Cortland County Community Action Program, Inc. (CAPCO)
Head Start/Early Head Start

COVID-19 Re-Opening Plan

Effective Date: August 24th, 2020
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INTRODUCTION
The following plan will help support a safe and healthy environment for children, families, and
employees. These guidelines have been put in place using guidance from the CDC, NYS Department of
Health and NY Forward, Office of Head Start, and NYS Office of Children and Family Services. All
employees will adhere to the CAPCO COVID-19 Re-Opening: Health and Safety Procedures for the
Agency. This re-opening plan is supplemental to the overall Agency document and is specific to
guidance given to the CAPCO Head Start/Early Head Start program.
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1. EMPLOYEE HEALTH AND SAFETY SCREENING PROCESS
a) All employees are required to self-screen before reporting to their work space. The self-screen
will check for the following:
• Temperature of 100.0°F or higher • Persistent cough • Sore throat • Shortness of breath
• Muscle pain • Chills • Loss of taste or smell
• Close contact with someone exhibiting symptoms or diagnosed with COVID-19
b) An employee who has a fever at or above 100.0 degrees Fahrenheit or who is experiencing
coughing, shortness of breath or other COVID-19-related symptoms listed above will notify their
supervisor immediately. If the temperature was taken at home, the employee will be unable to
report to work. If the temperature was taken at the worksite, they will be required to go home
immediately.
c) An employee who could not successfully complete the screening process can return to work
when:
i) If an employee is sent home solely for a fever at or above 100.0 degrees Fahrenheit, the
employee must have no fever for at least 24 hours (that is one (1) full day of no fever
without the use of medicine that reduces fevers).
ii) If an employee is sent home due to symptoms of COVID-19 and/or exposure to COVID-19
and the employee remains out of work for three (3) or more consecutive days, she/he will
not be permitted to return to work until receipt of a doctor’s clearance and/or negative
COVID-19 testing results, whichever is available first. Unless directed differently from the
Department of Health.
iii) An employee who becomes ill after arriving at your workspace and/or exhibits any of the
symptoms identified in the COVID-19 screening will immediately report this to their
supervisor and go home.

Location/Classification

Who

Employee Health & Safety Check Points

Cosimos

* Upstairs office staff

South Main-front
(Johnson)

*All office staff, unless assigned to Screening process located downstairs
a classroom

-Staff Assigned to
Classrooms

* Classroom staff
* Home Visitors
* Nutrition staff
* Family Advocates / Classroom
Supervisors / Coach assigned to
start their day in a classroom

-Home Visitors
-All Nutrition staff

Screening process located in mail room

*Take temperature from home and if over 100.0,
call Supervisor immediately. You are unable to
work.
* If temperature is below 100.0 and you are able to
answer no to all questions on the Attestation Form,
report to work and complete the self-attestation in
Child Plus immediately upon arrival.

**The program will provide thermometers to employees as needed**
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All employees NOT located at the Main Office are required to follow the guidance in the chart
above.
 If able to report to their workspace, all employees must login to Child Plus and complete the
COVID-19 Self-Attestation.
o Login using the assigned username & password.
o Click on the Management tab near the top of the page.
o Click on Personnel. Click on the employee name on the left hand side of the page.
o Click on the COVID-19 Self-Attestation tab and then the green link to add information.
 All employees are required to sign in on the OCFS 6039 Child Care Tracker form when crossing
the threshold to their designated workspace.


2. PHYSICAL DISTANCING
a. Employees will wear a face covering the entire time children are present.
If an employee chooses to wear a face shield, they must also wear a face mask.
b. Employees will wear a face covering whenever they are unable to be at least 6 feet
apart from each other.
c. Office employees are required to wear a face covering when in common areas.
Entering/exiting the building. Anytime they are not in their assigned office.
d. There will be no more than 8 children in each Early Head Start classroom.
The program will be starting with a phased in re-opening of re-enrollees. No classroom
will be at full capacity on the first day of school. As long as program systems in place are
working cohesively and COVID-19 data in the community supports it, a second round of
children will be accepted in October.
e. There will be no more than 15 children in each Head Start classroom.
The program will be starting with a phased in re-opening of re-enrollees and UPK
accepted children. Using guidance from OCFS, Head start group size will not exceed 15
children. No classroom will be at full capacity on the first day of school. As long as the
program systems in place are working cohesively and COVID-19 data in the community
supports it, a second round of children will be accepted in October.
f.

Groups will not mix with other groups and will not utilize common spaces at the same
time.
Supervisors will create a rotating schedule for playground space and gross motor space.
Classrooms will not be allowed to be combined at the beginning or end of each day.
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g. Classrooms will be reconfigured to allow for social distancing (to the fullest extent
possible) for the children in the room.
Each Head Start classroom will have additional seating capacity for table time activities.
Some shelving will be removed and furniture will be set up in a manner that will allow
for more space within the classroom. Each classroom will have visual
cues/signs/markers for spacing purposes.
h. Non-essential visitors will be prohibited from entering the building or classroom.
Therapists are considered essential visitors and will be allowed to enter classrooms.
Every classroom will have a 3rd person and either a Family Advocate or Classroom
Supervisor who will be assigned to their classroom. The Family Advocate and Classroom
Supervisor will only be able to enter their assigned classrooms. Essential visitors are
also employees who are deemed necessary to support the safety of ongoing operations.
Any person listed on the child release contacts will not have access to buildings.
i.

Employees delivering meals/snacks/supplies/mail will not be able to enter the
classroom. They will all be left in designated areas outside each classroom.
Snacks/supplies/mail will be delivered Tuesday mornings and Wednesday afternoons.
An employee will contact the classroom to let them know they are on their way.
Kitchen aides will be notified when daily meals are in route. End of the month
paperwork needs to be completed in a timely manner and mail delivery schedule may
be different.

j.

