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Our Lady of Mercy 
9222 Kentsdale Drive 
Potomac, MD 20854 
(301) 365-4477 

Reopening Plan 2021 
 
UPDATE August 22, 2021. This document reflects information made available by the Maryland 
Department of Health and the Maryland Department of Education to Child Care Facilities on 
August 13, 2021 as well as guidance from the Catholic Schools Office of the Archdiocese of 
Washington from August 20, 2021. During the school year, we will rely on information from 
these two sources as well general information for schools from the Center for Disease Control. 
We are fortunate to have a full-time nurse and a panel of doctors and parents who are available 
to review these policies, and help to update them as needed throughout the school year.  
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 1. OVERVIEW 
 
CURRENT PLAN: This following scenario, discussed in detail below, assumes that all students and 
faculty members are able to come into the building simultaneously and for five days a week, but all are 
distributed widely throughout the building. There are potential solutions outlined for students who would 
like to learn from home if they have a medical reason to do so, as documented by a pediatrician’s request 
for at-home learning. If an individual student is told to quarantine, because of exposure to Covid-19 
outside of school, he or she may distance learning for the quarantine period. Those learning plans will 
be handled on a case by case basis. 
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After having 159 in-person days in calendar year 2020 – 2021, we feel very confident about our ability 
to provide in-person instruction to alll of our students. We also have a proven track record of delivery 
high quality distance learning, which now will be available only to those students who have a medical 
reason to require this. Because the CDC has indicated that students who are properly masked do not 
need to quarantine if exposed to someone with Covid-19, it appears that if an individual student must 
quarantine because of testing positive for Covid-19, we will not have to ask other students in the class 
or school to quarantine. This greatly reduces the likelihood that we will have to close a class or the 
entire school.  
 
2. GOALS 

 
1. Established schedule, based on age-appropriate instructional blocks 
2. Requirements for direct instruction for teachers, all core and specialty classes taught 
3. Assessment and data driven instruction grounded in curriculum - enrichment and support 
4. Inclusive environment that recognizes and accommodates individual needs 
5. Defined school policies - attendance, grading, technology support 
6. Balance between homework skill practice, instructional time, application of skills through project-

based learning, and break 
7. Creative, expanded forms of parent/teacher communication and internal communication 
8. Safety for all Mercy community members (students, faculty, staff, parents, etc.) 
9. Promote the Catholic identity of the school. 

 
Due to the current COVID-19 environment, we remain committed to our original Mission of Excellence in 
Catholic Education through research, planning, and the implementation necessary to sustain this mission 
through a flexible strategic plan, with increased emphasis on individual needs caused by this unique 
learning environment. Our Lady of Mercy School, guided by the heritage of our Catholic faith, provides 
each student the opportunity to reach full potential of mind, body, and spirit. Through daily exposure to 
individualized instructional environments, technology and innovative teaching methods, Mercy students 
learn to think, question, collaborate, and lead in 21st century society.  
Be inspired. Be challenged. Be you.
 
3. CATHOLIC IDENTITY 
 
We are fortunate to be able to provide participation at Mass for all students. As of August 4th, we plan to 
have the entire school attend Mass every Wednesday at 8:30 am. We will return to daily Mass for one 
grade per day if distancing regulations require that. Students will also have access to the sacrament of 
reconciliation using the safety norms already established by the parish for this sacrament. A special effort 
will be made to include those students who require a virtual learning option because of a diagnosed 
medical condition, such as a compromised immune system. Mercy is fortunate to have two priests, Msgr. 
Charles Antonicelli, Pastor, and Fr. Joseph Cwik, Parochial Vicar, who are a daily presence in the school 
and who also teach in the religion program. Resources from the ADW on how to facilitate both instruction 
in the faith and service learning will be shared with both faculty and parents.  
 
Our Lady of Mercy, as a parish and as a school, has a long history of service in the tradition of the Sisters 
of Mercy devotion to the works of mercy. All faculty will discuss how to continue this tradition in new 
ways, including virtual outreach to those who are isolated in the community from the virus. COVID-19 
offers a special opportunity for everyone to reflect on the Paschal Mystery, and that Christ is always 
present with us even in times of uncertainty and suffering.  
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There will be opportunities for school-wide daily prayer, including having the older children lead prayer 
each morning.  
 
