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OVERVIEW 

This COOP was drafted in response to the widespread community outbreak of the coronavirus disease 

(COVID-19), the illness caused by the severe acute respiratory syndrome coronavirus 2 (SARS-CoV-2). It 

is an effort within Continental Elementary School District 39 to ensure that essential functions continue 

to be performed, during a wide range of disruptions to routine operations, caused by the widespread 

community outbreak of an infectious disease. The documentation herein is reflective of and supports 

the district’s Emergency Operations Plan (EOP).  

This document was drafted with consideration to guidelines offered by the Centers for Disease Control 

and Prevention (CDC), Arizona Department of Education (ADE), and the Arizona Department of Health 

and Services (ADHS).  

With current resources and the additional $50,000 provided by the state, many guidelines 

recommended by the CDC, ADE, and ADHS, have been determined to be unenforceable in widespread 

application by the district. The district has made a reasonable attempt to solicit recommendations 

from our local community and has considered those recommendations when drafting this document. 

The district has drafted policy to mitigate the spread of COVID-19 while fulfilling the basic educational 

needs of our community. 

Recommendations have been thoughtfully considered. Though the District has applied 

recommendations to the greatest extent possible, the District simply can not reasonably comply with 

all state, and federal guidelines, without a significant increase in funding or placing an undue burden 

on our school community.  

This COOP is a living document and is subject to change at any time to fit the current needs of the school 

district.  

The COOP also includes continuity guidance for each district level department and district facility. As a 

document developed in close collaboration with the district EOP, the COOP uses a “multi-hazards” 

approach to program development and an integrated approach to continuity incident management. 

Continental Elementary School District is committed to maintaining and rapidly restoring essential 

services to students, faculty, and staff, in the event of an emergency or disaster. In the event of facility 

damage or if essential functions are disrupted, it is imperative that functions and services resume as 

quickly as possible. Support for resuming essential functions and services includes consideration for 

staffing, educational programs, student support, distance learning, alternate facilities, records, 

equipment/supplies, and vendors/contracts. 
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DEFINITIONS 

AAR: After Action Review 

ADE: Arizona Department of Education 

ADHS: Arizona Department of Health Services 

CDC: Centers for Disease Control and Prevention 

COOP: A Continuity of Operations Plan or COOP is an effort within a school district or charter 

organization to ensure that essential functions continue to be performed during a wide range of 

disruptions to routine operations, including localized infrastructure outages and natural, technological, 

or human-caused disasters. 

District Emergency Operations Team: Key personnel who are activated under this plan 

ELL: English Language Learner 

EOP: Emergency Operations Plan 

Essential Functions: A collection of services, provided by the district, to fulfill the basic educational 

needs of our local community. 

Face Covering: A cloth face covering is a material that covers the nose and mouth. It can be secured to 

the head with ties or straps or simply wrapped around the lower face. It can be made of a variety of 

materials, such as cotton, silk, or linen. A cloth face covering may be factory-made or sewn by hand or 

can be improvised from household items such as scarfs, T-shirts, sweatshirts, or towels. "Face covering" 

does not include any face covering that incorporates a one-way valve (typically a raised plastic cylinder 

about the size of a quarter on the front or side of the face covering) that is designed to facilitate easy 

exhaling. 

IEP: Individualized Educational Program 

PIO: Public Information Officer 

POC: Point of Contact 

PPE: Personal Protective Equipment: can include gloves, face masks, respirator, goggles, face shields or 

disposable gowns. 

Social Distancing: Maintaining a distance of at least six feet between individuals, and the minimization 

of close person to person contact to prevent the spread of an infectious disease.  

Walk only Areas: An area that is not provided transportation services based on the areas close proximity 

to the school.  

 

 

 

 

 

 

 

  

Continuity of Operations Plan (COOP) 5 



Continental Elementary School District #39 
Continuity of Operations Plan 

CAMPUS & DEPARTMENT CONTINUITY PROGRAMS 

Key personnel who are activated under this plan are collectively known as the District Emergency 

Operations Team. District Emergency Operations Team and continuity personnel, will establish an 

operational capability and perform essential functions within 12 hours from the time of the activation of 

the COOP, for up to a 30 day period or until normal operations can be resumed. 

District Directors and Campus Administrators are responsible for Department and Campus Continuity 

Programs including collaborating in the development of operating guidelines, and job aids to support 

essential functions, staff contact lists, coordinating continuity operations when activated, and 

completing training and testing as appropriate.  

Immediately following an incident, the District’s Incident Command Team will deploy and discuss 

response and recovery. Department and site-specific plans are developed to facilitate the continuity and 

recovery process for the following District departments: 

District Departments 

Administrative Office  

Assessments  

Athletics  

Communications/Public Relations  

Curriculum and Instruction 

Emergency Committee 

Facilities/Custodial  

Financial/Business Services  

Fine Arts 

Food Service/Child Nutrition 

Grant Management  

Homeless/Foster Care/Group Homes  

Human Resources 

Information Technology 

Legal/Risk Management 

Preschool Office 

Performing Arts 

School Nursing Services  

Special Education  

Student Services/Behavioral Health 

School Office  

Transportation/Distribution 
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ESSENTIAL FUNCTIONS 

A critical step in developing a COOP is identifying the district’s essential functions, their associated key 

personnel, and supporting critical systems/processes that must be sustained. Guidelines for select 

essential functions can be found in the Essential Function Annexes.  

While all functions are important, each activity may not be an essential function that must be 

continued in a disruption.  

Steps in identifying essential functions are:  
1. Identify departmental and campus functions.  