Breakrooms can have more than one person at a time, as long as seating will allow
distancing of at least 6 feet.
Tables & chairs need to be sanitized after use.

k. Employee breaks will be scheduled to ensure that social distancing of any breakroom
will be maintained.
Supervisors will determine break schedules based on location.
l.

Employee meeting space will be reconfigured to allow each participant to remain at
least 6 feet apart. Meetings with more participants than social distancing will allow will
be split up into smaller groups or meetings will occur virtually.
In person meetings which need to be held inside will primarily be at the Elm Tree site.
All tables should be labeled as “sanitized”. If not, the employee will need to sanitize it
using the available disinfecting wipes. After each meeting, each employee member is
responsible for sanitizing their table and placing the “sanitized” sign on it. Additional
supplies can be requested by contacting the HS/EHS Nutrition Manager. Zoom meetings
will require everyone to have their video on to ensure active participation.
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m. Office/classroom work spaces will be arranged to ensure individuals are at least 6 feet
apart.
n. Office employee’s schedules will be modified to restrict the number of employees in
one space at a time.
Family Advocates and Classroom Supervisors will have scheduled days/times they may
return to their “home” desk. Coordinators will arrange these schedules.
o. Sites will have ground markers 6 feet apart for visual social distancing cues. Family
members will be required to wear a face covering. Employees will greet the family
outside. All families will be asked screening questions at drop off each day. The child’s
temperature will be taken if the family was unable to do it at home. Family members
will not be allowed to enter the building/classroom. Families will sign a waiver that will
allow program employees to sign the child in/out.
This information will be shared with families during the initial home visit. Employees
will sign the child in using the Child Plus attendance app and document the
name/relationship of the person dropping the child off. If multiple employees will be
using signing the child in, they must wear gloves when handling the electronic device
and use their own assigned stylus. Styluses will be sanitized for use a pick up time.
Laminated cheat sheets with attestation questions will be available for employees to
reference.
p. Families will be unable to enter the building/classroom to pick up their child. Family
members will be required to wear a face covering. Family will follow the rule for 6 feet
distancing. Each family will receive a laminated sign with their child’s name and
classroom for use at pick up time. Unless pre-arranged, families will only be able to pick
up their children no earlier than 15 minutes before departure time.
Classroom supervisors and Family Advocates will be the designated person who will sign
out each child using the Child Plus attendance app. Families will hold up their sign and
the designated person will notify the classroom. The 3rd person in each classroom will
bring the child outside to be released. The designated person must be in a visible
location for families at least 15 minutes before scheduled departure time. In the event
of staffing issues, the classroom should contact their classroom supervisor for guidance
earlier in the day.
q. At nap/rest time, cots will be spaced at least 6 feet apart, when possible. Cots will be
arranged head-to-toe.
Children who do not nap will be offered quiet table top activities or the parent/guardian
of non-nappers will have the option to pick their child up early. This will be prearranged to ensure pick up procedures are followed. Cots should be placed away from
tables, if possible.
6

3. PERSONAL PROTECTIVE EQUIPMENT (PPE)
a. The program will provide all necessary PPE to ensure employee health and safety in the
workplace, including but not limited to face coverings, gloves, hand sanitizers, and
disinfecting wipes.
COVID-19 kits will be placed in classrooms containing workplace PPE supplies. Items
have been added to the inventory request list to ensure an ample supply is always on
hand.
b. The program will supply all employees located in classrooms with aprons.
The aprons are to be worn the entire time children are present in the classroom.
c. Employees are required to wear face coverings anytime they cannot be at least 6 feet
apart from each other.
Employees will be able to take a 10 minute “fresh air break”, as needed, when child
ratio can be maintained. These breaks will occur outside of the classroom space.
d. Employees are required to wear a face covering when in common office areas, while
meeting with families, at pick up/ drop off time and the entire time children are present.
e. UPK children may be required to wear face coverings in all areas of the building
including the classroom.
f.

Employees will follow guidance from the Department of Health regarding acceptable
face coverings in the event they choose not to use face coverings provided by the
program.
Employees can choose to wear their own face coverings as long as they follow the DOH
guidance. Face shields cannot be worn independently; they must be accompanied by a
face mask. Employees are responsible for the cleaning and disinfecting of personal
coverings.

g. Employees will clean and/or replace face coverings, as needed, and will not share face
coverings.
Employees may replace face coverings when they believe it is necessary due to moisture
or becoming soiled.
h. The program will train employees on PPE requirements, including putting on/removing,
cleaning and discarding facemasks/gloves.
The Health component area will provide this training for employees. Leadership & EHS
classroom employees will be trained in July. Returning employees will receive the

7

training in August. After the training in August occurs, any new employee will receive
the training through the onboarding process.

4. CHILD CARE PROGRAM ACTIVITIES
a. Classroom Environment
i. Open windows and doors before and after children are present, when able.
ii. All areas in the classroom must be arranged in a way that discourages gathering.
iii. Shelving should be arranged to provide space for distancing in play areas.
Supervisors will check each classroom before the program year begins and offer
feedback to ensure ii. & iii. are appropriate.
iv. Employees must limit the number of children allowed in each area.
The maximum number of children allowed in one area is 4. Depending on the
size of the area, this number will be adjusted accordingly.
v. Rugs and any soft objects that cannot be easily sanitized must be removed from
the classroom.
These items should be placed in storage in the classroom. If the need for extra
storage is necessary, contact your supervisor.
vi. Classroom toys that cannot be cleaned/sanitized frequently, will be permitted in
the classroom on a rotating weekly schedule. This will ensure they can be
cleaned appropriately.
For example, books and puzzles must be changed on a daily basis. Materials
such as doll clothes and dress up clothes must be changed daily and cleaned
between uses. Items will be rotated on a weekly basis. Monday to Monday, etc.
vii. Each child will have a dedicated cot labeled with their name.
viii. Cots will be sanitized daily.
Sanitize daily by spraying each cot with the bleach/water solution. For cots that
become soiled, the soap/water solution should be used and followed with the
bleach/water solution.