4. SOCIAL EMOTIONAL HEALTH 
 
Throughout this document, one will notice phased-in options. This is to give time for everyone in the 
school community to adjust to the many new requirements contained herein. Specific steps to support 
Social Emotional Learning (SEL) include: 
 

1. The principal writes regular informational letters to faculty and parents, to keep them abreast of 
important developments.  

2. The school counselor is available to assist in the development of student / family surveys for 
feedback on anxiety and stress levels surrounding the return to school. 

3. The school counselor will offer each faculty member a private Zoom call to discuss any concerns 
the member may want to share. 

4. A conscious focus on maintaining a gentle, positive approach will be used when sharing new 
information with everyone in the community. 

5. A review of the success of distance learning not only an academic perspective, but an anxiety 
perspective will be done by asking for faculty, parent and staff in-put. Appropriate changes for 
any required distance learning this year may occur following this feedback. 

6. New behaviors will be taught directly to students and presented in a positive way (“By washing 
our hands, we can keep ourselves and everyone else healthy”) rather than in a negative way 
(“We have to wash our hands so we don’t get sick!”) 
 

Administrative Policies 
 
School Calendar 
School will begin on September 7th.  We anticipate a return to many, if not all, of our typical activities. 
 
Items that will definitely return: 
 
 Band 
 After Care 
 Outdoor After School Activities 
 Field Trips to Outdoor Locations (Following Montgomery County Protocols for Bussing) 
 Assemblies – outside 
 In-person “Back-to-School” night.  
 Use of the school gym by one class at a time (after the completion of the renovation.) 
 Indoor after school activities that can accommodate separation of grades.  
 
Items under consideration:. 
 
 Parent visits to the school – we are very hopeful that we will be able to invite parents in to the 
 school while students are learning. This is not possible as of August 22nd. We will continue to 
 review  this option. However, we can have Back-to-School night in-person, as children will not be 
 present.  
 
Schedule 
Parents of children in grades PreK and K will have individual appointments to meet with their child’s 
teacher and see their child’s classroom during the first three days, and will begin in-person instruction 
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after that.  
 
 
We have worked out a very specific plan, based on our facility size, that allows us to insure 3 feet of 
social distancing in every room, and a room with ventilation for each teacher. We have purchased air 
filters for every teaching space and office, and these will remain in use.   
 
Teachers will also receive a schedule indicating suggested times for handwashing and hand sanitizer 
breaks, bathroom breaks, staggered recess breaks, and meals (snack and lunch). 
 
 
Staffing 
This will be dependent on the class size and schedule as indicated above and below. All faculties will be 
utilized and new homerooms assigned to allow for smaller groupings.  
 
Class Sizes 
Administration will determine the appropriate number of students per class based on ADW, CDC, and 
local jurisdiction guidelines. Administration will consider the number rooms available as well as the proper 
boy/girl ratio in each homeroom class. We anticipate returning to a maximum homeroom class size of 
25, ocassionally 26, which has been traditional at Mercy for many years. 
 
Sick Leave Policies 
Students: Our Lady of Mercy intends to allow distance learning for children who are home in quarantine 
(perhaps because a family member is ill with COVID-19). Priority will be given to those subjects and 
studies most recommended by teachers and parents, as well as those subjects and studies most likely to 
foster a connection to the class and to the teachers. We will be mindful of the guidance for the number 
of hours per day that students should be distance learning via a screen via the Archdiocesan Reopening 
Plan. 
 
All faculty will be made aware that they have 3 weeks of additional sick leave with pay that is designed 
specifically around Covid -19 requirements: 
 

1. If they become ill with Covid - 19. 
2. If they are told to quarantine because of Covid -19. 
3. If they are caring for a family member who has Covid - 19. 

 
Attendance Policies 
Students will adhere to Mercy handbook for all attendance and homework policies. School Administrators 
will keep track of student attendance through Rediker on days that students attend school in person. 
Teachers will note which students participate in any distance learning classes and report this to the school 
office for consideration and possible inclusion in Rediker. 
 
If a student who is learning from home is unable to attend an online class due to technology issues, a 
note from a parent or guardian is required.  
 
Social Emotional, Wellness and Nutrition Supports 
The School Counselor and School Nurse will support our students on a scheduled basis. 
 
