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https://www.smcoe.org/assets/files/Alert_FIL/Pandemic_Recovery_Framework.pdf
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Guiding Principles 

The San Mateo County Office of Education (SMCOE) serves students in both its special 
education and court and community school programs. Our students have specialized education 
needs that are best met through in-person instruction and support. In addition, most of our 
students are from households with limited financial resources, and many are English Language 
Learners. Consistent with our vision of Excellence and Equity in Education we believe it is 
imperative to bring our students back on campus for in-person instruction as soon as possible. 
This document lays out SMCOE’s plan for bringing students and staff back safely, following the 
guidance provided by the California Department of Public Healthy and San Mateo County 
Health (SMCH) as described in the Pandemic Recovery Framework (PRF). SMCOE plans to 
begin in-person instruction on November 16, 2020.  

Cohorting 

● Students will participate in small cohorts (fewer than ten students per cohort) at each
campus

● Court and Community school cohorts will not intermingle or share common spaces

● Common spaces used to support students with disabilities, such as sensory rooms, will
be available to all students as appropriate based on their individual needs. These
common areas will be disinfected between each use

● Each cohort will interact with a limited number of staff members during the school day

● Cohorts will be assigned to specific bathrooms

● Students will remain with their assigned cohort during meals and breaks

● Due to the limited number of families participating in in-person learning for the
remainder of the fall semester, the special education program will operate each class as
a single cohort that attends school four days a week

● In February 2021, families will have the option to reevaluate their decision regarding in-
person learning. If the number of students returning for in-person learning, combined
with the adults needed to support them, exceeds the classroom capacity, that class will
transition to an A (Monday/Tuesday) / B (Thursday/Friday) hybrid model.

The following is the weekly schedule and cohort size for each of SMCOE’s school programs, 
beginning November 16, 2020.

https://www.smcoe.org/assets/files/Alert_FIL/Pandemic_Recovery_Framework.pdf
https://www.smchealth.org/sites/main/files/file-attachments/covid-19_recommendations_checklist_for_schools_9.8.2020_0.pdf?1600278794
https://www.smchealth.org/sites/main/files/file-attachments/covid-19_recommendations_checklist_for_schools_9.8.2020_0.pdf?1600278794
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Court & Community  

9:00am - 2:00pm daily (M-F) 

● Cohorts will serve no more than eight students  

● If in-person enrollment increases, administration will review the schedule and 
transition to an A/B hybrid model as necessary  

 
Preschool Special Education 

● 9:30am - 2:00pm M/Tu/Th/F 

● Cohorts will serve no more than eight students 

● If in-person enrollment increases, administration will review the schedule and 
transition to an A/B hybrid model as necessary 

 
School Aged Special Education Programs 

● 8:30am - 12:45pm M/Tu/Th/F 
● Cohorts will serve no more than ten students 

● If in-person enrollment increases, administration will review the schedule and 
transition to an A/B hybrid model as necessary 

 

 
Related Services / Specialist Access to Cohorts 
 

● Related Services providers (e.g., Speech Language Pathologists, Adapted Physical 
Education teachers, Behavior Specialists) and other specialists (e.g. School Psychologists, 
Program Specialists, etc.) will provide in-person support to students once the cohort 
has returned to in-person learning and has successfully implemented the Four Pillars for 
a minimum of three weeks 

● To the extent practicable and appropriate, when delivering specialized services to 
students, Related Services providers and Specialists will engage in physical distancing, 
deliver services in an outdoor location, and/or utilize protective equipment such as 
plexiglass barriers and/or face shields 

● Students will use their own individual instructional materials. There will be no sharing of 
items 

● Related Services Providers and/or Specialists will thoroughly wash hands before and 
after providing services to individual students 

● Given Related Services Providers and/or Specialists will provide support across multiple 
cohorts, these professionals will participate in weekly COVID-19 testing  
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Cleaning and Disinfection 
 
Sites managed by SMCOE 

● Classrooms will be cleaned and disinfected daily prior to students’ arrival 

● Staff at each site will wipe down desks, door handles, and other high-touch surfaces 
using designated wipes and specific disinfecting agents allowed for school use for 
COVID-19 w minimum of once daily. This will occur when students are out of the 
room for recess or breaks. Essential Protective Equipment (EPE) (e.g., gloves) will be 
available to staff for use during disinfecting 

● Proper ventilation protocols will be followed during disinfection  

● Disinfectants will be stored out of reach of students 

 
Non-SMCOE sites 
The cleaning schedule is determined by the partner agency who oversees the facility, such as 
the Probation Department or the Integrated Site Host School District. SMCOE Administration 
will coordinate with the partner agencies to ensure the protocols meet the standards outlined 
in the PRF. 
 