8

ix. The program will provide cot sheets and blankets for children.
Sheets and blankets must be stored in a sealable plastic bag, specific to each
child, between uses. Sheets and blankets must be washed 2x per week at a
minimum. Soiled sheets will be changed, as needed. A rotating laundry
schedule will be determined by classroom supervisors, based on site needs.
x. Manipulatives will be sanitized daily.
All manipulatives will be sprayed with bleach/water solution. Mouthed toys will
be put in a designated cleaning container to be cleaned and sanitized using the
required soaking solution and procedure.
xi. Classroom activities will be planned to allow for social distancing.
Each classroom will have designated spaces (squares) marked out around the
room. These “play hubs” will allow children to have a visual reminder of their
own space.
b. Food Services
i. All classrooms will have additional tables in each room, placed at least 6 feet
apart.
ii. Meals will no longer be served family style. Children will be served individually
with portioned plates.
iii. Disposable plates and silverware will be utilized.
iv. Gloves will be worn by employees when they are handling ready to eat foods,
setting the table and serving food.
v. Food will be kept off the meal tables and covered.
vi. Meals will be delivered to each classroom and placed in a designated area
outside. This will ensure the footprint in the classroom is minimal.


See Updated Nutrition Policy 3



See Procedure: Teacher to child food delivery



See Procedure: Delivery Personnel- Kitchen Aide-Teacher



See Delivery Procedure
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c. Large/Gross Motor Activities (inside & outside)
i. Playground and gross motor rooms will be utilized on a scheduled basis to
ensure only one group is using it at a time.
Playgrounds can only be used if owned by the HS/EHS program. All classrooms
are able to use green space and other locations throughout the community.
ii. Children located in a school district building or the YMCA will be required to
wear face coverings when leaving the classroom to walk to a playground,
another location within the school, or taking a walking field trip in the
community.
iii. Children located in buildings other than a school district will be required to wear
face coverings when taking a walking field trip in the community.
iv. Activities will be planned to allow for social distancing.
On the playground, employees will continuously monitor all areas to ensure
there are no large groups of children congregating in one area. Employees will
provide activities for children from active play and other resources that
encourage social distancing.
v. High touch areas of playground structures and materials will be sanitized after
each group use.
Foggers will be used on program owned playgrounds every morning. A bleach
and water solution must be sprayed on all high touch areas after each use of the
playground. This will allow ample time for the solution to dry before another
classroom’s schedule playground time. All employees will be trained in the use
of the fogger and will operate the fogger in compliance with manufacturer’s
guidelines. Schedules will be completed by the Education Coordinator &
classroom supervisors to determine times/usage.
vi. Children will wear face coverings while on a walking field trip within the
community.
All children over the age of 2 are required to wear a face mask while out in the
community. Classrooms can use the walking rope as long as children over 2 are
wearing a mask. Ropes should be used on a rotating basis to allow for sanitizing
and air drying in between use. Extra ropes will be purchased for this purpose.
EHS classrooms with younger children are permitted to use buggy’s on days
when attendance allows (based on employee/child attendance).

10

5. COMMUNICATION
a. All employees will be trained on NYS child care guidance and the new program
procedures to ensure compliance with the NYS requirements.
Training will be provided for all employees on the re-opening plan at pre-service
in August. New component area procedures will also be discussed. All
employees will receive a copy of the re-opening plan, along with all supporting
policies & procedures. New employees hired after August will receive the
information during the onboarding process.
b. All employees will sign an affirmation stating they have been trained, reviewed,
understand, and will implement all new procedures.
Signed affirmations will be kept in HR.
c. Signage will be posted inside and outside of each classroom and at each office location
to provide reminders to all employees, families, and essential visitors on the topics of:
i. Proper hygiene
ii. Social distancing rules
iii. Appropriate use of PPE
iv. Cleaning and disinfecting protocols
Required signage will be added to the health & safety checklist. Employees will be
required to hang these signs in their classrooms before the children attend.
Health Services will distribute signage to employees at pre-service trainings.
d. Completed summary safety plans will be posted in each classroom and office location.
Re-opening plans will be posted near the entrance to each classroom/office.
e. A communication plan for employees, parents/guardians, children which includes
instructions, training, signage, and is consistent will be developed and implemented.

All employees, families, and children will be trained/receive information on the following topics:
*Re-opening information

*Social Distancing

*Face Coverings

*Handwashing

*Signage- in classrooms
and common areas

*Health Screening

*Cleaning/Disinfecting

*Closing procedure in
case of exposure

Employees

When:

Person Responsible

Emails from Agency
Agency Zoom meeting

May/June 2020
June 2020

Agency Director & HR
Agency Director & HR
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Agency COVID-19 Re-Opening: Health
and Safety Procedures
Welcome back letter
HS/EHS re-opening plan
Pre-service trainings
Supervisor feedback/contact
Health & Safety checklist feedback
Facebook

June 2020

Agency Director & HR

July 2020
August 2020
August 2020
Weekly & as needed
Monthly
As needed to share information

Correspondence from Director

As needed to share information

Agency HR & HS/EHS Director
HS/EHS Director
HS/EHS Director
All Supervisors
Health Services Coordinator
Facebook page
Administrators
HS/EHS Director

Families

When:

Person Responsible

Re-opening letter
Family Survey
Facebook-post about choosing to
have virtual contact
EHS- weekly contact with
teachers/HV/FA
Family Handbook

