
Unified School District #459 

Bucklin Schools 
 

 

Extended School Closure Manual 
 

 

 
By Executive Order of Kansas Governor Laura Kelly 

March 17, 2020 

 

“All K-12 school buildings or facilities – whether public or private-used for student 

instruction are to close and cease in-person instruction until May 29, 2020…” 

 

 

 

In response to the coronavirus pandemic, known as COVID-19, USD #459 has developed a 

comprehensive manual addressing building protocol and procedures, academic programming, and 

food service. This manual will provide basic guidance as we work each day to address the needs of 

all our students, staff, parents, and patrons. 
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Protocol and Procedures 

 Entering the Building 

 Playground and Athletic Facilities 

 Cleaning and Hygiene 

 Staff with Children 

 Staff with Underlying Health Conditions 

 Continuous Learning 
o Guidance from KSDE 
o Staff Professional Development 
o Delivery Options 
o Internet Access 
o Devices 
o Continuous Learning Plans 

 High School 
 Junior High 
 Elementary 

o Special Education Services 
o Delivery of Materials 

 Programs 
o Google Classroom 
o Google Hangouts 
o Zoom 
o Seesaw 
o Istation 

 Food Service 
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ENTERING THE BUILDING 

 All staff, students, and visitors must enter through the main building. 

 All staff, students, and visitors must complete the USD #459 questionnaire. 

 

USD #459 QUESTIONNAIRE 

1. Has there been any travel within the last 14 days in a state or country identified as a hot spot 

for COVID-19? 

2. Has there been any exposure to an individual diagnosed with COVID-19? 

3. Is there anyone at home/family showing signs of illness including: 

a. Fever greater than 100 degrees 

b. Cough; and/or 

c. Shortness of breath 

 

If the answer is yes to any of the questions, the person should not proceed into the building. They 

should be directed to see their local medical provider, and return no earlier than at least 14 days. 

This guidance is provided by the Kansas Department of Health and Environment: 

http://www.kdheks.gov/coronavorus/index.htm 

 

PLAYGROUND AND ATHLETIC FACILITIES 

 As ordered by KSDE, schools should close playgrounds and all access to athletic facilities for 

extracurricular activities. (i.e. shoot arounds, open gyms, etc.) 

 All USD #459 activities are cancelled (i.e. sports practices, competitions, dances, banquets, 

concerts, and graduation.) 

 

CLEANING AND HYGIENE 

As a reminder, this school closure is in response to the current public health crisis. The focus should 

remain on preventing the spread of the coronavirus. Please be mindful of the following: 

 Wash your hands frequently with soap and water for at least 20 seconds. 

 Cover your nose and mouth when coughing and sneezing (cough/sneeze into your sleeve or 

tissue). 

 Please keep sick children at home. 

 Avoid close contact with anyone with cold or flu-like symptoms.  

 

Follow additional guidance from these sources: 

 National Center for Disease Control (CDC) https://www.cdc.gov/ 

 Kansas Department of Health & Environment (KDHE) http://www.kdheks.gov/ 

 

 

 

http://www.kdheks.gov/coronavorus/index.htm
https://www.cdc.gov/
http://www.kdheks.gov/
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STAFF WITH CHILDREN 

 Staff without childcare may bring children as long as they stay with the parent and do not 

interact with other children and adults. 

 Options for allowing staff to work remotely will be provided, with specific requirements. 

 Regularly scheduled staff checks-ins will be required (virtually and/or on-site). 

 

STAFF WITH UNDERLYING HEALTH CONDITIONS 

 Staff who may be at-risk will be provided the opportunity to work remotely when possible. 

Other options may be available to work on-site if the employee so chooses. All employees 

will be held harmless from loss of wages due to inability to work because of health concerns. 

See Department of Labor website for additional information. https://www.dol.gov/ 

 

KSDE CONTINUOUS LEARNING TASK FORCE GUIDANCE  

 

The Kansas State Department of Education created a task force to help provide a framework to 

Kansas educators in order to meet the needs of supporting learning outside of the classroom. The 

following common themes have emerged: 

 Focus on essential learning for students: “Less is More” 

 Be flexible and ready to adapt when the needs arise 

 Emphasize relationships in this new learning environment 

 Support local decision making to honor local needs 

 Encourage use of materials, resources, and platforms that are already in use 

 Instructional models may be a blending of non-technology, face-to-face, and virtual 

platforms 

 Establish a consistent and agreed upon framework of expectations, communication models 

and practices that all stakeholders share 

 Supporting and training for all staff will occur prior to implementation of the school’s 

program and throughout the duration of the remaining school year 

 Extend grace to all in these unique and trying times 

 