 
All of the Mental Health Awareness and Practices provided by the ADW will be shared with teachers 
during professional development to ensure all teachers have resources to address the needs of their 
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classroom at the start of the school year. 
 
Peer Social Interactions 
Administration will continue to promote teacher use of interactive learning structures through 
professional development. For example, we can remind staff of examples (i.e. Paula Kluth’s PD session). 
 
Teachers will implement engaging activities and games to promote socialization, particularly in the first 
few weeks of school. Teachers will evaluate and be cognizant of the balance of boys/girls in each 
classroom. 
 
We are arranging for virtual connections between new students and buddies, so they will know a student 
at the start of school. We will also establish virtual connections with older students and younger buddies.  
 
An additional recess will be offered each day to every class grades PreK - 5 until such time as more 
typical after school activities, such as CYO, scouts, music groups, etc. can resume. Grades 6 - 8 will have 
an extended snack time.  
 
Movement Requirement in classes / PE  
When building the schedule, administration will consider the need to have students move and ensure 
teachers have time to build that into their schedule. This will also be discussed and covered in professional 
development. 
 
All lower school teachers will incorporate intentional movement breaks into every period of the school 
day.  
 
The type of activities and length of each movement choice will be based on the developmental needs of 
the class and the creativity of the students and faculty.  
 
Supplies and supply sharing 
Mercy will discourage the sharing of items that are difficult to clean or disinfect. We will ensure adequate 
supplies to minimize sharing. If items are shared, they will be cleaned frequently.  
 
Mercy will follow ADW directives regarding the sharing and use of supplies and materials.  
 
All teachers should expect to teach students routines and procedures for each class. 
 
All teachers should clear space in the classroom for individual items to live (i.e. cubbies). Resource and 
Academic Support students will travel with their every day pencil case and supplies. Lockers will not be 
utilized.  
 
Students will be required to bring a clear water bottle to school every day, which can be refilled at the 
filling station. Bottles of water for students who forget will be available.  
 
School Advisory Council 
All School Advisory Council meetings will continue on Zoom. 
 
Teacher Policies 
 
Teachers will need to be prepared to accommodate students learning from home. Only those students 
who have provided a written request from a pediatrician for this accommodation will be considered for 
at-home learning, or those students who have told to quarantine due to exposure to Covid-19 outside of 



 

6 

school.  Some methods include, but are not limited to, recorded lessons, live sessions, breakout groups 
for group work, etc. We will promote those platforms that were found to be very successful by elementary 
schools and middle schools around the country, such as Seesaw and Flipgrid. While no specific platform 
will be required at this time, faculty should understand that by working within a limited number of 
platforms we maximize the ability of siblings to help each other at home, for teachers to help each other 
learn new technology, and for support adults (parents and support adults) to be required to learn a 
limited number of platforms. We understand that teachers are at different levels with these skills and 
expect support to be offered in a positive way that encourages gentle growth.  
 
Offline/Online Balance 
It is very unlikely that we will need to have the entire school, or even a class, quarantine this year 
because of new CDC guidance. If we are asked to be fully online in a distance learning model, Mercy will 
comply with the recommendations provided by the national Board of Professional Teaching Standards. 
For elementary grades and PreK, students will be online for 1 - 2 hours each day. For middle school 
students, online learning will be for 2 - 3 hours each day. When one considers lunch time, recess, passing 
in the hallways, morning announcements, etc it becomes clear that 3 hours of instruction via on-line 
learning is quite significant. In addition, silent reading, research, workbook skill practice, test-taking, etc 
will all be part of distance learning and can be conducted off-line. 
 
Exceptions to the above will be considered. These may include: 
 

1) Academically gifted students. This would be analogous to a school offering an advanced math 
course before the start of the typical school school day, for enrichment. Only students who desire 
this challenge and whom the faculty and parents feel are ready for this challenge would be 
allowed to take such a course during normal school operations, and those standards would apply 
for distance learning as well. 

2) Students who struggle academically. It may be appropriate for a student who has an identified 
learning need to have accommodations to this plan. For example, a student who  is academically 
gifted in mathematics but who struggles in reading may have an adjusted individual schedule 
during distance learning. 

 
 
Faith Formation / Sacraments 
Administrators will ensure the schedule for religious formation classes does not conflict with the school 
schedule and that arrangements for cleaning any shared space are clear.  
 
