If any visitor has a fever above 100°, they will need to reschedule 
their appointment.  

3. Anyone refusing to have their temperature taken will be asked to 
reschedule their appointment. 

• Children 
§ Each child will check in at the Health Screening Station (HSS, located at a 

table in Montgomery Hall, located in the Parking Entrance.   The Health 
Screening Station will be overseen by 2-4 Westminster Child Center Staff 
Members. 

§ All children enrolled at Westminster Child Center (2 years -5 years) will 
be required to wear a face covering. 

§ Children will have a temperature check upon drop-off and pick-up at the 
Health Screening Station. 

1. If any student has a fever above 100.4°, they will be sent home 
with parent. The child will rest comfortably in Room 1, 
Westminster Child Center’s Infirmary for the 2021 school year, 
along with a designated cohort teacher until the parent picks up the 
child.  On the Enrollment Health COVID-19 Disclosure Statement, 
the parent has 30 minutes to pick-up an ill child. 

2. If any student has persistent sneezing and/or coughing, they will be 
required to wear a protective mask while on Westminster Child 
Center site. 

3. Anyone refusing to have their temperature taken will be sent home 
with parent. 

 
 

 
 



 

Revised 1/8/2021 
 

2. Health Screening, Cohort Overview & Preventative Cleaning Plan 

• Preschool Drop-Off and Pick-Up Procedures 

i. The ONLY entrance/exit is at Montgomery Hall 
going to the parking lot.  One parent (only 1 
parent/guardian will be allowed to enter with the 
child) will enter the campus gate and check in at the 
Health Screening Station; a table set up in 
Montgomery Hall entrance.  

ii. Each child and parent will need a temperature check 
and health screening.   The parent must wear a 
face covering at all times on the Westminster 
Child Center campus. 

iii. There will be 10 families allowed on campus at one 
time. Therefore, there will be colored X marks on 
the floor near the Montgomery Hall entrance 
distance 6-feet from other families for drop- off and 
pick- up.   A Westminster Child Center Staff 
Member assigned to the Health Screening Station 
will oversee the process of drop-off and pick-up to 
ensure no more than 10 families is on the 
Westminster Child Center campus. 

iv. Upon completing a successful health screening and 
temperature check, the parent will walk the child to 
their designated classroom.  The child’s Teacher 
will warmly greet the child from behind the door.  
The child’s personal belongings, such as backpack, 
will be placed outside the classroom in a cubby, or 
specified container.  Each child’s personal 
belongings will not touch another child’s personal 
belongings.  The parent will place the items into the 
child’s cubby.  Once the child is ready (within 10-
15 minutes, or longer depending on the child) the 
teacher will open the door to greet and take the 
child’s hand into the classroom.   The teacher may 
lift the child up to give the parent a hug, kiss, high 
five, and a wave goodbye.   The child and teacher 
will wash hands and begin their day at Westminster 
Child Center.  The parent will exit the campus at the 
Montgomery Hall entrance and will need to wait for 
HSS to clear the entrance/exit.  Please note, plan 
accordingly for drop-off and pick-up times as with 
the above restrictions, the process will be timelier 
than prior to Pandemic. 
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v. The same protocol will be followed for picking up a 
child from the classroom.  The parent will enter the 
Montgomery Hall entrance and adhere to the 6-feet 
apart from other families.  The parent will check-in 
at the Health Screening Station and receive a 
temperature check.  *Following the successful 
temperature check, the parent will wait outside the 
classroom. The teacher and child will wash hands, 
gather personal items, and then open the door for 
the child and parent to go home safely and securely. 
The parent and child will return to the Health 
Screening Station, as the child receives their final 
check for the day.  Then exit accordingly. 

vi. *If the temperature check for the parent is over 100 
degrees, the parent will be asked to immediately 
leave the campus, and another approved person 
must pick up the child.     

vii. No parent is to enter the classrooms or any of the 
outside yards at any time. 

viii. Westminster Child Center highly recommends 
no siblings; however, we understand the family 
conflict.  IF there is a sibling, Westminster Child 
Center recommends a mask, and either being 
carried or in a stroller.  No siblings are allowed 
inside the classrooms or yard spaces at any time. 

ix. Pets are wonderful, but not on the Westminster 
Child Center campus at this time.  No dogs allowed 
on the yards, or inside the classrooms. 