 

 

 

 

 

 

 

 

 

https://www.dol.gov/
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General Recommendations for Consistency  

(Continuous Learning Guide, pg. 26) 

 Identify essential outcomes/needs/competencies in content areas at a district level 

 Cross-curricular planning to assist in the students’ ability to manage work and new 

responsibilities at home 

 Create projects/choice boards that give students and families flexibility to complete the 

work and tap interest/motivation 

  Common platforms (suggested or already in use) across a district to alleviate any confusion 

for parent/students whether students are completing work online or traditionally 

 All districts, buildings, and grade levels need to include non-technology based options 

 Single-delivery method consistency in expectations, timelines, and communication from the 

district to teachers, parents, and students. 

 Consider ways to focus on relationships and connections, not just content 

 

General Recommendations for All Populations 

(Continuous Learning Guide, pg. 29) 

 Establish office hours: Teacher availability/check-ins 

 Use common platforms (suggested or already in use) across a district to alleviate any 

confusion for parents and students 

 Determine whether students are completing work online or traditionally 

 Keep variables in mind when you plan your lessons considering students may have: 

o Multiple classes 

o Other responsibilities 

o Personal or family illness 

o Limited access to devices and internet 

 

STAFF PROFESSIONAL DEVELOPMENT 

The week of March 23-27 will be dedicated to training, planning, and preparing for delivery of 

instruction to students in a non-traditional format. 

 

Professional learning opportunities will be provided to staff over different learning platforms, such 

as: Google Classroom, Google Hangout, Zoom, Seesaw, etc. Training will provided by staff who 

possess the expertise on each platform. 

 

March 23 – 27: Learn-Practice-Plan-Prepare-Implement 
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CONTINUOUS LEARNING – DELIVERY OPTIONS 

 

The Continuous Learning framework outlines three basic options for delivery for school districts to 

consider during this time. 

 Learning Packets of educational resources provided to students and families. 

 Virtual/Online Learning is a learning experience that is enhanced through utilizing 

computers and/or the internet or both outside and inside the school. Instruction is provided 

by a teacher, but the teacher is not physically present with the student. Instead, the teacher 

interacts with the student via the internet, through such media as video, online forums, 

emails, Google Classroom, Google Hangout, Zoom, etc. 

 In-Person Instruction on campus, as long as that in person learning experience complies 

with national guidelines to prevent the spread of COVID-19 (as of 3/19, no more than 10 

people in a confined space, practice social distancing – 6 feet apart) THIS IS ONLY AN 

OPTION, NOT A REQUIREMENT. There are larger districts where this option simply won’t 

work.  

 

USD #459 may consider limited interaction at a later time with restrictions. This option will 

NOT be considered prior to April 6th, 2020 and will be evaluated on a weekly basis thereafter. 

 

INTERNET ACCESS 

USD #459 and United Wireless have been working together to provide all students equal access to 

the internet at no cost through the month of May. 

 

DEVICES 

Every household was contacted and asked if a device was available for usage. Students who do not 

have access to a device will be provided with a Chromebook from USD #459. 

 If a household contains three or fewer students, one device will be provided. 

 If a household contains four or more students, two devices will be provided. 
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BUCKLIN JUNIOR-SENIOR HIGH SCHOOL: CONTINUOUS LEARNING PLAN 

GRADES 6-12 

 

 All teachers will use Google Classroom as the main learning platform for 

 students in grades 6-12. 

 

 Meeting Platforms: Google Hangout and Zoom 

 

 Students need to check email and Google Classroom daily for assignments from teachers. 
Instruction may include a face-to-face Zoom lecture (that is recorded for those who miss), 
followed by a lesson in Google classroom. 
 

o Your child or children are NOT required to be online all day from 8 a.m. - 
3:30 p.m. The teacher will assign a block of assignments at the beginning of 
the week and will also give a due date for those assignments. 

o The students can then work on them at their own pace. They do NOT need to 
be online all day long, or if you have multiple children, they will NOT all have 
to be online at the same time.  

o Supplemental materials and websites (such as vocabulary.com, 
khanacademy.com, ThinkCentral, etc.) may be used. If so, teachers will 
provide login requirements as needed. 

 

 Attendance: Attendance will be taken per each teacher’s guidelines. In order to be counted 
as present, you must log on and complete the assignments in Google Classroom. 

 

 Due dates: All assignments and activities should have due dates and timeframes. Teachers 
will outline due dates with each lesson. 
 