Ventilation, Air Quality, and COVID-19 (Following the Big Five Protocols) 

● Air filters have been upgraded to MERV-13, and staff have been trained on ventilation 
protocols 

● Outdoor windows and doors will be open as weather allows  

● When experiencing unhealthy air quality typically associated with wildfires, the school 
sites will implement the Shelter in Place Protocol (The Big Five) 
 

Material and Equipment Sharing 

● Teachers and staff will have their own individual desks and work spaces  

● Students will work at one desk or computer workstation all day, unless unable to do so 
as a result of their disability 

● In some cases and as needed, students may sit at tables with teachers and other 
students and/or staff. Six feet of physical distance will be maintained to the extent 
practicable, and when necessary, additional protective measures such as plexiglass 
barriers will be used 
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● Students will use individual sets of supplies and materials prepared by the staff  

● Students will not share supplies and materials  

● At the end of each school day, staff will collect and disinfect supplies and materials which 
may then be reassigned to a different student the following school day 

● Classroom staff will be trained in proper cleaning and disinfecting protocols and will 
clean and disinfect student areas as needed during the day  

● In cases where special populations are unable to remain in one assigned seating area, 
additional safety measures will be taken, such as providing additional EPE to staff, 
updating classroom cleaning schedules, and using plexiglass barriers  

● To best support course transitions during the school day, students will remain in the 
same location and teachers will rotate to the different classrooms  

● PE equipment will either be assigned to specific students or disinfected between use  

● Water fountains will not be in operation 

● Students will be provided with bottled water each day marked with student names on 
each bottle  

● Staff will be encouraged to bring individual water bottles daily  
 

Restrooms 

● Staff and student restrooms will be cleaned and disinfected every two hours and at the 
end of each school day 

● Adults will follow these guidelines when using restrooms 

○ Use hand sanitizer before entering restroom 

○ Before leaving the restroom, staff will spray sink, toilet seat, light switch, and 
door handle with disinfectant (Oxivir), wash hands with soap and water, and 
utilize a paper towel to open door 

○ Hand sanitizer is available throughout the building, including outside the 
restrooms 

 
Updating Cleaning and Disinfection Protocols 

SMCOE school sites will update their cleaning and disinfection protocols as needed to remain 
aligned with the PRF. 
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Ingress and Egress 
 

● Each school site has specific ingress and egress routes to maintain physical distancing 

● Directional signage and floor markings will highlight the routes 

● Capacities for common staff areas (e.g., the front office, copy machine, and staff lounge) 
will be limited, with limits posted, to ensure six feet of physical distancing 

● Students will remain in their assigned cohorts as they enter the building from the buses 
and as they return to the buses after class 

● Staff will escort students, one class of at a time, from the bus in the morning and to the 
bus at the end of the day, so as to limit interaction with other cohorts during arrival and 
dismissal 

● Staff will conduct health screening with students arriving by car or on foot 

 
 
Face Coverings 
 

● A cloth face covering is a material that covers the nose and mouth. It can be secured to 
the head with ties or straps or simply wrapped around the lower face. It can be made of 
a variety of materials, such as cotton, silk, or linen. A cloth face covering may be factory-
made, sewn by hand, or improvised from household items such as scarfs, T-shirts, 
sweatshirts, or towels 

● Students and staff will be required to wear face coverings while indoors at all times 
unless alone in a private office or when eating or drinking 

● The following individuals are exempt from wearing a face covering: persons younger 
than two years old; anyone who has trouble breathing; anyone who is unconscious or 
incapacitated; anyone who is otherwise unable to remove the face covering without 
assistance; persons with a medical condition, mental health condition, or disability that 
prevents wearing a face covering; persons who are hearing impaired, or communicating 
with a person who is hearing impaired, where the ability to see the mouth is essential 
for communication; and persons who are obtaining a service involving the nose or face 
for which temporary removal of the face covering is necessary to perform the service* 