§ Classroom Cohort Model Details 
i. Due to COVID-19 guidance from LA Health 

Department and Community Care Licensing, the 
maximum enrollment per classroom is 10-12 
students. Westminster Child Center will be placing 
2 Teachers in each classroom with the maximum of 
12 students.  For learning, instruction, and 
activities, each child will be placed in a designated 
Cohort with a designated teacher. 

ii. The Cohort model will be MWF children, and then 
another model for the M-F children.  The goal is to 
have the same children grouped together on the 
specified enrollment schedule.   

iii. The Cohorts will not mingle and interact with other 
Cohorts, which includes the outdoor play time.  
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Each Cohort will have a specified outdoor play time 
not overlapping or interacting with other Cohorts. 

iv. If there are open enrollment placements in a 
classroom, Westminster Child Center will add 
children to the classroom to reach the maximum of 
12 children. However, requesting to switch 
schedules may be denied if it conflicts with the 
Cohorts.  Westminster Child Center is required to 
maintain this system until further information is 
provided by Community Care Licensing. 

v. There will be no inter-mingle Enrichment 
Programming available, unless Virtual Learning 
options are available.  Westminster Child Center 
will announce if and when Virtual Enrichment 
Classes are offered. 
 

 
§ Preventative Cleaning Plan 

i. Westminster Child Center is adhering to Community Care Licensing, LA 
Heath Department, and Centers for Disease Control and Prevention 
guidelines. 

ii. Mr. Roy and Mrs. Sylvia Chavez Maintenance for the Eagle Rock 
Presbyterian Church and Westminster Child Center, will continue, and 
adhere to, cleaning procedures and disinfection procedures for all 
classrooms and restrooms.    Refer to Facilities Cleaning Schedule. 

iii. BotaniClean and Ryobi 18V One+Defender is chemical fogger/mister.  
The disinfectant and fogger/mister will be used into the daily cleaning of 
classroom tables, chairs, counters, and hard surfaces.  Refer to Facilities 
Cleaning Schedule. 

iv. The classroom and outside toys and materials will be cleaned and 
sanitized throughout the day with Clorox cleaning wipes and hot water in 
the dishwasher.   The classroom and outdoor teachers will clean hard 
surfaces after each use, as well as discard toys/materials after each use in a 
“to be cleaned bin” to thoroughly clean and disinfect daily.   

v. Classroom Teachers will disinfect doorknobs, light switches, phones, 
tablet screens, fan switches, etc. 3 times per day, in adjacent to the 3 times 
temperature checks for children.  Each classroom will have their 
cleaning schedules posted in the classrooms, and a copy provided to 
each enrolled family.   

vi. The Outdoor Classroom consists of The Bike Area, and The Swing & 
Slide Area; WCC Staff will be overseeing the hourly, daily, and weekly 
cleaning for all outdoor materials.  A copy of The Outdoor Classroom 
yard times and cleaning schedule will be posted throughout the 
campus and provided to each enrolled family.  

vii. Each classroom will have designated outdoor play time and will not 
interact with other Cohorts.  There will be a 15-20-minute clean and 
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sanitize time frame in between Cohorts to ensure each Cohort receives a 
clean and healthy play space.  

viii. Each child enrolled will have a designated chair.  No other child will use 
the chair. 

ix. Each child enrolled will have a designated plastic container (pencil box) or 
a gallon size Ziploc bag with a set of crayons, markers, eraser, scissors, 
glue, pencil grippers for writing etc. to ensure no other child handles these 
items but the child.    

x. Effective January 20, 2021 each child in the All-Day Program will be 
assigned their own rest cot with their name on it.  Westminster Child 
Center will provide a sheet and after daily use, the sheet will be laundry 
cleaned, and the cot sanitized with Clorox cleaning wipes.  If a child 
brings a soft lovey or personal blanket, the items will be sent home 
daily to be cleaned and sanitized. All personal items must be taken 
home every Friday; no items in the cubbies are to remain over the 
weekend. 

xi. Classrooms will primarily eat lunches outside; weather permitting.   
 

xii. The Health Screening Station Staff Members will disinfect the entrance 
gate 3 times per day, as well as sanitize the table and supplies at the table. 