 Grades: Grades will be updated weekly (possibly more frequently as assignments are 
completed) The district grading scale as outlined in the USD #459 Student Handbook will 
be followed. 
 

 Any issues with student virtual attendance, behavior online, or academics will be reported 
to the Principal immediately. 
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Office Hours: 

Office Hours will consist of a time for students to ask their teachers questions or receive help on a 

one-to-one basis.  

 Teachers will answer questions anytime if you were to email them, it's just during their 
office hours they will be answered faster. This does NOT mean the students need to be 
online at the same time as their teacher's office hours.  

 Teachers may also send out invites for video meeting with students, but the dates and time 
will be decided between teachers and students.  

 
Office Hours – High School: 

 Mr. Bevan: 9am – 10am, Monday and Wednesday 

 Mrs. Birney: 10am- 11am, Tuesday and Thursday 

 Mrs. Commerford: 11am – 12pm, Monday and Thursday 

 Mrs. De La Torre: 1pm – 3pm, Monday and Wednesday 

 Mrs. Fleener: 12pm – 1pm, Monday and Wednesday 

 Mr. Martin: 10am – 12pm, Tuesday and Thursday (via email or text) 

 Mrs. McDonald: 9am – 11am, Tuesday and Thursday 

 Mr. Powell: 1pm – 3pm, Tuesday and Thursday (via email) 

 Mr. Starkey: 8am – 12pm, Monday and Wednesday (via email) 

 Mr. Thompson: 11am – 12pm, Tuesday and Friday 

 

Office Hours – Junior High: 

 Ms. Downing: 1pm – 3pm, Monday and Wednesday 

 Mrs. Ellis: 9am – 10am, Tuesday and Thursday 

 Mrs. Liggett/Mrs. White: 10am – 11am, Tuesday and Thursday 

 Mr. Scott: 2pm – 3pm, Tuesday and Thursday 

 Ms. Schneweis: 9am – 10am, Monday and Wednesday 

 Mr. Thompson: 10am – 11am, Tuesday and Friday 

 

Counseling: 

 Mrs. Davis will be available for individual counseling at 1pm – 2:30pm via Zoom on 
Mondays and Wednesdays. Please schedule appointments through email 
(edavis@usd459.org) 

mailto:edavis@usd459.org


USD #459 Extended School Closure Manual 
Page 9 of 13 

 

SKICAN Protocol for ITV Classes: 
 Classes will continue to be recorded for students who have been taking them that way. 

 Teachers should have abbreviated classes of no more than 20 minutes a day. 

 Schools sending classes should remain on the same time schedule as has been used to 

allow students to continue to take them live at the same time as previously. 

 Students will be allowed to log on with their personal electronic device. TJ along with the 

teachers will make these logins available to students. 

 Teachers with very large classes or with 4 or more sights can choose to break the class into 

2 - 20 minute segments during a period, so there are not too many students logged in at once. 

The teachers will let schools know which schools will be expected during a 20 minute time 

slot. 

 Spanish will continue during scheduled time with abbreviated sessions of 20 minutes. 

 Grading will continue based on limited expectations of the amount of work required. 
Assignments should be abbreviated as well. Teachers who decide to teach from home will 
have to contact TJ about getting the software to run Bluejeans on their personal computer. 

 College Dual Credit classes will be expected to follow the guidance and requirements of the 
Jr. College to complete the year. 
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BUCKLIN ELEMENTARY: CONTINUOUS LEARNING PLAN 

GRADES PK-5 

 

 All teachers will use Google Classroom and/or Learning Packets as the main learning 

platform for students in grades PK-5. 

 

 Meeting Platforms: Zoom 

 

 Each teacher has contacted their students and parents via email, text, classroom Facebook 
groups, or face-to-face delivery instructing them of assignments and their method of 
delivery. 
 

o Instruction may be provided by Zoom meetings and pre-recorded lessons.  

o Assignments will be listed and available on Google Classroom. 

o Learning Packets will be/have been sent home for completion.  

 

 Supplemental websites (such as iStation) may be used. If so, teachers will provide login 
requirements. 
 

 Your child or children are NOT required to be online all day from 8 a.m. - 3:30 p.m. 
 

 Students can then work on them at their own pace. They do NOT need to be online all 
day long, or if you have multiple children, they will NOT all have to be online at the 
same time.  

o Supplemental materials and websites (such as iStation) may be used. If so, 
teachers will provide login requirements as needed. 
 

 Due dates: All assignments and activities should have due dates and timeframes. Teachers 
will outline due dates with each lesson. 
 