Assessments (formative and summative) 
Mercy is delighted that Scantron Express assessments will be available to use.  We will create a schedule 
so as to have the initial testing completed by the date required.  
 
Administrators will provide resources and training via School Scoop and Staff Meetings.  
 
Baseline Data 
There will be a number of sources for our baseline data this fall.  
 
First, students will be assessed upon their return to school in math and ELA/reading using the 
Performance Series Express. This test provides a shorter, 25-question version of Scantron’s Performance 
Series computer-adaptive diagnostic assessment while still providing the same reports and measurement 
scores.  
 
Teachers will also consult the “End of Year Standards Summary” and list of standards covered completed 
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by the teacher of the previous grade. This will serve as a general guide and starting point for the whole 
class. Additionally, teachers will refer to last year’s narratives for insight into each individual’s success 
with online learning. 
 
Google Classroom usage 
Google Classroom will be assigned and used for submission of any professional development materials.  
 
Teachers are highly encouraged to continue to use Google Classroom for all assignments and all handouts 
to minimize contact with students and shared materials. We also recommend sorting assignments and 
materials by week in the “Classwork” section. 
 
Feedback - From students, families, teachers, and for students 
Mercy will administer surveys as directed by the ADW, particularly to families. For students, teachers will 
poll them on an as needed basis. Teachers will provide feedback weekly to the administrative team 
through a feedback survey. 
 
In addition, we are striving to be in-person as much as possible because we know that so much teacher 
feedback occurs from careful observation of students in the classroom setting.  
 
Administrators will provide templates and professional development around using “Glow/Grow” sheets 
for the students to reflect on teacher feedback after receiving it. 
 
Teachers will continue to engage with families by calling for feedback and releasing class specific 
questionnaires.  
 
Teachers are encouraged to collect feedback from all students by subject and share that feedback 
amongst the grade level team. 
 
Teachers are encouraged to provide students with feedback on their work in a timely manner, as is 
customary regardless of the grade, subject of setting.  
 
Teachers will incorporate assignments and create time for students to read teacher feedback and adjust 
their work, potentially as separate assignments.  
 
Teacher to Teacher communication / meetings 
The team captain meeting structure will be maintained. Teams will determine their meeting time and 
method to ensure all parties can attend. Zoom is encouraged but not required.  
 
Teachers will respond to families in a timely manner consistent with the Faculty Handbook. 
 
Teachers are encouraged to talk in teams about upcoming tests and major projects and students issues. 
All meeting minutes included issues or areas of concern will be logged and recorded in the Google Drive 
using Google Docs. 
 
Student Expectations 
Books/workbooks/ textbooks at home 
All textbooks and workbooks will remain in their decided location for the duration of the school year.  
 
Teachers will decide on a consistent plan to lessen movement of books from home to school.  
 
5. FAMILIES & MERCY COMMUNITY 
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Communication with Families 
The administrative team will develop a calendar for consistent communication at the start of school 
related to reopening and any new procedures.  
 
Homeroom teachers will communicate with families weekly throughout the school year, with an increase 
in communication in September. Non-homeroom teachers will communicate with families at their 
discretion. 
 
Regular Principal Coffee Chats will be offered throughout the school year via Zoom, and in-person as 
soon as parents are allowed on campus. (We may be able to offer at least one outdoor Principal Coffee 
in September.)  
 
Connecting with the Mercy Community 
Constant Contact and Zoom will be utilized for parent communication throughout the school year. The 
administrative team will develop a calendar for consistent communication at the start of school related 
to reopening and new procedures. It will also include topics for student reentry, transitions, guest 
speakers, and resources. 
 
The MPTO events will be restructured and new events will be planned. The ambassador program will be 
modified to leverage parent involvement.  
 
Required materials at home 
Teachers will preplan lessons and essential materials needed for the home environment. Teachers will 
go through the supply list and determine what needs to be at home and at school and communicate that 
to families before the first day of school. 
 
Conferences 
The administrators will build a calendar of conference times. This may be virtual or in-person, depending 
on the needs of the community. 
September - Back to School Night and 8th Grade High School Information Session 
October - Whole class addressing questions and common themes 
November - 1:1 Report Card Conferences 
 
The principal will also offer chats to parents, some by grade level and some on specific topics.  
 