July 2020
July 2020
July 2020

HS/EHS Director
HS/EHS Director
HS/EHS Director

March-August 2020

IHV-covers procedures that have
been put in place
Flyers, email, FB, various forms of
communication
Information on where to see reopening plan

August

EHS Teachers, Home
Visitors, Family Advocates
Leadership will update.
Teachers and HV’s will share
information on IHV.
Teachers and Home Visitors

FA/HV/Teacher contacts

Classroom newsletter, email, family
zoom, ongoing individualized
communication

August 2020

Ongoing. Beginning in August
2020.
Shared with families at IHV.
Mailed or emailed to interested
families.
As needed to communicate
classroom information and on
scheduled home visits
Monthly newsletters, zoom
meetings as necessary

All functional areas
Teachers/Home Visitors

Teachers/HV/FA

Teachers/FA

ChildrenAll children will learn the information through classroom activities. These activities will be specific to the
required topics listed above and will be documented on classroom lesson plans.
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f.

Employees and families who have a question or concern regarding COVID-19 will
contact the Director.
Employees will be informed of who they should contact at pre-service trainings.
Families will be notified via the Family Handbook and on their initial home visit.

6. HYGIENE, CLEANING, AND DISINFECTION
a. Cleaning and disinfection logs will be kept in every classroom and office space to
document the date, time, and scope of cleaning. All cleaning and disinfection
requirements from the DOH and CDC will be adhered to.
Completed logs will be kept in the COVID binder at each location. This will also be on
the health and safety checklist.
b. Each classroom and office space have access to handwashing sinks. Disposable paper
towels will be utilized.
All classrooms will have 20 second timers and other materials as needed to ensure
proper handwashing time.
c. Hand sanitizer will be utilized in classrooms only when soap and water handwashing is
not available.
Children under the age of 2 will only follow handwashing procedures and are not
permitted to use hand sanitizer. Adults will dispense hand sanitizer for children over the
age of 2.
d. All common areas at each site will have hand sanitizer available for employees. *
e. The program will provide all office employees with bottles of hand sanitizer. *
f.

The program will provide disinfection supplies for each classroom and office space to
clean shared and frequently touched surfaces and materials. Employees will wash their
hands after cleaning these surfaces/materials. *
*Employees will use the inventory request in Child Plus for replenishment of
cleaning/disinfecting supplies.

g. All classroom employees and essential visitors will wash their hands immediately upon
entering the program premises. All office employees will use hand sanitizer or wash
their hands upon arrival. All children will immediately wash their hands upon entering
the classroom.
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h. Employees and children in classrooms are required to wash their hands between
program activities, after using the restroom, before & after diapering a child, before &
after eating, before departing the program for the day or whenever they become soiled.
Each classroom will have a handwashing /temperature checklist which will include
names of children and checkboxes documenting handwashing as well as times
temperatures were taken.
i.

Gloves will be worn by employees when diapering/providing assistance with toileting
and change between children and cleaning and disinfection of the area will be
performed by the employee between each child.
Gloves will be changed after each child has been diapered. Changing tables will be
disinfected using a soap/water solution and then bleach/water solution, allowing for air
dry time in between each child.

j.

Children’s clothing will be changed whenever it is soiled. Employees will also change
their own clothing if it becomes soiled.
If the classroom is running low on extra clothes, they will notify their supervisor.
Employees will keep 2 sets of extra clothes at the classroom to change into in the event
their clothing gets soiled.

k. The program will monitor the regular scheduled cleaning and disinfection of equipment
and toys.
OCFS Form 6041 and health and safety checklists will be used for monitoring.
l.

Children will not be allowed to bring toys from home to the program.

m. Signage will be hung near every sink reminding employees to wash hands that are visibly
soiled.
7.

SCREENING/ISOLATION & QUARANTINE
a. Screening
i. Parents/Guardians will be trained on taking their child’s temperature, the health
screening questions on the NYS OCFS Health Screening One-Time Attestation
form and HS/EHS policies and procedures.
Families will be supplied with thermometers, if needed.
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ii. All parents/guardians and essential visitors will be required to sign the OCFS
6040 Health Screening One-Time Attestation form. This form will be kept in the
COVID binder in each classroom.
Explanation of the form and parent/guardian signature will occur during the
initial home visit.
iii. Parents/Guardians will be required to take their child’s temperature at home
before bringing them to the program. If the child’s temperature is over 100.0
degrees and/or they cannot answer no to all of the questions on the attestation
form, parents/guardians will be instructed to keep the child home.
iv. Classroom employees will screen the temperature of each child who has been in
care for at least 3 hours, if they are exhibiting symptoms of illness, and before
they are picked up for the day.
There will be a designated isolation area within the classroom for children that
become ill during the day. Children will stay in this area until they are picked up.
Using the Handwashing/Temperature checklist, employees will document the
time the temperature was taken and if it was under 100.0 degrees. Employees
will not document the actual temperature.
v. Every person who enters a program building or classroom will be required to
sign in on the OCFS 6039 Child Care Program Tracker form.
Completed forms will be stored in the COVID binder at each location.
vi. Every person who is not an employee will be required to complete a health
screening before entering the building.
b. Isolation & Quarantine
i. All parents/guardians are required to notify the program if someone living in
their household has tested positive or is exhibiting symptoms of COVID-19 or
is being quarantined as a precautionary measure.


A parent/guardian living in the same household as the child who has
tested positive for, or is exhibiting symptoms of COVID-19, will be
unable to pick up their child.
o Another emergency contact from the child release form must
pick up the child from the program. This person must not live
in the same household as the family or be considered a “close
contact”.
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o

The child will be unable to return to the program until the
quarantine is complete since they are considered a “close
contact”.

o

Documentation from the Dept. of Health with a quarantine
release date is required before the child may return to the
program.