● If a student is exempt from wearing a face covering, the staff working closely with that 
student will wear both a face covering and a face shield 

● Families will be expected to send students to school with clean face coverings each day, 
unless a medical exemption has been provided  

● Each site will stock extra face coverings for students and staff who forget, lose, or 
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damage their face covering 

● All staff, including teachers, support staff, and administrators will monitor face covering 
compliance 

● Staff may utilize a face shield in addition to a face covering 

● Students will be granted an exemption to the requirement to wear face coverings 
through documentation from their medical providers, in collaboration with SMCOE 
School Nurses 

● Students who are not exempt from wearing a face covering and who refuse to wear one 
provided by the school must be excluded from campus. Students who are excluded 
from campus for refusing to wear a face covering will be offered alternative educational 
opportunities 

*Staff should not assume that students who fall into one of the exempt categories cannot learn 
to wear a face covering. Masking is an essential life skill for all students to learn. Staff will 
provide lessons about the proper wearing of face coverings and provide positive opportunities 
for students to practice wearing face coverings to build tolerance and stamina. 

 
 
Health Screenings for Students and Staff 
 
Checking for Signs and Symptoms 

● All school staff and students will be screened at the start of each school day using the 
following process: 

○ Students and staff will be asked a series of questions regarding their current 
health status and any possible exposure to COVID-19 every morning 

■ Screening questions directly follow SMCH guidance 

■ Parents or guardians may answer screening questions for students as 
needed  

○ Students and staff will have their temperature checked each morning 

■ No one with a temperature above 100.4 degrees will be allowed to 
enter, unless previously documented by the student's medical provider 
due to an existing, non-related condition 

○ Students and staff will receive a colored wristband to wear to show they have 
“cleared” the daily health screening  

○ Students and staff will wear a face covering - either brought from home or 
provided by the school 

https://www.smchealth.org/sites/main/files/file-attachments/covid-19_recommendations_checklist_for_schools_9.8.2020_0.pdf?1600278794
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● The screening process will vary depending on the school site 

● If anyone is ill or fails the morning screening, they will not be allowed on campus 

● Staff and students will be monitored throughout the day for signs and symptoms of 
illness 

● Each site location has a designated isolation room 

● If anyone becomes ill during the day, they will immediately be relocated to the isolation 
room and will have to leave campus as soon as possible 

 
Screening at School Sites 

The following are the morning screening routines at SMCOE and non-SMCOE school sites: 

● Gateway School: The administrative assistant will provide the health screening questions 
and take the temperature of students and staff upon entrance. A school administrator 
or head teacher will take the temperature of students and staff if the administrative 
assistant is unavailable. 

● Hillcrest School: The Probation nurse will provide the health screening questions and 
take the students’ temperature, and the administrative assistant will take the 
temperature of staff. A school administrator or head teacher will take the temperature 
of staff if the administrative assistant is unavailable. 

● Camp Kemp School: The Probation nurse will provide the health screening questions 
and take the students’ temperature. The head teacher will take the temperature of staff. 
The Probation nurse or Gateway school administrative assistant will take the 
temperature of staff if the head teacher is unavailable. 

● Canyon Oaks Residential School: The residential staff will provide the health screening 
questions and take the temperature of staff and students.  

● Vallemar Class: A Health Aide provided by the bus company will ask the health 
screening questions and take students’ temperature prior to their boarding the bus. 
Once the students arrive on site, the classroom teacher or assigned paraeducator will 
take the students’ temperature again. The classroom teacher will take the staff’s 
temperature. One of the paraeducators will take the staff’s temperature if the teacher is 
unavailable. 

● E-22 Center Sites (Palos Verdes, El Portal, Anne Campbell Center): A Health Aide 
provided by the bus company or the SMCOE bus driver will ask the students’ parent or 
guardian the health screening questions and take the students’ temperature prior to 
boarding the bus. Once the students arrive, a classroom teacher or paraeducator will 
take the students’ temperature again. The school administrative assistant will ask staff 
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members to respond to COVID-19 screening questions and take their temperature 
each morning prior to that staff member reporting to their classroom. 