 
 
After care 
 
After care will be available at the start of school.  
 
After care will follow all of the same protocols as the regular school day (social distancing, use of masks, 
personal hygiene, etc.). Student will be separated by 3 feet. Students will be separated by two groups: 
lower school and upper school. They will be required to stay within those groups and not interact with 
any students in the other group. While indoor, they may sit only with other students in their grade level. 
Protocols for distancing, handwashing, cleaning of surfaces, entrance to the building, sharing of materials 
(balls, ropes, etc.) will remain the same as those devised for the school day. After care staff will receive 
the same training and support in these protocols as the faculty and staff the work during the school day. 
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As with the school day, students who are unable to meet the After Care requirements for safety must 
anticipate a prompt response from the administration, with a parent conference after a repeated incident 
and the removal from the privilege of participating in After Care after the 3rd incident.  
 
6. TECHNOLOGY 
 
Zoom policies 
We will continue to use the upgraded Zoom package. 
 
We will continue to follow the ADW and Virtus guidelines on 1:1 Zoom policies with students, as well as 
the guidelines around locking a Zoom session and making classes private. 
 
Specific grade level expectations will be outlined by grade level teams. 
 
Use of Google Classroom 
The preferred learning platform for Mercy students at this time is Google Classroom.  
 
All teachers and students are required to follow the handbook policies around Google Classroom and 
other GSuite applications usage. 
 
Teachers will use various formats of teaching modalities to teach in Google Classroom. Teachers will be 
responsive to parent requests, and offer feedback to parents and students in a timely manner. 
 
All students and parents will be offered a refresher training on how to use Google Classroom features. 
Teachers will add parents to the Google Classroom as guardians to increase communication around 
various assignments. 
 
Permission structures for GSuites + Zoom and other applications 
The technology team and administrative team will revise the technology agreement to include 
applications frequently used during the distance learning experience this spring. All students will be 
notified of the permissions structure and technology agreement components.  
 
Acceptable Use policies and consequences 
The technology team and administrative team will revise the technology agreement to include 
applications frequently used during the distance learning experience this spring. Consequences for 
students will also be amended to follow the school’s detention policy. 
 
All teachers will share this technology agreement with students and families at the start of the school 
year. 
 
Chromebook loaner program 
All replacement costs of devices will be incurred by the families. No chromebook loaner program will be 
offered while in the building. All students in grades 2 - 8 will use a personal chromebook through Mercy’s 
1:1 program. 
 
The exchange of materials and return of chromebooks will follow ADW policies.  
 
Teachers will reinforce all cleaning procedures for shared devices. Teachers will be provided a schedule 
for suggested times for all students and faculty to clean personal devices. 
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Internet Expectations for Faculty 
We recommend uplink speed for internet connections for all faculty members. Teachers should use 
regular speed tests and signal boosters. Each faculty member is responsible for acquiring a stable internet 
connection for live instruction and all teaching responsibilities. 
 
7. OPERATIONS 
 
Procedure for daily entry: 
 
Parents will be reminded that they are the first screeners. They must keep children home who are ill, 
keep children in quarantine when directed to do so by a healthcare professional or the health department, 
and avoid giving children medications that will artificially lower their temperatures before school. This 
will be stressed. Parents will use an app to confirm that they have screened each of their children before 
bringing them to school.  
 
There will be four entry points.  A teacher or administrator will ask to see the confirmation on the parents’ 
phone that each child has been screened. Children in PreK 3 and PreK 4 must have their 
temperature taken upon arrival at school. This will occur outside of the school building, 
while the child is still in the car. This is a regulation of our child care license from the state 
of Maryland.  
 
 
A log will be kept per ADW directives and the new directives from Maryland.  
 
Once students are approved to enter the building, they will go to the Kennedy room if it is between 7:30 
am and 7:45 am, or directly to their homeroom classroom if it is after 7:45.  
 
All faculty and staff will follow similar protocols for their own arrival. They will wear face masks once 
exiting their vehicles.  
 
Sick Leave Reentry 
Sick students and staff should not return to the school until they have met CDC’s criteria to 
discontinue home isolation or specific guidance from the local health department. A staff member must 
provide a note from the doctor or share the results of a negative test before returning to work. 
 
Details regarding the documentation and requirements for ill children who do not have Covid-19 will also 
be clearly discussed with parents.  
 