2. Determine essential functions - functions that have one or more of these attributes: 

a. Has direct, immediate effect in preventing loss of life, personal injury, or loss of 

property. 

b. Is essential for teaching and maintaining the educational environment. 

c. Provides vital support to essential function(s) of another department.  

d. Is required by law. 

e. Must be continued under all circumstances. 

f. Cannot suffer a significant interruption.  

3. Prioritize these essential functions and list them in the ADE Essential Function Tracker 

spreadsheet. 

4. Identify staff responsible for performing essential functions by job title. 

5. Identify the vital record and record location for each essential function. 

6. Determine the duration of time that a function or service can be interrupted before it must be 

restored to an acceptable level of operation.  

District operations and services not deemed essential may be suspended to focus personnel and 

resources on essential functions during large scale or long-term disruption incidents. 

IDENTIFICATION OF CONTINUITY PERSONNEL 

During an event requiring activation of the COOP, emergency employees and other special categories of 

employees will be activated by the Superintendent or designee to perform assigned response duties. 

One of these categories is continuity personnel, which can include Continuity Incident Command Team 

Members, workers responsible for Essential Function Continuity Operations, Curriculum Coordinators, 

and Support Staff. 

In order to support continuity of operations, individuals assigned to support these operations must be 

knowledgeable about their roles and responsibilities and have the proper access, equipment, and skills. 

The Essential Functions chart also identifies key continuity staffing needs. Contact information for each 

staff member filling these roles is critical and should be kept updated under separate cover for privacy 

purposes.  
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TRAINING, EXERCISES, AND ASSESSMENT 

Prior to students returning to campus, all staff will be trained on implementation of the protocols 

contained in the COOP. Training will include proper use of PPE and supplies; cleaning and disinfecting; 

and other measures. 

The District follows FEMA suggestions for training, and exercise to support the organization’s 

preparedness and validate the continuity capabilities, program, and ability to perform essential 

functions during an emergency. The training, exercising, and assessing of continuity capabilities are 

essential to demonstrating, and improving the district’s ability to execute the continuity program, plans, 

and procedures. 

1. Training familiarizes continuity personnel with their roles and responsibilities in support of the 

performance of essential functions during a continuity event.  

2. Exercises serve to assess, validate, or identify for subsequent correction, all components of 

continuity plans, policies, procedures, systems, and facilities used in response to a continuity 

event. Periodic exercises also ensure that equipment and procedures are kept in a constant 

state of readiness. 

3. Assessment allows the district and community partners to evaluate the efficacy of the COOP. 

The task of assessing should be delegated to a body of individuals consisting of district personnel 

as well as community partners and stakeholders. The findings of the assessment body should be 

shared with the Superintendent or COOP designee and used to adjust school policies when 

necessary.  

The District departments may perform training and exercise events on their essential functions. 

Suggested courses of actions for testing and evaluating are identified below: 

Continuity Training, Exercises, and Assessment Considerations 

Test and validate equipment to ensure internal and external interoperability and viability of 
communications systems. 

Test alert, notification, and activation procedures for all continuity personnel. 

Test primary and back-up infrastructure systems and services. 

Test capabilities to perform essential functions. 

Test capabilities for recovering vital records, critical information systems, services, and data. 

Test and exercise required physical security capabilities. 

Train continuity personnel on roles and responsibilities. 

Conduct continuity awareness briefings or orientation for the department. 

Train district/campus leadership on essential functions. 

Train site personnel on all reconstitution/reopen procedures. 

Allow opportunity for continuity personnel to demonstrate familiarity with continuity plans and 
procedures and demonstrate district/campus capability to continue essential functions. 

Conduct successor training for all department/school personnel who assume the authority and 
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responsibility of the department/school leadership if that leadership is incapacitated or becomes 
otherwise unavailable during a continuity situation. 

Train on the identification, protection, and ready availability of electronic and hardcopy documents, 
references, records, information systems, and data management software and equipment needed to 
support essential functions during a continuity situation for all staff involved in the management of 
vital records. 

Test capabilities for protecting classified and unclassified vital records and for providing access to them 
from the continuity facility. 

Train on delegation of authority for continuity, addressing how the department/campus will identify 
and conduct its essential functions during a disaster or in the aftermath of a catastrophic emergency. 

Conduct personnel briefings on continuity plans that involve using or relocating to continuity facilities, 
existing facilities, or virtual offices. 

Allow the opportunity to demonstrate back-up data and records required for supporting essential 
functions at continuity facilities are sufficient, complete, and current. 

 
Continental Elementary School District formerly documents all conducted continuity training and 
exercises, including the event date, type, and participants. Continuity training, exercise documentation, 
and debriefing documentation for the district is managed by the principal or designee.  

Further, the District conducts a comprehensive debriefing or assessment after each exercise, which 
allows participants to identify systemic weaknesses in plans and procedures and recommend revisions 
to the district/campus COOP. 

INITIALIZING CONTINUITY OF OPERATIONS PLANS 

It is important that all staff, especially individuals not identified as continuity personnel, stay informed, 

and accounted for during a continuity event. The District has established procedures for contacting and 

accounting for employees, including their operating status, in the event of an emergency. 

District employees are expected to remain in contact with their direct supervisor during any facility 

closure situation.  