A parent/guardian living in the same household as the child and is being
quarantined as a precautionary measure with no symptoms or positive
test will not be permitted in any program building/classroom. An
employee will deliver the child to the parent at an outdoor location.
o The child will be able to return to the program during the
duration of the quarantine.

ii. If the child or member of their household tests positive or exhibits symptoms of
COVID-19 the child will be unable to return to the program until the quarantine
is complete.
iii. The program will immediately notify the local health department and the state
health department if any employee or child has a positive test result and follow
any guidance received.
8. MEETINGS WITH FAMILIES
a. Teachers, Home Visitors & Family Advocate Home Visits
i. Meetings with families can occur virtually or in person. In the event of an inperson meeting, this will occur outside of the home with social distancing and
face covering protocols put into place for both the family and employee.
Each Home Visitor/Family Advocate/Teacher will have a COVID kit for home visits.
The COVID kit will contain disinfecting supplies, gloves, and extra masks. The
Home Visitor/Family Advocate/Teacher will complete an inventory request form
to replenish the supplies, as needed.
b. Office Employees
i. Designated locations will be set up at the Cosimos and Johnson sites for
meetings with families to complete any required paperwork. Disinfecting
practices and face covering protocols will be followed.
 Families will be required to ring the outside doorbell or
place a phone call to alert the program they have arrived for
the scheduled appointment.
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Each designated meeting space will be equipped with a
Plexiglas partition.
The employee will complete a health screening for each
family member present and complete the tracker form.
Employees and families will be required to wear a face
covering throughout the entire meeting. Extra disposable
face masks will kept on hand.
Employees will sanitize the chairs and table in front of the
family.
Families will be provided with a pen to sign required
paperwork. They will have the choice to take the pen with
them or discard it in the trash can.
After the meeting, the employee will sanitize the chairs,
table, doorbell, and doorknob.

9. VIRTUAL LEARNING PLAN
a. Policies & procedures for remote learning have been created to ensure all children and
families will be routinely engaged by the program.
Policy ED 17 –Virtual Learning
Policy FS 21P – HB remote plan
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CAPCO Head Start/Early Head Start
Handwashing / Temperature Checklist
Month: _____________________
Date

Child’s Name

Handwashing

Classroom: ___________________
Temperature

Temperature

(After 3 hours)

(At pick up or if child
shows signs of illness)
Time: _____ Under 100°
☐

Time: _____ Under
☐ ☐ ☐ ☐ ☐ ☐
100° ☐
☐
Time: _____ Under
Time: _____ Under 100°
☐ ☐ ☐ ☐ ☐ ☐
100° ☐
☐
☐
Time: _____ Under
Time: _____ Under 100°
☐ ☐ ☐ ☐ ☐ ☐
100° ☐
☐
☐
Time: _____ Under
Time: _____ Under 100°
☐ ☐ ☐ ☐ ☐ ☐
100° ☐
☐
☐
Time: _____ Under
Time: _____ Under 100°
☐ ☐ ☐ ☐ ☐ ☐
100° ☐
☐
☐
Time: _____ Under
Time: _____ Under 100°
☐ ☐ ☐ ☐ ☐ ☐
100° ☐
☐
☐
Time: _____ Under
Time: _____ Under 100°
☐ ☐ ☐ ☐ ☐ ☐
100° ☐
☐
☐
Time: _____ Under
Time: _____ Under 100°
☐ ☐ ☐ ☐ ☐ ☐
100° ☐
☐
☐
Time: _____ Under
Time: _____ Under 100°
☐ ☐ ☐ ☐ ☐ ☐
100° ☐
☐
☐
Time: _____ Under
Time: _____ Under 100°
☐ ☐ ☐ ☐ ☐ ☐
100° ☐
☐
☐
Time: _____ Under
Time: _____ Under 100°
☐ ☐ ☐ ☐ ☐ ☐
100° ☐
☐
☐
Time: _____ Under
Time: _____ Under 100°
☐ ☐ ☐ ☐ ☐ ☐
100° ☐
☐
☐
Time: _____ Under
Time: _____ Under 100°
☐ ☐ ☐ ☐ ☐ ☐
100° ☐
☐
☐
Time: _____ Under
Time: _____ Under 100°
☐ ☐ ☐ ☐ ☐ ☐
100° ☐
☐
☐
Time: _____ Under
Time: _____ Under 100°
☐ ☐ ☐ ☐ ☐ ☐
100° ☐
☐
☐
***Please submit these forms to the Education Coordinator at the end of each month***
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Drop Off Questions for Families





Did you take your child’s temperature at home?
Was the temperature below 100°?
Are you able to answer NO to all of the attestation questions?
Is there anything we need to know about your child today?
(sleep, behavior, medicine with the past 24 hours)

Attestation question areas (for your reference)
• Temperature of 100.0°F or higher

• Persistent cough

• Sore throat

• Shortness of breath

• Muscle pain

• Chills

• Loss of taste or smell

• Traveled to/from a state with a travel advisory

• Close contact with someone showing symptoms or diagnosed with COVID-19
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CLASSROOM SANITIZATION
FOOD PREP/SERVING AREAS
1. Counter Tops
2. Cabinet Door Handles
3. Faucets
4. Sink
5. Soap Dispenser
6. Fridge
7. Food Cart
8. Floors
9. Tables & Chairs
CLASSROOMS
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.