Documentation of the individual presentation of the ill student or faculty member will begin at this point. 
This will coincide with the “Suspected Exposure to COVID-19 flow chart” and will be available for contact 
tracing should this become necessary.  
 
 
Guest Speakers & Visitors Policy 
“Essential visitors” are currently allowed in the building. These include: 
1. Applicants for open positions. 
2. Consultants 
3. Substitute teachers 
4. Members of the ADW 
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Unfortunately, parents will not be allowed in the building when school is in-session, unless there is an 
emergency.  
 
We will monitor this and make changes as soon as possible, as all members agree that it is very important 
that parents have access to the school. Teachers and Administrators will use all forms of technology to 
stay in touch with parents in lieu of in-person meetings.  
 
Delivery personnel will be instructed via the front door intercom to the correct entrance. Small items may 
be left on the front steps of the school for immediate retrieval by office or facilities staff.  
 
No materials or lunches can be dropped off after the school day begins. Extra lunches will be in the 
faculty room just in case students forget a meal.  
 
Field Trip policy 
 
Field trips to outdoor locations only may be scheduled.  This includes such places as an Outdoor Ed 
Center, the Zoo, a pumpkin patch, or a farm. Bussing will occur per Montomgery County Health 
Department advice.  
 
 
Dismissal Procedures 
At the end of the school day, students will exit the building through the same point that they entered 
the school. Students will walk towards their assigned number and wait for their car to arrive. 
 
Parents will arrive for carpool pick up with their family number clearly visible on the dashboard. Once 
cars are safely in place, family numbers will be announced and students will approach their cars. Parents 
will remain in the cars at all times. 
 
The PreK3 class has a separate dismissal time. They will exit from the same door that they enter from. 
Notations on the floor will indicate where parents can stand and wait for pick up. The PreK4 classes will 
follow a similar procedure, but they will be picked up by parents to the right of the Main Church, near 
the bell tower.  
 
Cleaning procedures and supplies 
Mercy has worked closely with the facilities staff to create a clear and thorough procedure and schedule 
for the school. 

- All maintenance and cleaning staff will receive the appropriate training to execute the  protocols 
necessary to maintain the school. A log of the training will be kept. 

- All supplies and equipment necessary to maintain a safe environment are being procured by the 
facilities team. 

- All windows will be left open to the extent possible under child safety laws to allow maximum 
airflow. 

- Regular scheduled cleaning has been developed for high touch areas throughout the school day 
including bathrooms, stair rails, desks, door handles, buttons, toilets, faucets, etc. 

- Materials, equipment, classroom & office supplies, including those used indoors and outdoors, 
will be frequently cleaned and sanitized throughout the day.  

- For early childhood, toys that have been in children’s mouths or soiled by bodily secretions must 
be immediately set aside. These toys must be cleaned and sanitized by a staff member wearing 
gloves, before being used by another child.  

- For all cleaning, sanitizing, and disinfecting products, Mercy will follow the manufacturer’s 
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instructions for concentration, application method, contact time, and drying time prior to use by 
a child.  

- All cleaning products will be in compliance with the suggestions provided by the ADW. These 
products will not be used near children, and adequate ventilation will be used when these 
products are in use.  

 
Personal Protective Equipment 
Mercy will provide face coverings and PPE for school personnel.  
 
All students, teachers, other employees at Mercy and any visitors MUST wear masks at all 
times. A teacher or child may wear a face shield over a mask, but they may not wear a face shield in 
place of a mask. All vaccinated and unvaccinated persons must wear masks inside the school. It has 
been determined that desk shields stop the airflow and therefore are not helpful or necessary.  
 
 
The guidelines for masks are as follows: 

- Masks must fit snugly to cover the nose bridge, mouth and chin 
- Wash hands before putting on mask and when removing mask  
- Only touch mask by its straps  
- Avoid touching the mask while it is being worn  
- Change mask if it becomes wet  
- Place mask in a container when not in use  
- Bring an extra mask to school in some situations and grades,  
-  

 
 
Bathroom policies 
Each grade level will have established bathroom times scheduled that will be overseen and monitored by 
the teachers. Students will only be allowed to use those bathrooms to which they are assigned, except 
in an emergency.  
 
Faculty too will be asked to use only the bathroom to which they are assigned except in an emergency.  
 