The District will provide staff with guidance in order to continue essential functions during an 

emergency. The District may use any of the following methods to communicate with staff during a 

continuity event:  

1. Website 

2. E-mail or other digital communication 

3. Live employee briefings 

4. Telephonic contact (voice, text) 

5. Local television, radio or print media 

6. Other forms of communication as necessary 
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HUMAN RESOURCE CONSIDERATIONS  

The Emergency Paid Sick Leave Act (“EPSLA”), which was passed as part of the Families First Coronavirus 

Response Act (“FFCRA”), requires employers to provide up to two weeks of paid leave to employees who 

are unable to work or telework because of a qualifying COVID-19-related reason. 

The number of hours of leave an employee is entitled to receive is based on the employee’s regular 

work schedule. For example, a full-time employee will be able to receive 80 hours (two weeks) of EPSLA 

leave, whereas a part-time employee who works 20 hours a week will only be eligible to receive 40 

hours (two weeks) of EPSLA leave. 

Qualifying Reasons for Leave: 

Under the FFCRA, an employee qualifies for paid sick time if the employee is unable to work (or unable 

to telework) due to a need for leave because the employee: 

1. is subject to a Federal, State, or local quarantine or isolation order related to COVID-19; 

2. has been advised by a health care provider to self-quarantine related to COVID-19; 

3. is experiencing COVID-19 symptoms and is seeking a medical diagnosis; 

4. is caring for an individual subject to an order described in (1) or self-quarantine as described in (2); 

5. is caring for a child whose school or place of care is closed (or child care provider is unavailable) 

for reasons related to COVID-19; or 

6. is experiencing any other substantially-similar condition specified by the Secretary of Health and 

Human Services, in consultation with the Secretaries of Labor and Treasury. 

If an employee needs leave for reason (1), (2), or (3), the employee will be entitled to paid leave at 100% 

of his or her regular rate of pay. If an employee needs leave for reason (4), (5), or (6), the employee will 

only receive 2/3 of his or her regular rate of pay for leave taken under the EPSLA, provided that the 

prorated pay does not reduce the employee’s wage below minimum wage. 

If an employee has accrued personal, sick, or vacation leave available, the employee can use that leave 

to supplement the 2/3 wage so that the employee receives 100% of his or her regular rate of pay. 

EPSLA leave must be used before any accrued personal, sick, or vacation leave available. 

If an employee is out for any of the reasons mentioned and is able to telework, he/she does not 

qualify for EPSLA leave, but will continue to receive their regular pay because they would be able to 

work from home.  

For more information, please refer to: 

https://www.dol.gov/coronavirus 

https://www.dol.gov/agencies/whd/pandemic/ffcra-questions 
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CONCEPT OF OPERATIONS 

The Concept of Operations section explains how the district will implement its continuity plan, and 

specifically, how it will address each continuity element. The district’s continuity implementation 

process should include the following four phases: readiness and preparedness, activation, continuity 

operations, and reconstitution. 

1. Readiness and Preparedness Phase:  

Continental Elementary School District will participate in readiness and preparedness activities to ensure 

personnel can continue essential district functions during the outbreak of an infectious disease. 

Continental Elementary School District readiness activities are divided into two key areas:  

District Readiness and Preparedness: Continental Elementary School District Superintendent or 

designee is the lead entity for developing and maintaining overarching district disaster readiness and 

preparedness plans and training including (but not limited to): 

- Hazard Identification and Risk Assessment (HIRA) 

- District EOP 

- Coordinating emergency management training for personnel 

Campus Readiness and Preparedness: Continental Elementary School District personnel will prepare for 

a continuity event and plan in advance for what to do in an emergency.  

2. Activation Phase:  

To ensure the ability to attain operational capability at alternate facilities and with minimal disruption to 

operations, the Continental Elementary School District will execute activation plans as described in the 

following sections. 

a. Decision Process:  

The Continental Elementary School District COOP will be activated by the Superintendent, or designee, 

based on a hazard or an emergency directed at the district. 

The activation of the COOP is a situation-driven process that allows flexible and scalable responses to 

multi-hazard incidents that could disrupt operations with or without warning and during work or 

non-work hours. Activation of the COOP will not be required for all emergencies or disruptions, since 

other actions may be more appropriate.  

The decision to activate the Continental Elementary School District’s COOP and related actions will be 

tailored for the situation and based on projected or actual impact. There may or may not be advanced 

warning, depending on the hazard. To support the decision-making process regarding plan activation, 

key organization personnel may use the guided questions below. 

 

Continuity of Operations Plan (COOP) 11 



Continental Elementary School District #39 
Continuity of Operations Plan 

Guided Questions for Continuity Plan Activation 

 Business Hours Non-Business Hours 

Event with Warning 

- Is the hazard aimed at the facility or 
campus area? 

- Is the hazard aimed at 
district/campus personnel? 

- Are employees unsafe remaining in 
the facility and/or campus area? 

- Is the hazard aimed at the facility or 
campus area? 

- Is the hazard aimed at 
district/campus personnel? 

- Who should be notified of the 
hazard? 

- Is it safe for employees to come to 
work the next day? 

Event without 
Warning 

- Is the facility/campus affected? 
- Are personnel affected? Have 

personnel safely evacuated or are 
they sheltering-in-place? 

- What are the instructions from first 
responders? 

- How soon must the district be 
operational? 

- Is the facility/campus affected? 
- What are the instructions from first 

responders? 
- How soon must the district be 

operational? 

 

As the decision authority, the Continental Elementary School District Superintendent (or their designee) 

will be kept informed of the situation and will evaluate all available information relating to: 

- Direction and guidance from local/state/federal emergency authorities. 

- Incident status of campus. 

- The health and safety of personnel. 

- The ability to execute essential functions. 

- Changes in hazard advisories. 