Table & Chairs
Door Handles
Light Switches
Floors
Faucets
Sink
Soap Dispensers
Paper Towel Dispensers
Trash Cans (Top, Sides, Inside)
Equipment/Furnishings
a. All Shelving Units (Top, Sides, Inside)
b. Cots (Tops, Bottom, Legs)
c. Tables & Chairs
d. Cubbies
e. Kitchenette
f. Climbers
g. Sensory Table
h. Calm Down Area
11. Toys
a. Blocks
b. Manipulatives
c. Manipulative Containers
d. Books/Library (Change out daily)
e. Dolls
f. Cars/Trucks
g. Gross Motor Play Equipment (Hoola Hoops, Balls, Etc.)
h. Dramatic Play Area (Switch out dress up clothing/cloth material daily or as soiled)
12. Strollers
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CLASSROOM SANITIZATION (CONTINUED)
BATHROOM/CHANGING AREA
1. Floors
2. Faucets
3. Sinks
4. Soap Dispenser
5. Paper Towel Dispenser
6. Entire Changing Table
7. Diaper Shelves/Cubbies
8. Trash Can (Top, Sides, Inside)
9. Diaper Pail/Genie (Top, Sides, Inside)
10. Counter Tops
11. Stools
12. Railings
13. Light Switches
14. Toilets (Handles & Seats)
15. Stall Doors & Walls
PLAYGROUND (Use Fogger Before & After Using Playground)
1. Playground Equipment
a. Slide
b. Railings
c. Climbing Areas (Stairs, Ladders, Etc.)
d. Tunnels/Crawling Area
e. Play Equipment (Balls, Hoola Hoops, etc.)
f. Riding Toys (Cars, Buggies, Bikes, Etc.)
TEACHER AREA/SUPPLIES
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.
13.

Laptops/Desktop (Keyboard & Mouse)
Stapler
Hole Punch
Pens
Clipboards
Binder (Attendance/MAT/COVID/Etc.)
Chairs
Counter/Table/Desk Top
First Aid Bag (Red LL Bean Bag)
Education Bag (Blue LL Bean Bag)
Filing Cabinets
Storage Cabinet
Trash Cans (Top, Sides Inside)
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OFFICE SANITIZATION
FOOD PREP/KITCHEN AREAS
1.
2.
3.
4.
5.
6.
7.

Counter Tops
Cabinet Door Handles/Knobs
Faucets
Sink
Soap Dispenser/Dish Soap Container
Fridge
Appliances (Toaster Oven, Coffee Pot, Microwave, Etc.)

COMMON AREAS
1.
2.
3.
4.
5.
6.

Table & Chairs
Door Handles/Knobs
Light Switches
Hand Sanitizer Dispensers
Hand Rails
Equipment/Furnishings
a. All Shelving Units
b. Filing Cabinets
c. Copier
d. Shredder
e. Vacuum Cleaner
f. Mop
7. Toys
a. Cars/Trucks
b. Puzzles
c. Any Other Toys in Office Areas
BATHROOMS
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.

Floors
Faucets
Sinks
Soap Dispenser
Paper Towel Dispenser
Counter Tops
Railings
Light Switches
Toilets (Handles & Seats)
Stall Doors & Walls
Storage Cabinets
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OFFICE SANITIZATION (CONTINUED)
PERSONAL OFFICE SPACES
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.
13.
14.

Laptops/Desktop (Keyboard & Mouse)
Stapler
Hole Punch
Tape Dispenser
Pens
Phone
Chairs
Counter/Table/Desk Top
Filing Cabinets
Storage Cabinet
Trash Cans (Top, Sides Inside)
Light Switches
Door Knobs
Any Other Frequently Touches Areas/Items

27

SAFETY PRACTICES
Policy ID: SP 16
Subject: Personal Protective Equipment (PPE)
Performance Objective: To ensure the safety of all staff, children and families from spread of COVID
19 or other Communicable Diseases.
Operational Procedures:
















The Head Start/Early Head Start Program will provide PPE, including but not limited to:
o For Staff: Masks/face coverings, shields, safety glasses, disposable gloves, aprons,
disposable smocks, and hand sanitizer.
o For Children: Masks/face coverings and hand sanitizer.
Staff and children can wear personal masks/face coverings as long as they follow DOH guidance.
Face shields CANNOT be worn independently, they MUST be accompanied by a mask/face
covering.
Staff are trained in proper techniques for putting on and taking off PPE.
Children will be educated on proper techniques for putting on and taking off PPE.
Staff are responsible for cleaning and disinfecting personal masks/face coverings.
Staff and Children will ONLY use hand sanitizer when running water & soap are unavailable and
if age appropriate (2 years and older).
Staff will wear masks/face coverings at all times; in classrooms when children are present, in
common areas and/or if maintaining social distancing (6 feet) is not possible.
Staff will follow Health, Nutrition, Education, Family Services, Agency and School
District/YMCA Policies/Procedures regarding PPE.
Children located in a school district building or the YMCA will be required to wear face
coverings when leaving the classroom to walk to a playground or another location within the
building. All children, at all locations, will be required to wear face coverings when taking a
walking field trip in the community, if age appropriate (2 years and older).
Staff will use proper technique when putting on PPE:
1. Wash hands or use hand sanitizer
2. Put mask/face covering on using proper technique
3. Put on face shield/safety glasses (If applicable)
4. Put on Gloves (If needed/applicable)
Staff will use proper technique when taking off PPE:
1. Remove gloves using proper technique and disposal
2. Wash hands or use hand sanitizer
3. Remove face shield/safety glasses
4. Wash hands or use hand sanitizer
5. Remove mask/face covering using proper technique
6. Wash hands or use hand sanitizer
7. Launder mask/face covering per DOH guidelines
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NOTE: What PPE should be worn and/or made available and equipment/supplies needed
are listed below for activities during a normal program day:
o

Drop-Off/Pick-up (Screener/Teacher)
1.
2.
3.
4.
5.
6.
7.

o

Masks/Face Coverings
Gloves
Shields/Safety Glasses
Aprons
Hand Sanitizer
Touchless Thermometer
Small Garbage Can

Classroom (Teachers)
1. Masks/Face Coverings
2. Aprons
3. Hand Sanitizer

o

Food Service/Meal Times (Teachers)
1. Gloves
2. Masks/Face Coverings
3. Aprons

o

Diapering/Toileting (Teachers)
1.
2.
3.
4.
5.

o

Aprons are to be removed and hung outside changing area and/or bathroom
Gloves
Masks/Face Coverings
Shields/Safety Glasses
Disposable Gowns

Walking Field Trips/Community (Teachers and Children)
1.
2.
3.
4.