 
Spacing in classrooms 
Mercy has created a plan for each instructional space in order to practice social distancing in the 
classroom. We will continue to monitor spacing requirements mandated by local jurisdictions and health 
departments.  

● All spaces will ensure that students remain at least three feet apart while in their classroom and 
throughout the building. 

● Desks will not be clustered together and desks must face the same direction  
● Walking lanes will be established within each classroom to ensure that students maintain proper 

social distancing as they move throughout the classroom 
● Classrooms have been measured to accommodate desks, tables, and other furniture to meet the 

expected social distancing guidelines of 3 feet.  
● The use of study carrels or other shields/dividers created with material that is easily sanitized 

could be considered to assist with social distancing, especially for younger students, small group 
instruction, or intervention services or one-on-one instructions. 
 
It is important to note that while spacing is planned for 3 feet, there is a reality that children will 
of course occasionally trip, accidentally misjudge 3 feet, encounter another student unexpectedly 
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while turning a corner, etc. This is where mask wearing is so important. It is all important to note 
the American Academy of Pediatrics has deemed “3 feet” to be “acceptable” social distancing for 
children. While we have measured and planned for 3 feet, we acknowledge that occasionally 
students will be closer than 3 feet to one another.  

 
Recess and Rainy Day Policies 
The outdoor space (field and blacktop) will be divided to maximize the space for each class to use. There 
will be a minimum of 30 feet of open space between each group. Homeroom classes will not be mixed 
during outdoor recess – with the exception of the 7th and 8th grades. (These grades contain a high 
number of vaccinated students. We are treating them as all one “class”.)  All teachers will be provided 
with a schedule for recess that will allow staggering to occur to limit the number of classes outside at 
one given time. The use of shared play equipment (balls, jump ropes, etc.) will be limited to each class, 
and cleaned daily. Teachers are encouraged to have a bin for clean items and a separate bin for items 
that have been used. Equipment will not be shared between classes. 
 
 
Students will wash hands or use hand sanitizer before and after recess. Recess monitors will closely 
supervise play to ensure that students are playing in a safe and appropriate manner. 
 
Students may remove their masks once they are outside. Faculty will help students to plan 
wear to put their mask, so that it is clean and available to them when they return to the 
building.  
 
Guidelines for common spaces: 
The Faculty Room will be limited to storing lunch, getting coffee, and making copies. Face masks must 
be worn at all times.  
 
The Library will not be used for the beginning of the school year in a typical library capacity. Books will 
not be checked out. The space will be used as a classroom. 
 
Snack time 
All snack time will occur in the classroom at individual desks. Hand sanitizer and hand washing will occur 
before and after snacks. After the snack time, teachers will wipe down the individual student desks. 
 
Lunch time 
Lunch will occur in the classroom at individual desks. Hand sanitizer and hand washing will occur before 
and after lunch. After lunch, teachers will wipe down the individual student desks. As the children will 
not have their masks on while eating, talking will be discouraged. The teacher should arrange for an 
interesting video, a read-aloud, or some other activity that will prevent the children from being tempted 
to speak with their neighbors.  
 
Students who bring lunch from home will be kept in the classroom until lunch time. Students who order 
lunch from the vendor will receive lunches in individual and closed containers. Teachers will supervise 
students eating at their desks. 
 
Water Fountains 
The communal water fountains throughout the school will be sealed. Students will be required to bring 
clear water bottles for personal use. A limited number of plastic water bottles will be available on site for 
students who forget or run out. Students will be able to use the “fill” function of the water stations.  
 
Ventilation & Classroom Doors 
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All doors and windows, both facing the inner courtyard and into the hallway, throughout the building will 
be encouraged to stay open. Netting and duct tape will be provided so that the number of insects entering 
the building is limited. There must be absolutely no propping open of doors that lead to the outside. 
Windows were installed in the library that open from the inside.  
 
Locker Usage, and the location and use of Personal Belongings 
Personal desks and a labeled space designated in the classroom will be used for personal materials. 
Lockers will not be used.  
 