 
SHELTER IN PLACE (SAFER AT HOME OR ANY COUNTY/STATE TRIGGERED 
RESTRICTIONS)    

1. Should a Shelter in Place be issued in the counties in which staff work and live, 
Westminster Child Center Leadership will initiate a Shelter in Place procedure to the 
workforce.  

a. Westminster Child Center is an Essential Business.  
b. Westminster Child Center site may stay operational to employees only but will 

no longer be open to on-site visitors. 
c. Staff Members that are able to work remotely may do so.  Westminster Child 

Center will resume as a Virtual Learning Program for all of the age groups, 
including both All-Day and Half-Day Programs. 

d. If you are unable or unwilling to work during this, please inform your Director 
so that you may discuss your options during this time. 

 
 

 
 

 
 
POST SHELTER IN PLACE (POST COUNTY SAFER AT HOME BUT PANDEMIC IS 
STILL ACTIVE)    
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1. During a Pandemic, should Shelter in Place be ended by the counties in which staff work 
and live but there are no current cures or vaccines, Westminster Child Center Leadership 
will initiate the Post Shelter in Place procedure to the workforce.  

• Workforce Safety Precautions   
§ Staff members are expected to follow general hand washing protocols, 

infection prevention strategies, and utilize universal precautions at all 
times to mitigate the spread of germs and infection 

§ Staff members are expected to wear their protective masks at all times 
while working in common areas and in classrooms 

§ Staff members are encouraged to be up to date with their vaccines, and 
annual flu shots.  Licensing requires flu shot waiver in writing by 
employee. 

§ Staff experiencing the onset of symptoms of illness (COVID, flu, etc.)  
1. Will immediately self-isolate, inform the Director and get a 

COVID test 
2. May request approval from Director to work remotely, if able to 

work remotely 
3. May not return to work without a COVID clearance 

• Visitors  
§ All visitors, who may include, children family members, contractors, and 

vendors, will enter the campus at the Montgomery Hall entrance and 
immediately check in at the Health Screening Station to have their 
temperature taken. This will increase the monitoring at these sites to 
prevent spread. All visitors will be required to wear a mask upon entering 
the campus. 

§ During regular visiting hours, all visitors are to have a temperature check, 
administered by the front office receptionist or Westminster Child Center 
Staff Member with a thermometer, and:  

1. Visitors must check-in at the Health Screening Station (near the 
parking lot entrance to Montgomery Hall) for a temperature check 
and assistance with the reason for the visit. 

2. If any visitor has a fever above 100°, they will need to reschedule 
their appointment.  

3. Anyone refusing to have their temperature taken will be asked to 
reschedule their appointment. 

• New Hires 
§ All candidates will understand and acknowledge that employment requires 

a role as an essential worker. 
§ Upon hire, new staff will be required to have a COVID clearance on file. 

• Children 
§ Each child will check in at the Health Screening Station (HSS), located in 

Montgomery Hall, located near the Parking Lot Entrance.   The Health 
Screening Station will be overseen by 2-4 Westminster Child Center Staff 
Members. 
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§ All children enrolled at Westminster Child Center (2 years 9 months-5 
years) will be required to wear a face covering. 

§ Children will have a temperature check upon drop-off and pick-up at the 
Health Screening Station. 

1. If any student has a fever above 100.4°, they will be sent home 
with parent. The child will rest comfortably in Room 1, 
Westminster Child Center’s Infirmary for the 2021 school year, 
along with a designated cohort teacher until the parent picks up the 
child.  On the Enrollment Health COVID-19 Disclosure Statement, 
the parent has 30 minutes to pick-up an ill child. 