- Intelligence reports. 

- The potential or actual effects on-campus power infrastructure, communications/information 

systems, office facilities, and other vital equipment. 

- The expected duration of the emergency situation. 

b. Alert and Notification Procedures 

The Continental Elementary School District maintains plans and procedures for communicating and 

coordinating activities with personnel before, during, and after a continuity event.  

Before an event, personnel in Continental Elementary School District will monitor potential hazard 

information, including (but not limited to): 

- Relevant social media and news outlets. 
- Weather reports. 
- Intelligence provided by local/state/federal public safety agencies. 
- On-campus emergency alarms and notification systems.  
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In the event, normal operations are interrupted or an incident appears to be imminent, Continental 

Elementary School District will communicate the campus’ operating status with all stakeholders per the 

provisions of the Continental Elementary School District  

c. Communications Plan 

Upon the decision to activate the COOP, Continental Elementary School District will notify all affected 

and interdependent campus entities with information regarding continuity activation status, operational 

and communications status, and the anticipated duration of relocation(s).  

d. Relocation Process 

Once the COOP is activated and personnel are notified, Continental Elementary School District will 

relocate critical personnel and essential functional functions to an alternate facility(s) if necessary. 

Continental Elementary School District critical personnel will deploy to a predetermined alternate 

facility(s) to perform the campus’ essential functions and other continuity/reconstitution-related tasks.  

3. Continuity Operations Phase 

Upon activation of the COOP, all Continental Elementary School District departments will continue to 

operate at their home operating facilities (if safely possible) until ordered to cease operations by the 

Superintendent’s Office through the heads of each department. At that time, affected departments’ 

essential functions will transfer to an alternate location, to include virtual settings. The Continental 

Elementary School District should ensure that the COOP can be operational within 12 hours of plan 

activation. 

First arriving department critical personnel at the alternate location will prepare the site for essential 

function operations. Upon arrival at the alternate location, critical personnel will: 

- Ensure infrastructure systems, such as lighting, power, water, sanitation (bathrooms), and 

climate control (if applicable) are functional. 

- Ensure communications and network connections are in place and functional. 

- Verify all department critical personnel are on-duty, or en-route, and are aware of the move to 

the alternate location. 

- The current supervisor on-site at the alternate location will be responsible for verifying 

department personnel accountability (critical and support), and ensuring they are 

updated on current communications (department radio channels and phone numbers), 

and department leadership (who is in charge of the department operations at that 

time). 

- Notify the Superintendent’s Office (through the department head) when said department has 

resumed essential functions at the alternate location. 

- If resumption of department essential functions will be delayed at the alternate 

location, notify the Superintendent’s Office immediately to give a status report and 

request additional resources as needed to restore department essential functionality. 
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A requirement of each department head is to account for all personnel under their authority. Each 

district department will outline a process of personnel accountability in their department continuity 

procedures. This process may include using call-down telephone trees, email, or text verification. The 

accountability process should also include what to do about department personnel who are 

unaccounted for. 

During continuity operations, the Continental Elementary School District may need to acquire necessary 

personnel, equipment, and supplies that are not already in place for continuity operations on an 

emergency basis and/or to sustain operations for up to 30 days or until normal operations can be 

resumed. The Superintendent’s Office maintains the authority for emergency procurement.  

4. Reconstitution Operations Phase 

Within 48 business hours after receiving approval from the appropriate emergency services, and health 

and safety authorities that the incident has ended and is unlikely to immediately reoccur, reconstitution 

will begin. The Continental Elementary School District will initiate a reconstitution plan, and begin to 

coordinate operations to salvage, restore, and recover the district’s primary operating functions and 

department home facilities. 

A district reconstitution coordinator will be designated for all phases of the district/campus 

reconstitution process, and each district/campus department will designate a reconstitution 

point-of-contact (POC) to work with the reconstitution coordinator and to coordinate and communicate 

developments regarding department reconstitution statuses. 

During continuity operations, the reconstitution coordinator should determine the status of the 

department/facility(s) affected by the event as soon as practical (once all essential district functions 

have been restored). Upon obtaining the status of the facility(s), the reconstitution coordinator will 

determine how much time is needed to repair the departments’ home operating facility and/or acquire 

a new facility. Should the Continental Elementary School District determine the need to repair the 

facility, the reconstitution coordinator or designee has the responsibility of supervising the repair 

process and should notify the District Superintendent of the status of repairs, including estimates of 

when the repairs will be completed. 

These reconstitution plans are viable regardless of the level of disruption that originally prompted the 

implementation of the COOP. Once the appropriate district authority has made this determination, one 

or a combination of the following options may be implemented, depending on the situation: 

- The affected department(s) continues to operate from its alternate location(s). 

- Reconstitute the affected department(s) home operating location(s) and begin an orderly return 

to said location(s). 

- Begin to establish a reconstituted affected department(s) in another facility or at another 

designated location. 
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a. Reconstitution Planning Levels 

Reconstitution planning levels have been created to focus on and support the reconstitution planning 

process. A description of the levels is provided in the table below: 

Reconstitution Level Description 

Level 1 

Operational Planning 

The primary operating facility has suffered no damage or has been minimally damaged. 

Planning for this level of disruption focuses on returning operations to the primary 

operating facilities, which includes restoring normal operations with personnel, records, 

and equipment at the primary operating facility once the incident or disruption has 

ended. This level generally would last less than 30 days. 

Level 2 

Short-Term Planning 

The primary operating facility has been moderately damaged. 