● E-22 Integrated Sites: A Health Aide provided by the bus company will ask the health 
screening questions and take students’ temperature prior to their boarding the bus. 
Once the students arrive on site, the classroom teacher or assigned paraeducator will 
take the students’ temperature again. The classroom teacher will take the staff’s 
temperature. One of the paraeducators will take the staff’s temperature if the teacher is 
unavailable. 

 
Screening Information and Education 

● Staff and families are expected to self-report symptoms through the health screening 
questions each morning, and throughout the day if necessary  

● The school sites will post visual alerts instructing students, families, and staff not to 
enter campus if they have any COVID-19 symptoms 

● Staff at all sites have been educated through multiple presentations about the signs and 
symptoms of COVID-19 and provided access to training and informational resources  

● Staff have received and will continue to receive ongoing training and specific guidance on 
screening 

 
  
Healthy Hygiene Practices 
 

● Students will wash hands and use hand sanitizer throughout the day, including during 
bathroom breaks, lunch time, and before and after PE 

● Staff will provide students with training on proper handwashing technique 

● At some sites, sinks are available in all classrooms for handwashing; at other sites, 
students will leave the classroom for handwashing 

● Hand sanitizer and hand sanitizer stations are available on all school sites  

● Each campus is stocked with masks, gloves, and disinfectant wipes 

● Staff are provided with individual hygiene kits that include disinfectant wipes, hand 
sanitizer, and extra face masks 

● Gowns and gloves will be provided to staff who support student health procedures 
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Physical Distancing 
 

● Classroom desks will be arranged to be at least six feet apart 

● Classroom capacity at each site has been recalculated to ensure physical distancing using 
the formula of room’s square footage x 0.7 (usable floor space) / 36 (providing a 6’ x 6’ 
radius around each person) = capacity  

● When moving about the campuses, students maintain six feet apart, unless unable to do 
so due to their disability 

● Markings will be added to the floors and grounds to demonstrate six feet of physical 
distancing 

● Signs will be posted as a reminder to students and staff 

● Common gathering areas for staff will be limited to enforce six feet of physical 
distancing  

● Staff will be informed which areas are open for their use with limited capacities 

 
Restrooms 

● Each site has designated restrooms for adults and students 

● Physical distancing will be maintained inside restrooms 

 
 
Meals and Breaks 
 
Kitchens and Meals for Adults 

● Each location has specific areas designated for adults to keep food, heat food, and eat 
meals  

● During meals and breaks, staff will continue to maintain a distance of six feet apart 

● Staff will be encouraged to eat outdoors whenever possible  

● Staff will thoroughly clean and disinfect impacted areas after heating food and eating 

● Disinfectant spray and wipes are provided in kitchens and staff areas 

● There will be no sharing of food among staff, and staff will be asked not to bring food 
from home to share with others 

 
Meals and Snack Times for Students 
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● Where outside seating is available and weather permits, students will eat outdoors 

● Partner agency sites may define locations where students may eat 

● Students must maintain six feet of physical distance 

● Students are provided meals that are a ‘grab and go’ option to limit interaction between 
the student and staff supporting food service  

● During inclement weather, lunch schedules and seating arrangements will be adjusted to 
accommodate eating meals in classrooms or other designated indoor space 

● When a student removes a face covering for eating, staff will store it in a clean paper 
bag (marked with the student’s name and date) until it needs to be put on again 

● There will be no sharing food among students or shared “classroom food” 

 
 
Transportation 
 

● Under the restricted conditions necessitated by physical distancing, SamTrans will be 
limited in its ability to provide school transportation during the 2020-2021 school year 

● When busing is provided for a student, all safety actions and protocols (e.g., hand 
hygiene, face coverings) will be implemented  

● Each bus will be equipped with extra unused face coverings for students who may have 
forgotten to bring one 

● Health screening and temperature checks will be conducted by Health Aides prior to 
students boarding a vehicle 

● Buses will be thoroughly cleaned and disinfected daily and after transporting any 
individual who is exhibiting symptoms of COVID-19  

● Drivers will be provided disinfectant wipes and disposable gloves to support disinfection 
of frequently touched surfaces during the day 