Masks/Face Coverings
Aprons (Teachers ONLY)
Hand Sanitizer
Disinfecting Wipes

Related Regulations: 1302.47
Policy Council Approval Date:
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CHILD NUTRITION
Policy ID: NU03
Subject: Meal Service in the Classroom
Performance Objective: The program ensures that nutritional services in center-based settings contribute
to the development and socialization of enrolled children.
Operation Procedures:
1. The program ensures that nutritional services in center-based settings contribute to the development
and socialization of enrolled children.
2. To ensure a relaxing mealtime environment, calming transitional activities will be planned before
meals.
3. Mealtimes should occur in a quiet, well-lit, ventilated area.
4. Age appropriate utensils should be used and encouraged at mealtime.
5. A variety of food is served which broadens each child’s food experience.
6. All toddlers, preschool children, and assigned classroom staff eat together family style. Any child that
exhibits signs of illness (i.e. runny nose or cough) should not serve themselves. The adult at the table
shall serve them.
7. All children and teachers share the same menu to the extent possible unless medically-based diets or
other dietary requirements are needed.
8. Appropriate information is provided by a medical provider and parent for special diet requests.
9. Food will be cut into shapes and sizes that are easy for young children to manage and will reduce the
risk of choking.
10. Food is not used as punishment or reward, and that each child is encouraged, but not forced, to eat or
taste his or her food.
11. Sufficient time is allowed for each child to eat.
12. As developmentally appropriate, opportunity is provided for the involvement of children in
mealrelated activities (i.e. setting and cleanup of tables. In the center-based and the home base setting
opportunity is given for the children to participate in a monthly nutritional activity.
13. Minimum required quantities of food are prepped and readily available to be served.
14. Consumption of non-menu food items in front of children is not permitted (including any packed
lunches, take-out, snacks, baked goods, candy, soda or other sweetened beverages) unless food is part of
prescribed special diet to meet medical needs.
15. No food will be sent home with the children.
Related Regulations: 1304.23c; 1304.23c 1; 1304.23c 2; 1304.23c 3; 1304.23c 4; 1304.23c 5; 1304.23c
6; 1304.23c 7;.
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In the event of a public health emergency, concern, and/or outbreak of a communicable disease,
Head Start/Early Head Start has the right to modify or eliminate family style practices based on the
guidance of the state/local health department, OCFS, OHS or any other regulatory agency. When
there is no longer a concern or it has been recommended/deemed safe by the appropriate
regulatory agency, normal family style procedures will be reinstated.
NOTE: In the event that policies & procedures need to be implemented, modified or eliminated, the
HS/EHS Program will communicate such changes to families via face to face conversation, email,
written letter, phone calls, social media outlets, etcetera to ensure ALL families are aware of the
changes and have the opportunity to ask any questions or state any concerns.
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CHILD NUTRITION
Subject: Teacher to Child Food Delivery
Objective: To ensure there is no cross contamination. To ensure food allergy children get served meals first and
thereafter individual child.
Procedures:
1.

Determine between the Teacher/Assistant Teacher who is going to handle food for the day. Teachers are
encouraged to switch every other day, giving the other teachers a break from bathroom duty.

2.

Kitchen Aide will designate a spot to drop-off meals for breakfast/lunch. Kitchen Aide will knock on door
when food has arrived, which indicates food is ready and at the door. Teachers MUST have on gloves and
mask to receive food.

3.

Kitchen Aide will make plate for any child with a food allergy. Kitchen Aide MUST cover it with plastic
wrap and put the child’s name on it.

4.

Teachers will bring meals into the classroom and put on countertop or leave it on the cart.

5.

Teachers will hand sanitize, put either latex or vinyl gloves on, and serve milk first.

6.

Teacher will dispose of gloves, sanitize, put on new gloves, and serve any child with food allergy.

7.

Teachers will prepare all other children’s plate and serve plates to children.

8.

In order to comply with current NYS guidance, teachers must wear a face covering at all times. Therefore,
teachers will NOT eat with the children during mealtimes. Since modeling is not permitted think about
alternate ways to encourage children though positive conversation.

9.

If child/children wants additional food the Teacher will sanitize, put gloves on, and serve additional food to
child. If food allergy child wants additional food, he or she MUST get served first.

10. When children are done, they must ask to dump their plate. One child at a time, stands up, and takes
everything to the garbage and dumps.
11. The child who dump everything, must go and wash their hands for at least 20 seconds with soap and water.
12. Teachers MUST wash tables with soap and water first, then spray bleach solution on table after all children
are done. Let bleach solution air dry.
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CHILD NUTRITION
Subject: Delivery -Kitchen aide - Teacher Food Procedures
Objective: To ensure that there is no cross contamination. To identify children that have food allergies
get the correct food substitution.
Procedures:
1. Delivery personnel will call kitchen aid when at center.
2. Delivery personnel will identify any special food substitutions for any food allergy children.
3. Kitchen aide will acknowledge and sign off on daily delivery sheets.
4. Kitchen aide will bring food from kitchen on cart with gloves on.
5.