Planning for this level of disruption focuses on moving operations to a temporary 

operating facility, which includes restoring normal operations with personnel, records, 

and equipment at a temporary operating facility. This level generally would last from 

one-to-six months. 

Level 3 

Long-Term Planning 

The primary operating facility has been severely damaged or damaged beyond repair. 

Planning for this level of disruption focuses on moving operations to a new or temporary 

primary operating facility, which includes restoring normal operations with personnel, 

records, and equipment at a new or rebuilt operating facility. This level generally will last 

six months or longer. 

 

b. Returning to Full Operations 

Before relocating back to the primary operating facility or another facility, the local or district law 

enforcement agency, environmental and safety, and facility services will conduct appropriate security, 

safety, and health assessments to determine building and/or workspace suitability. In addition, district IT 

will verify that all systems, communications, and other required capabilities are available and 

operational and that the affected district department(s) is fully capable of accomplishing its normal 

functions and operations at the new or restored home operating facility. 

Upon a decision by the Superintendent’s Office or designee that the home operating facility of the 

affected department(s) can be re-occupied or that the department(s)will be re-established in a different 

facility: 

- The reconstitution coordinator and the head(s) of the affected department(s) will develop space 

allocation and facility requirements for their affected department(s). 

- The head(s) of the affected department(s) will notify their personnel that the emergency has 

passed, and will develop procedures, as necessary, for restructuring/reassigning their staff in 

support of the reconstitution process. 

Upon verification that the required capabilities are available and operational and that the affected 

department(s) is fully capable of accomplishing all normal functions and operations at the new or 
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restored facility, the head(s) of the affected department(s) will begin supervising a return of personnel, 

equipment, and documents to the department’s permanent operating facility. 

Designated departments will develop processes for receiving and processing employee claims during the 

continuity event, including personnel claims (such as workers’ compensation, compensation for injuries, 

overtime pay, etc.). 

Continental Elementary School District will conduct an After-Action Review (AAR) once back in full 

operating functionality. The Superintendent’s Office designee is responsible for initiating and completing 

the AAR, and all affected departments within Continental Elementary School District will have the 

opportunity to provide input to the report. The AAR will address the effectiveness of the continuity plans 

and procedures, identify areas for improvement, and then develop a Continental Elementary School 

District Continuity of Operations Improvement Plan as soon as possible after the reconstitution. 

BUDGETING AND ACQUISITION OF RESOURCES 

The District should consider budgeting for resources and capabilities essential to continuity operations.  

As part of the budget process, the District may utilize a risk management methodology to identify, 

prioritize, and justify the allocation of budgetary resources. The District integrates the continuity budget 

with its long-term strategic plan and links the budget directly to objectives and metrics set forth in that 

plan.  

For those contracts vital to the support of district/campus essential functions, the District may want to 

ensure contractor statements of work include the provision to provide staffing, services, and resources 

during emergency conditions.  

The District will keep thorough documentation of all expenses. The District must consider 

documentation of expenses that are in excess of normal operations. Specific documentation on forms 

provided by the State of Arizona and/or FEMA may be required to be eligible for reimbursement in a 

declared disaster.  
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CONTINUITY COMMUNICATION & KEY EXTERNAL CONTACTS 

At the district level, the public information officer (PIO) or designee will coordinate all messages to 

students, parents, staff, and the community regarding reopening, possible closure, and other 

COVID-19-related information. The PIO will ensure that each site has posters with messaging on 

hand-washing and covering of coughs and sneezes located throughout, along with posters at site 

entrances reminding individuals not to enter if sick. 

Prior to students returning to campus, parents will be sent a copy (or directed to review a copy on the 

district or school website) of the portions of these protocols that relate to students and visitors. As part 

of this process, the district will send communication to all parents that outlines the symptoms for which 

parents must screen each morning, as well as the expectation that students will not be sent to school or 

placed on the bus if they are exhibiting any symptoms. The district will require a signed 

acknowledgement from parents regarding these protocols.  

The school will identify a person to be the designated COVID-19 point of contact, which will be 

communicated to parents prior to the first day of school. This person will be responsible for answering 

parent questions regarding implementation of COVID-19 protocols. 

The District recognizes communication as a critical component of the successful management of an 

emergency and continuity of operations. The District has identified primary and alternate modes of 

communication in the district Multi-Hazard Emergency Operations Plan (EOP) and communication 

functional annex and will use those capabilities in support of internal and external communication for 

continuity of operations. The district will maintain a list of external contacts that must be notified if 

continuity activation is declared. 

The District has redundant critical communications systems. Further, the District maintains fully capable 

continuity communications that support district/campus needs during all hazards. All necessary and 

required district communications and IT capabilities should be operational within 12 hours of continuity 

activation. 

EMERGENCY ORDER OF SUCCESSION 

One of the fundamental principles of continuity planning is to maintain 

leadership in the event of an emergency by establishing an order of 

succession in the event the district, department, or campus leaders are 

not available during an emergency.  

Continuity succession is critical in the event leadership is debilitated or 

incapable of performing their legally authorized duties, roles, and 

responsibilities. The following predetermined Orders of Succession is 

designed to allow for an orderly, and predefined, transition of 

leadership within the district. Successors to the Superintendent may 

require Governing Board approval. Consult with your attorney for 

further guidance.  

ORDER OF SUCCESSION 

Superintendent 

⬇ 
Principal 

⬇ 
Director of Student Services  

⬇ 
Director of Technology Services 

⬇ 
Preschool Director 
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One of the fundamental principles of continuity planning is to maintain leadership in the event of an 

emergency by establishing an order of succession in the event the district, department, or campus 

leaders are not available during an emergency.  