 Grades: Grades will be updated weekly (possibly more frequently as assignments are 
completed) The district grading scale as outlined in the USD #459 Student Handbook will be 
followed. 
 

 Any issues with student virtual attendance, behavior online, or academics will be reported 
to the Principal immediately. 
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Office Hours - Elementary: 

 Mrs. Cook: 8am – 10am Groups, 9am – 9:55am by assignment 

 Mrs. Evans: Flexible throughout day, please contact by email. Will have a live meeting twice 

a week. 

 Mrs. Cossell: Flexible throughout day, please contact by email. 

 Mrs. Darcy: 9am-12pm, Tuesday and Thursday. Class Meetings at 9am on Mondays 

 Mrs. Hokanson: 11am – 2pm each day, by appointment. 11am M/W/F via Zoom 

 Mrs. Mundt: 9am – 11am Tuesday and Thursday. Class Meetings at 10am on Mondays 

 Mrs. Seacat: 10am-11am, Monday and Wednesday via email.  

o 1st – 3rd Grade Bucket Drums: 10am, Tuesday 

o 4th – 5th Grade Bucket Drums: 10am, Thursday 

 Mrs. Vigness: 8:30am – 12:00pm, week days 

 
Counseling: 

 Mrs. Davis will be available for individual counseling at 1pm – 2:30pm via Zoom on Mondays 
and Wednesdays. Please schedule appointments through email (edavis@usd459.org) 

 

SPECIAL EDUCATION 

KSDE’s Special Education and Title Services Team has put out guidance to special education 

directors and it is posted on the Special Education Services page of the KSDE website 

(https://www.ksde.org/Agency/Division-of-Learning-Services/Special-Education-and-Title-

Services/Special-Education).  

 

USD #459 Special Education teachers have contacted the parents of the students and developed a 

plan to serve additional needs. 

 

DELIVERY OF MATERIALS 

Packets will be delivered to households on an individual basis by the classroom teacher or USD 

#459 staff member. 

 

 

mailto:edavis@usd459.org
https://www.ksde.org/Agency/Division-of-Learning-Services/Special-Education-and-Title-Services/Special-Education
https://www.ksde.org/Agency/Division-of-Learning-Services/Special-Education-and-Title-Services/Special-Education
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PROGRAMS 

Google Classroom is a free web service, developed by Google for schools, that aims to simplify 

creating, distributing, and grading assignments in a paperless way. The primary purpose of Google 

Classroom is to streamline the process of sharing files between teachers and students. Google 

Classroom combines Google Drive for assignment creation and distribution, Google Docs, Sheets 

and Slides for writing, Gmail for communication, and Google Calendar for scheduling. Students can 

be invited to join a class through a private code, or automatically imported from a school domain. 

Each class creates a separate folder in the respective user's Drive, where the student can submit 

work to be graded by a teacher. Teachers can monitor the progress for each student, and after being 

graded, teachers can return work along with comments.  

 

Google Classroom Tutorial: https://youtu.be/M6L-nZGIUTE 

 

Google Hangouts is a unified communications service that allows members to initiate and 

participate in text, voice or video chats, either one-on-one or in a group. Hangouts are built into 

Google+ and Gmail.  

Google Hangout Tutorial: https://youtu.be/DPZb3D0500I 

Google Meet Tutorial: https://youtu.be/EHXBgYoSV3A 

 

Zoom is a video conferencing software that allows individuals to meet and work together 

productively "face-to-face" when meeting in-person isn't possible. This makes meeting remotely 

much more human, which essential in order to help users feel and stay connected. 

Zoom Tutorial: https://youtu.be/-2pq4I1urXA 

 

 

 

 

 

 

 

https://youtu.be/M6L-nZGIUTE
https://youtu.be/DPZb3D0500I
https://youtu.be/EHXBgYoSV3A
https://youtu.be/-2pq4I1urXA
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FOOD SERVICE 

The Kansas State Department of Education has received approval of two waivers from the USDA 

Food and Nutrition Service (FNS). Specifically, they have waived the requirements to serve meals in 

a congregate setting and to serve meals at a non-school site for COVID-19 related SSO meal service 

operations. (Continuous Learning Guidance, pg. 8) 

 Meal delivery started today with curb side delivery of meals in front of school from                            

8:30 – 10:00. 

 Student must be present to receive a meal. 

 Students may walk to school and pick up, without a parent. 

 Eligible is age 1-18. 

 Individual accounts will not be charged as costs are covered by a Federal program. 

 Delivery of meals outside of Bucklin city limits will begin March 30, 2020. 