Kitchen aide will talk with teacher about food substitutions for any allergy child.

6. Teacher will confirm that she/he has child with food allergy and make their plate first.
7. After teacher delivers food allergy child’s plate. The teacher will change gloves and serve each
individual child.
8. After feeding all children, teachers will dispose of gloves and wash their hands.
9. Teacher will sign off on delivery sheet, that he/she has properly gave the food substitution to the
correct child.
10. If child wants additional food, teachers wash their hands for 20 seconds, put on gloves and serves
child.
11. After serving child, teacher will disposes gloves and washes hands.
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CHILD NUTRITION
Subject: Delivery Procedures
Objective: To ensure that all food is safely transported to appropriate sights
Procedures:
1. CAPCO staff will be wearing disposable masks while making food.
2. CAPCO staff will wash hands for 20 seconds.
3.

Put vinyl gloves on and, with pot holders place transported food in CAMBRO Hot Box.

4. Remove gloves and use hand sanitizer.
5. Transport food to location.
6. Call kitchen aide to meet outside or at door.
7. Put new set of vinyl gloves on when at each site to deliver.
8. Bring transported food to kitchen aide.
9. Kitchen aide must have disposable mask and vinyl gloves on before accepting food.
10. Delivery personnel will show them any food substitutions with child’s name on it.
11. Sign off on daily delivery sheet to acknowledge that kitchen aide has received the food
substitution for said child.
12. Once back to kitchen, take all pots/pans/dishes that you have collected from centers and place in
high temp dishwasher to properly clean and disinfect.
13. Dispose of gloves and masks and wash hands for 20 seconds.
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EDUCATION
Policy ID: ED 17 (HS/EHS)
Subject: Virtual Learning Plan
Performance Objective: In the event of a public health emergency, concern, and/or outbreak of a
communicable disease, Head Start/Early Head Start is prepared to move from in-person instruction to a virtual
learning format.
Operational Procedures:
1) The program will utilize Google classroom as its virtual teaching platform. Staff will be trained on
policies and procedures related to virtual learning and Google classrooms during pre-service. Google
classrooms will be set up for each classroom during pre-service. New staff will be training during the
onboarding process.
2) Teaching staff will utilize Google Meet for daily classroom meetings.
3) In the event of an extended classroom/program closure, materials bags will be handed out to families
who opt to participate in virtual learning. These will contain art supplies and hands-on learning
materials.
4) Two weeks of written activities will be provided in the first materials bag. The activities will be crossposted on Google classrooms. After those initial two weeks, activities will only be posted on Google
classrooms.
5) Families will have the option to participate in virtual learning. A family who decides not to participate
will not receive a materials bag.
6) In the event classrooms may remain open for in-person learning, any family that does not feel
comfortable bringing their child will have the option to enroll in the virtual learning option.
7) Teaching staff will post activities daily to Google classroom. Classroom staff are responsible for
planning activities based on guidance from their classroom supervisor. Activities will align with
curriculum used in the classroom.
8) Teaching staff will submit weekly plans to their supervisor by 4pm Friday for the following week.
9) The Education/Special Needs Coordinator and Classroom Supervisors will be added to Google
classrooms to monitor their usage.
10) A log of daily activities posted on Google classroom and any parent communication will be
documented in ChildPlus under the Education →Virtual Learning tab.
11) Teachers are required to be available for remote work during normal agency hours of 8am to 4pm. See
Weekly Remote Schedule for Education Teaching Staff for specific requirements.
Related Regulations: 1302.30
Policy Council Approved:
Board Approved:
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FAMILY SERVICES
Policy ID: FS 21-P
Subject: Home Based Remote Work Plan
Performance Objective: In the event of a program closure, Early Head Start Home Visitors will be
prepared to move to a remote plan for family & child contact/interactions.
Operational Procedures:
Family & Child
1) Home Visitors are required to be available for remote work during normal Agency hours of 8am to
4pm. (schedule may be adjusted when a prearranged home visit time is outside of these hours.)
2) Home Visits will be conducted weekly keeping the prearranged schedule before program closure.
3) Home Visits will be conducted virtually via Google Meet.
4) Families that are not comfortable completing virtual visits will be contacted weekly via phone.
a) If the family cannot be reached via phone, there must be a second attempt to reach the family by
phone again. If after the second attempt there is no response, an alternate means of contact must
be completed. (email, text, or Facebook Messenger)
5) Weekly contact (virtual home visit or phone) will include:
a) discussion about activities from the previous week
b) gathering parent observations
c) planning together for the upcoming weeks
d) gathering information about family needs/concerns
e) providing referrals (when needed)
f) creating goals for the family and child
6) All contact and attempted contact will be inputted into ChildPlus within 24 hours.
7) Delivery of materials to families every 2 weeks.
Family Services Responsibilities
1) Follow up on all goals and referrals on a monthly basis. Ensure documentation is complete in
ChildPlus.
2) Complete a crisis assessment every other week. Follow up on any areas of concern.
3) Complete monthly report and submit to supervisor by the 5th of the following month.
4) Complete Family Strengths Assessment and PIR by due dates.
5) Complete professional development requirements from Family Services Google Classroom and
document on the OCFS training log. Each staff member is responsible for keeping their own
certificates on file.
6) Must research opportunities for trainings/webinars/professional development 1x per week
7) Must complete the Professional Development Log after each training. This form must be emailed to
supervisor by the 5th of the following month.
8) Must research one resource to send to families 1x per month. Upon approval from the Family
Services Coordinator, send out information on the resource to families and document in ChildPlus.
9) Complete time sheet daily, documenting daily tasks completed in notes section.
10) Attend Family Services virtual meetings and other meetings as required by supervisors.
Policy Council Approval Date:
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