2. If any student has persistent sneezing and/or coughing, they will be 
required to wear a protective mask while on Westminster Child 
Center site. 

3. Anyone refusing to have their temperature taken will be sent home 
with parent. 

IDENTIFICATION, ALERTING, ISOLATION – Offsite procedure 

1. Exposure 
a. Wash any skin that has been exposed to blood or body fluids with soap and 

running water for one full minute. 
b. Clean spills containing blood or body fluids with a solution of 1-part bleach to 10-

parts water, made fresh daily. 
c. Avoid or minimize contact with people who are sick (a minimum distance of six 

feet is recommended). 
2. Identification and Alerting 

a. If a Westminster Child Center staff member or contractor comes into contact with 
someone who has identified with a disease of said epidemic as designated by the 
CDC, they are to self-identify to the Director and self-quarantine for 14 days. 

i. Director will immediately notify the Pastor of Eagle Rock Presbyterian 
Church, as well as Session of the church. 

b. If a Westminster Child Center staff member or contractor is identified with a 
disease of said epidemic as designated by the CDC, they are to notify 
Westminster Child Center as follows: 

i. Immediately notify the Director, Saira Altamirano, via office phone at 
(323-256-8086) and westminsterdirector@yahoo.com 

ii. Provide your name, classroom, and the date you tested positive 
iii. Director will alert all staff and students/families of necessary information, 

while protecting confidentiality of staff member 
c. All Westminster Child Center staff members located at the exposed site, and those 

who had been in contact with the exposed individual, will be asked to self-
quarantine for 14 days and will be paid as follows: 
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i. Those who are ill will use their paid sick time off 
ii. Those who are able to work remotely will use regular pay 

d. Director is responsible for contacting agency constituents and contractors to 
inform them of the self-quarantine. 

e. Director will be responsible for contacting the appropriate public health 
authorities for further instruction 

3. Recovery 
a. Director will contact a Biohazard Cleaning Company to disinfect the exposed 

building/site (approved companies include: Aftermath Services 213-270-2439, 
Eco Bear Biohazard Cleaning Company 818-358-4359.) 

b. Director will monitor international and national health information sources for 
any updates on next pandemic waves 

c. Leadership to meet and review the policies and procedures for continuous 
improvement 

 
IDENTIFICATION, ALERTING, ISOLATION – Inpatient Procedures for Children 

1. Identification 
a. Any Westminster Child Center child, commonly known as Patient Under 

Investigation (PUI), during a pandemic, as designated by the CDC, who shows 
symptoms of disease of said epidemic which may include but not be limited to 
sneezing, coughing, and/or fever, shall be reported to the parent for immediate 
pick-up and adhering to Westminster Child Center Illness Policy.   The child will 
remain home for a minimum of 72 hours, per Community Care Licensing.  If 
symptoms dissipate, the child may return after the 72-hours.  If symptoms remain 
or increase, isolation for 14-days from the program is the standard protocol, and 
then a negative COVID-19 is required for re-admittance unto the campus and 
return into the classrooms. 

2. Alerting 
a. In instances of a pandemic, as designated by the CDC, any student who is 

diagnosed with/tests positive for the disease of said epidemic, shall follow public 
health authority guidelines 

b. If said student is hospitalized, Westminster Child Center is requesting the parent 
to notify Westminster Child Center as follows: 

i. Immediately notify the Director, Saira Altamirano at (323) 256-8086 and 
westminsterdirector@yahoo.com.  

c. All Westminster Child Center staff members located at the exposed site, and those 
who had been in contact with the exposed individual, will be asked to self-
quarantine for 14 days and will be paid as follows: 

i. Those who are ill will use their paid sick time off 
ii. Those who are able to work remotely will use regular pay 
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d. Director is responsible for contacting agency constituents and contractors to 
inform them of the self-quarantine. 

e. Director will be responsible for contacting the appropriate public health 
authorities for further instruction 

4. Recovery 
a. Director will contact a Biohazard Cleaning Company to disinfect the exposed 

building/site (approved companies include: Aftermath Services 213-270-2439, 
Eco Bear Biohazard Cleaning Company 818-358-4359.) 

b. Director will monitor international and national health information sources for 
any updates on next pandemic waves 

c. Leadership to meet and review the policies and procedures for continuous 
improvement 

 
COVID-19 Re-Structured Staff Daily Operations – To be applied to the 2020-21 school year 
and/or until Pandemic is lifted and Westminster Child Center receives clearance from 
         Community Care Licensing, CDC, and LA Health Department. 
 