Teaching Hygiene  
All teachers are required to review health protocols and promote health within their classroom spaces. 
Some examples of those health protocols include: 

● Help children reach at least 60 minutes of physical activity a day.  
● Wash hands before and after outdoor playground time.  
● School Nurse will provide education about and demonstration of proper handwashing.  
● Talk with children about how to stay healthy – avoid touching their eyes, nose, and mouth and 

covering their cough.  
● Provide age appropriate activities/games for children to learn about taking care of their bodies 

and helping their peers stay healthy, too! 
 
The principal will ensure that all teachers and staff view any mandatory training videos and understand 
that incorporating all aspects of health and safety requirements under COVID-19 are part of their duties 
as a member of the Mercy faculty. Violations such as entering without a mask, failure to clean their 
personal area as required will be treated seriously according to guidelines as established by Human 
Resources.  
 
All Emergency Drill procedures 
All emergency drill procedures will occur as directed by the ADW. The administrative team may have 
drills by class to minimize the gathering of crowds, or may have drills for the entire school depending on 
recommendations from the ADW. Teachers will continue to review these procedures with students at the 
start of the year.  
 
If a student gets sick… 
If a teacher notices a student has any symptoms of an illness, they are to call the health room 
immediately. If students exhibit any signs of an illness (fever, coughing, shortness of breath, etc.), that 
student will be sent home along with their siblings. Mercy has identified a space where students can be 
kept in the small room until they are picked up by a parent. This room is separate from the health room, 
has a window, and is close to an exit.  
 
Parents will be notified immediately. While awaiting pick up, all students reported or suspected of an 
illness are to wait in the isolation room. If there are multiple students, the backup isolation room will be 
utilized. 

- Those caring for the ill students must don proper PPE. 
- Mask student/staff member, as appropriate if not masked.  

- Per National Association of School Nurses (NASN), if masking small children and/or special 
needs individuals is not appropriate or effective for their developmental stage, an increase 
in distancing may be the best course of action 

- Contact a family member for immediate pick up, note the time of call so the length of school 
nurse/designee exposure is captured.  

- Encourage family to contact physician or other healthcare provider for COVID-19 more thorough 
screening and possible COVID-19 testing.  
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- Per NASN, Remember that schools  are not expected to screen students or staff to identify cases 
of COVID-19. If a school has cases of COVID-19, local health officials will help identify those 
individuals and will follow up on next steps.  

- Begin preliminary tracing and additional documentation for that student/staff member, ensuring 
that additional signs and symptoms are discussed and captured.  

- Documentation will be necessary and vital in this stage in order to begin contact tracing that will 
assist local health departments in their efforts to understand the spread of COVID-19.  

- Once the child has been picked up from the health room, disinfect stringently and the remaining 
room according to CDC and NASN recommendations.  

- Don PPE and disinfect as applicable.  
- Ensure follow up with family or staff members, ask about pending tests and involve 

administration.  
- Notify local health officials. These officials will help administrators determine a course of action 

for their childcare programs or schools.  
 
 
 
Mercy will comply with all reporting requirements in the event of a student or staff member illness. On 
the same calendar day, we will notify the CSO, and pastor. The CSO will guide Mercy through the 
reporting process and Mercy is prepared to comply. 
 
If a staff member gets sick… 
If a teacher exhibits any signs of an illness (fever, coughing, shortness of breath, etc.) that teacher is to 
be sent home immediately. Coverage for the day will come from partner teachers, office staff and part 
time teachers, and we will adhere to the reporting protocol outlined by the ADW. 
 
For long term coverage, the administrative team will explore the inhouse sub list. We will also explore 
having the teacher teach from home with an in person sub monitoring the classroom. Individual 
circumstances will be discussed. 
 
Teachers are encouraged to create sick day plans that are easily accessible. All plans will be shared 
with colleagues. 
 
Behavior / violation of health rules at school 
Due to the seriousness that must be accorded to the following of health and safety procedures, students 
will receive the following consequences upon any infractions to our policies as stated in the handbook: 
1st - Warning. Teachers must report this warning to the principal, so we know that it has occurred. 
Otherwise, multiple teachers could be giving the same student “one warning.” 
2nd - Parent called by the office 
3rd - Student is sent home and remitted with a behavior plan that will be signed by the teacher, the 
parent and the principal.  
 
If an issue occurs again, the same procedures are followed with a conference with the family about the 
next steps. 
 
The third infraction means the student will be assigned to all online learning and removal from school 
grounds. 
 
The administrative team will ensure that this is clearly outlined in the handbook.  