Continuity succession is critical in the event leadership is debilitated or incapable of performing their 

legally authorized duties, roles, and responsibilities. The following predetermined Orders of Succession 

is designed to allow for an orderly, and predefined, transition of leadership within the district. 

Successors to the Superintendent may require Governing Board approval. Consult with your attorney for 

further guidance.  

 

VITAL DATA, INFORMATION SYSTEMS & ESSENTIAL RECORDS MANAGEMENT  

Planning for the resumption of vital information technology (IT) applications, data, hardware, 

communications (such as networking) and other IT infrastructure is an important part of the district’s 

comprehensive planning process. This component of the district’s plan is located in the District IT 

Disaster Recovery Plan and supporting documentation. The IT Disaster Recovery Plan, maintained under 

separate cover, includes Recovery Time Objectives, Recovery Point Objectives, and Technical Recovery 

Guidance for each IT system that supports district essential functions. It is the responsibility of IT to 

support the operational needs of the district departments, campuses, and essential functions. As such, 

the IT Disaster Recovery processes focus on supporting these needs rather than identifying limitations.  

Essential records refer to information systems and applications, electronic and hardcopy documents, 

references, and records, including sensitive data, needed to support essential functions during a 

continuity incident. These records include information needed to protect the legal and financial rights of 

the District and its staff. The District should incorporate its essential records retention/management 

program into the overall continuity program, plans, and procedures. Each department is responsible for 

ensuring that essential records necessary to continue operations are maintained and accessible. 

The back-up and off-site storage of vital data and essential records listed in the IT Disaster Recovery Plan 

and Records Management Retention Schedule are coordinated between the IT department and records 

management staff in conjunction with input by each district operation or support department. When 

needed, vital data and essential records can be retrieved from off-site storage for duplication and 

distribution.  

DELEGATION OF CONTROL AND DIRECTION 

The District is prepared to transfer all its essential functions and responsibilities to personnel at a 

different location should emergency events render leadership or staff unavailable to support the 

execution of the district’s essential functions. If the deployment of continuity personnel is not feasible 

due to the unavailability of personnel, consult with your attorney for further guidance. 
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Continuity of Operations Plan 
Appendix 

 

Revised July 2020 

 

The material found in the Continental Elementary School District’s Continuity of Operations Plan 

Appendix must be supplemental and adaptable.  Administration may utilize its continents to support the 

actions outlined in the COOP when reacting to the fluid nature of an outbreak of an infectious disease.   
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Procedures for COVID-19 Symptoms, Contact Tracing or a 
Positive Test 

  
If a person becomes sick with COVID-19 symptoms or reports a positive COVID-19 test, the 
procedures listed below should be followed: 
  
1.    Immediately report the situation to Human Resources ONLY. Confidentiality must be 
maintained to the greatest extent possible. 
  
2.    If an employee develops COVID-19 symptoms at work, separate the employee from all other 
students, staff, or visitors, then make arrangements to send the employee home in a safe 
manner. If the employee is able to self-transport, have the employee leave the site. If the 
employee is not able to safely self-transport, contact a family member, friend, or another 
method of transport to get the employee home or to a healthcare provider. If the employee 
appears to be in medical distress, call 911. 
  
3.    If a student develops COVID-19 symptoms at school, separate the student from all other 
students and staff, with the exception of one staff member to supervise the student. Have this 
staff member wear PPE or a cloth face covering and maintain a distance of at least 6 feet from 
the student at all times, unless there is an emergency. Immediately notify a parent or 
emergency contact to pick up the student, and call 911 if the student appears to be in medical 
distress. 
  
4.    Close off any areas that were exposed to the symptomatic employee or student for a 
prolonged period. Then contract third party cleaning service, or wait 24 hours before cleaning 
and disinfecting those areas. During that time, if feasible, open windows or outside doors to 
increase air circulation. After 24 hours, thoroughly clean and disinfect all surfaces in the area, 
per CDC guidelines. 
  
5.    Determine whether other employees or students may have been exposed to the 
symptomatic individual within 6 feet and for a prolonged period of time (typically longer than 
15 minutes). If so, notify those individuals (or, in the case of students, their parents) of the 
potential exposure. DO NOT disclose the name of the individual who has become sick. 
Notification should recommend that exposed individuals monitor their health closely, contact 
their health care provider if possible, and self-quarantine if any symptoms develop. 
  
6.    Employees or students who have developed COVID-19 symptoms or had a positive COVID-19 
test must follow the guidance outlined in ADHS Release from Isolation. 
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COOP Summary Info for School Year 2020-2021 
Revised July 2020 

Guiding Principles: 

This is a living document and is subject to update and change as needed. The following 

guiding principles will direct Continental School District as we strive to safely and 

responsibly reopen our school. 

● Continental School District will implement guidelines recommended by the CDC state and 
local authorities when at all possible. 

● Continental will implement policies with flexibility as the fluid state of the outbreak of 
COVID-19 requires a nimble response. 

● Continental will work closely with the Pima County Health Department and neighboring 
Pima County school districts to develop and implement a set of best practices to safely and 
responsibly reopen our school. 

● Continental will be transparent with all stakeholders that some level of risk will always be 
present when students and school district employees occupy school district facilities. 

● Continental will make a concerted effort to seek input from stakeholders, and include them 
in decision-making processes. 

● Continental recognizes the need for consistency in the continuity of operation while 
understanding that unique variables and extenuating circumstances will inevitably lead to 
inconsistencies and unanticipated consequences.  