Preschool Office 

• Staff members may continue to use the office space for restroom, checking mailboxes, 
office needs, and/or consulting or managerial.   However, no more than 2 people may be 
in the office space. 

• The Preschool Office consists of Carol Hoechst, Office Assistant, Robin Ribeiro, 
Business Manager, and Saira Altamirano, Director.  Due to COVID-19 the hours of Saira 
will fluctuate, and therefore email is the best form of communication.  For all business 
matters with the Director, time off request, and call/text/email to schedule a meeting. 

1. Saira Altamirano, Director at westminsterdirector@yahoo.com 
 

Staff Member Arrival/Departure/Breaks 
Upon arrival, each staff member must check-in at the Health Screening Station (HSS) for a 
temperature and health screening.  
Please note, there may be a line at the station, so allow for extra time in your new arrival 
procedure.  It will not be approved if you are late due to the long line at the Health Screening 
Station.  All staff members should plan ahead and plan for extra time in the new arrival 
procedures. Staff members do not have precedence over the families in line, the service at HSS 
will be first come, first served basis.  If a staff member is cleared, then as required, each staff 
member must sign-in on a tablet to begin the day.    
After passing a successful Health Screening, each staff member must immediately go to their 
designated work area. All employees must thoroughly wash their hands (this may be done inside 
the classroom restroom, or other hand-washing sink). 
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Prior to taking a lunch break, each staff member must check-in at the Health Screening Station 
(HSS) for a temperature and health check.  If there is a normal temperature and health screening 
check, the staff member will go to lunch.    This same procedure applies to when a staff 
member signs out and departs from the Westminster Child Center campus.   

• Staff Space in Director’s Office---The shared space is included into the daily cleaning 
and sanitization, including the biochemical treatment by the fogger machine.     Please 
limit the amount of staff to 2 at a time.  After every use in the lounge, the staff members 
are to adhere to COVID regulations and use the Clorox wipes and/or bleach sanitization 
solution on hard surfaces. 

Outside Play Time 

• Each classroom will have designated outdoor play at Westminster Child Center’s Bike 
Area, and The Swing/Slide Area.   The schedule is very specific to include a “transitional 
cleaning period” in between each group.  The classrooms will not mingle and/or interact 
with other classrooms.   

• There are to be no parents, family members, pets, on The Bike Area and The Swing/Slide 
Area. Parents will wait at the gates to either drop off or pick up their child. 

• Most rooms will eat lunches outside daily; weather permitting.    
• Classrooms may add more outdoor play or exploration in their daily or weekly schedules.  

Teachers may do a lawn game, nature walk, seek and find adventure, or other.  The 
policies for “sunscreen” remain the same, refer to Parent Handbook (medical forms must 
be submitted for sunscreen to be applied for both. 

Classrooms 

• Each classroom will be viewed as an individual classroom, whereas no family members, 
parents, or other staff members may enter the classrooms at their leisure for any reason, 
unless there is an Emergency situation.   

• To ensure Westminster Child Center adheres to safety and health precautions, the only 
people to enter a classroom are the 2 designated teachers and enrolled 10-12 children.  

Shared Storage Spaces 

• The Westminster Child Center shared spaces include the Room 4 Closet and 2nd floor 
storage room in the Eagle Rock Presbyterian Church.  There is open access for the 
storage space; if a staff member needs a key, refer to Carol, Robin, or Saira. 

 

Kitchen Safety Plan  
The Kitchen will be overseen and managed by WCC Staff.  They will be preparing and 
packaging individual snacks, and then delivering to each classroom.  The snacks will not be 
“family style”, as a child will not be self-serving or touching other children’s snack items.   

 
 