● Seats will be assigned for prescribed riders, placing siblings in close proximity 

● Physical distancing will be implemented as much as is practicable 

● Face coverings will be required for all adults and students, except those who are exempt  

● Bus drivers will practice all safety actions and protocols as indicated for other staff (e.g., 
hand hygiene, cloth face coverings) 
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Staff Training and Family Education 
 

● Staff will participate in a safety protocol meeting with an SMCOE school nurse to review 
and discuss this plan 

● Topics for staff training include health and hygiene practices, proper cleaning and 
disinfecting, screening, contact tracing, testing, and supporting students’ mental health 

● Families will be informed in writing as well as during a Return to School family education 
event of the school’s safety protocols and expectations for families 

● Both staff and families will have the opportunity to ask questions and get a clear 
understanding of the plan, and ongoing training will be provided as needed  

 
 
Identification of Contacts and Tracing 
 
SMCOE will utilize guidance from San Mateo County Health’s COVID-19 Recommendations 
Checklist for K-12 Schools and Other School-Based Programs to respond to confirmed or 
suspected cases of COVID-19 with staff and students, including contact tracing, reporting 
requirements, quarantining, isolation and exclusion criteria, and cohort/school/program closure. 
A copy of this guidance is included in Appendix A and will be updated as SMCH releases new 
information. 

 
The COVID-19 Point Person will be responsible for contact tracing and communication. 

 
The COVID-19 Point Person for all schools is Monica Woodworth, SMCOE School Nurse, and 
Greg Regan, SMCOE School Nurse, will serve as the designated alternate. All school staff and 
families will be informed of the designated staff person and how to contact them.  

 
Communication Protocol When There Is a Case of COVID-19 

● The School COVID-19 Point Person will report all COVID-19 cases and clusters of 
undiagnosed respiratory illness to SMC CD Control as soon as practicable (within 24 
hours) 

● The School COVID-19 Point Person will immediately notify SMCOE’s Point Person of 
COVID-19 cases in the school community 

● The School COVID-19 Point Person and the assigned San Mateo County Health 
investigator will be in daily contact Monday – Friday, unless instructed otherwise by 
SMC CD Control.  

https://www.smchealth.org/sites/main/files/file-attachments/covid-19_recommendations_checklist_for_schools_9.8.2020_0.pdf?1600278794
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● The School COVID-19 Point Person will collect data from all schools and must 
complete a daily report for all new cases (a line list) and submit it via secure email daily 
by 10:00 a.m.  

● The SMCOE COVID-19 Point Person will notify the Superintendent 

● The School COVID-19 Point Person will notify the school community using template 
letters provided in the PRF 

● SMCOE will comply with the notice obligations set out in SB 586, ensuring that staff and 
families will receive prompt notifications of exposures and closures, while also 
maintaining confidentiality 

● School staff will receive training regarding COVID-19 reporting protocols in the event 
they receive a positive test result 

 
Testing 

● SMCOE school staff, including teachers, paraprofessionals, site facilities staff, bus drivers, 
administrative staff, and any other employee who may have contact with students or 
other staff will be tested for COVID-19 

● SMCOE has arranged for staff testing with Curative, Inc. to provide COVID-19 testing 
of staff 

● The Curative tests are PCR tests that are self-administered through a mouth swab  

● Administrative staff have received training on how to organize and monitor testing 

● COVID-19 testing will take place on two schedules 

○ Itinerant staff will be tested weekly 

○ Staff who work exclusively at one site will be tested once per month 

● Staff testing will be on a rotational schedule so that approximately 25 percent of the 
staff population is tested each week 

 
Triggers for Transitioning to Distance Learning 

● SMCOE will close a school to in-person learning when there are multiple cases in 
multiple cohorts or when at least 5 percent of the total number of teachers/student/staff 
are identified as cases within a 14-day period 

● San Mateo County Health may also determine whether school closure is warranted for 
other reasons, including results from a public health investigation or other local 
epidemiological data 
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● If closed due to the conditions described above, an SMCOE school site will reopen after 
14 days and once the following have occurred: 

○  Cleaning and disinfection 

○  Public health investigation 

○  Consultation with San Mateo County Health
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