● Continental has altered the start of school dates for students.  

Jul. 24th: Continental Elementary Digital Learning Response form is due 

Aug. 10th: First day for students (Distance Learning) 

TBD: First day for students (On-Site) 

Phased Return: 

Phase I: Continental will offer access to curriculum via distance digital learning while on-site 

instruction is prohibited by State mandate. IEP and ELL accommodations will be provided either 

digitally, or on-site unless otherwise prohibited by the State. 

Phase II: Continental will offer access to curriculum via two options: on-site instruction and 

distance digital learning during heavy mitigation attempts to prevent the spread of COVID-19. 

Phase III: Continental will offer access to curriculum via two options: on-site instruction and 

distance digital learning during light mitigation attempts to prevent the spread of COVID-19. 

Curriculum and Instruction: 

For the 2020-2021 school year, Continental will offer two learning opportunities. 
1. On-site In-Person Learning: in-person instruction for registered Continental students. 

Students who opt for in-person learning will use digital learning starting on Aug. 10th, 
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until they are able to return to on-site in-person learning per State mandate. Students 

will have the option of switching to the digital learning option at any time. 

2. Digital Learning: Off-site digital lessons will begin on August 10th, and will include all 

content area curriculum, pre-recorded lessons for anytime-anywhere learning, videos, 

and activities presented and monitored by Continental Staff offered to registered 

Continental students. Weekly deadlines will be consistent throughout the District. 

Students who opt for digital learning must remain on digital learning until the end of 

each quarter. 

 

Classrooms: 
● Any student who attends class in person will incur some level of risk. Continental will work 

with its staff and students to mitigate the spread of COVID-19 and other infectious diseases 

through training programs and policies regarding best practices for personal hygiene, 

sanitation, social distancing, and the use of face coverings and personal protective 

equipment (PPE). 

● Desks will be spaced 3-6 feet apart unless physically prohibited by large class sizes. 

● In Phase II, each cohort will remain in the same classroom throughout the school day unless 
at recess, lunch, Music, Physical Education, or Library.  

● In Phase II, face coverings will be optional while a student is sitting at their desk provided 
there is ample space for social distancing. When a student leaves their desk for any reason, 
a face covering should be worn.  

● In Phase II, teachers will wear face shields and or face coverings when teaching further than 
6 feet from the nearest individual. When within 6 feet of another individual, all staff will 
wear face coverings. 

● In Phase III, face coverings will be optional unless otherwise mandated by State or local 
authorities. 

● Students will remain in their cohorts when they are transitioning, at recess, at lunch, or at 

any other special activity outside the classroom. 

● Large gatherings will be prohibited in Phase I and II. 

 

 

 

 

 

 

 

 

 

 

Continuity of Operations Plan (COOP) 22 



Continental Elementary School District #39 
Continuity of Operations Plan 

Transportation: 
● Preschool and open enrollment students will not be provided with school transportation 

unless otherwise required by law in an effort to reduce ridership. 

● All riders will be provided with hand sanitizer upon boarding school transportation. 

● Temperature checks will be administered upon boarding school transportation. 

● Students and staff will be required to wear face coverings. 

● Students will board the bus from back to front to minimize person to person contact. 

● Students will sit two to a seat unless they live in the same household. Students living in 

the same household may sit three to a seat.  

 

Nutrition and Food Services: 
● Breakfast and Lunch will be available for pickup for students who qualify for free and 

reduced lunch at predetermined locations in phase I. 

● Breakfast and Lunch will be available daily in phases II and III.  

● Students will eat with their cohorts or in a designated area during phase II. 

● Cohorts will go to lunch on a modified schedule that minimizes to encourage social 

distancing during phase II. 

● Seating areas will be added outside of the cafeteria to provide extra distance between 

cohorts in phases II and III. 

● Students will be encouraged to keep a water bottle with them to mitigate the spread of 

illness. 

 

Social Distancing: 
● Foot traffic on campus will be limited to students and essential personnel in phases I and II. 

● Parents will be asked to stay in their cars while dropping off and picking up students. 

● Volunteers will not be permitted in the classrooms without the approval of administration 

during Phases I and II. 

● Visitors, parents, and guardians will be allowed to be in the front office if wearing a face 

covering and following social distancing guidelines.  

● Lockers and cubbies will not be made available in phase II. Students will store personal 

belongings in backpacks. 

● Continental will develop a policy that does not discourage students and staff from staying 

home when sick. 

● Drinking fountains and nonessential communal spaces will be closed during phases I and II. 

 

Recess: 
● Students will have access to playground equipment and fields. 

● Playground equipment will be cleaned and sanitized regularly. 
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● Students will remain in cohorts for recess during phase II. 

● Cohorts will go to recess on a modified schedule to encourage social distancing during 

phase II.  

 

Other Safety Considerations: 
● Staff will follow guidelines set by the District for personal hygiene, cleaning, and sanitation.  

● Students and staff will be encouraged to wash their hands for 20 seconds regularly. 

● Signage will be posted providing information on best practices regarding personal hygiene, 

social distancing, and how to recognize signs and symptoms of COVID-19. 

● Shared supplies will be limited to the extent possible.  

● HVAC fans will remain in “continuous mode” to circulate air and promote ventilation.  
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Home Screening Decision Tree 

PLEASE USE THIS DECISION TREE TO SCREEN YOUR CHILDREN EVERY DAY, PRIOR TO 

SENDING THEM TO SCHOOL OR TO THE BUS STOP.  
 

HOME is the first point on the screening continuum. Families should self-report symptoms of illness, which could 

include fever, chills, shortness of breath etc. Self-reporting mechanisms could include calling the school, calling 

health-care providers, etc… 

 

Students will have the opportunity to make up work missed due to symptoms of COVID-19. The school 

will not give out attendance awards for the duration of the COVID-19 crisis. If an individual in the 

household has tested positive for COVID-19, all individuals should quarantine per COVID-19 symptoms, 

contact tracing or positive test protocol. 

 

Temperature 

Yes No Symptom 

  Fever of 100.4of or higher 

🛑  YES - Stay home until fever-free for 72 hours without the use of fever-reducing medications. 

Symptoms Part I 

Yes No Symptom 

  Chills 

  Shortness of breath or difficulty breathing 

  Muscle aches 

  Sore throat 

  Headache 

  Fatigue 

  Congestion or runny nose 

  Cough 

  New loss of taste or smell 

🛑  YES TO ONE - Stay home until symptoms resolve without the use of medication 

Symptoms Part II 

Yes No Symptom 

  Vomiting 

  Diarrhea 

🛑  YES TO ONE - Stay home until symptom resolves without the use of vomit or diarrhea reducing medication 
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School’s Decision Tree  
CDC School’s Decision Tree & ADE Roadmap for Reopening Schools 

The guidelines provided in this section are intended to assist administrators in making (re)opening decisions regarding K-12 

schools during the COVID-19 pandemic. It is important to check with state and local health officials, and other partners, to 

determine the most appropriate actions while adjusting to meet the unique needs and circumstances of the local community. It 

is also important to note that schools may still provide in-person instruction as determined by their local governing board. 

Implementation (of CDC guidance) should be guided by what is feasible, practical, acceptable, and tailored to the needs of 

each community. 

Should you consider reopening? 
Yes No Considerations 

  Will reopening be consistent with applicable state and local orders?  
Orders may come from the Governor’s Office, ADHS, or Local Health Department.  

  Is the school ready to protect children and employees at higher risk for severe illness?  

  Are you able to screen students and employees, upon arrival, for symptoms and history of exposure? 
Per CDC guidance, daily health checks/screenings are recommended when feasible and can include:  

● visual symptom checks, which may include temperature checks if temperature checks can be done safely. 
● verbal/written confirmation from a parent or guardian that student is symptom-free  

🛑  Any NO Response - Consider Not Opening Physical Buildings 

Are recommended health and safety actions in place? 
Yes No Considerations 

  Promote healthy hygiene practices e.g. hand washing and wearing a cloth face covering, as feasible 

  Intensify cleaning, disinfection, and ventilation 

  Encourage physical distancing through increased spacing, small groups, and limited mixing between 
groups, if feasible  

  Train all employees on health and safety protocols 

🛑  Any NO Response - Consider Meeting Safeguards First 

Is ongoing monitoring in place? 
Yes No Considerations 

  Develop and implement procedures to check daily for signs and symptoms of students and employees 
upon arrival, as feasible 

  Encourage anyone who is sick to stay home 

  Plan for if students or employees get sick 

  Regularly communicate and monitor developments with local authorities, employees, and families 
regarding cases, exposures, and updates to policies and procedures 

  Monitor student and employee absences and have flexible leave policies and practices 

  Be ready to consult with the local health authorities if there are cases in the facility or an increase in 
cases in the local area 

🛑  Any NO Response - Consider Meeting Safeguards First 
CDC recommends that schools wait to reopen physical buildings until all answers in the charts above are marked yes. Implementation 

(of CDC guidance) should be guided by what is feasible, practical, acceptable, and tailored to the needs of each community. 
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Resources 

 

 

For District: 
Roadmap for Reopening Schools - ADE 
Schools Decision Tree - CDC 

 

 

 

For Parents and Students: 
Cover your cough - CDC 

COVID-19 and children - CDC 

COVID-19 Symptoms Handout - CDC 

Handwashing Helping Hands Tip Sheet- ADHS 

Release from Isolation - ADHS 

Stop the Spread of Germs - ADHS 

Use of Cloth Face Coverings to Help Slow the Spread - CDC 

What to do if you are sick with COVID-19 - CDC 

 

 

 

Data: 
Arizona Data Dashboard - ADHS 

Cases, Data, and Surveillance - CDC 

COVID-19 Progress Report and Local Recommendations - PCHD 

Pima County COVID-19 Data Reports - Pima County 
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https://azdhs.gov/documents/licensing/childcare-facilities/providers/helping-hands/handwashing.pdf
https://www.azdhs.gov/documents/preparedness/epidemiology-disease-control/infectious-disease-epidemiology/novel-coronavirus/public-resources/release-from-isolation.pdf
https://www.azdhs.gov/documents/preparedness/epidemiology-disease-control/infectious-diseases-services/coronavirus/stop-the-spread-of-germs.pdf
https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/diy-cloth-face-coverings.html
https://www.cdc.gov/coronavirus/2019-ncov/if-you-are-sick/steps-when-sick.html?CDC_AA_refVal=https%3A%2F%2Fwww.cdc.gov%2Fcoronavirus%2F2019-ncov%2Fabout%2Fsteps-when-sick.html
https://www.azdhs.gov/preparedness/epidemiology-disease-control/infectious-disease-epidemiology/covid-19/dashboards/index.php
https://www.cdc.gov/coronavirus/2019-ncov/cases-updates/index.html
https://webcms.pima.gov/cms/One.aspx?portalId=169&pageId=568644
https://webcms.pima.gov/cms/One.aspx?portalId=169&pageId=578441

