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School Recovery Operations Plan  
This plan dictates the manner in which The Montessori School of Englewood will operate its facilities 
during the 2020-21 school year. The plan is based on the available guidance as of December 14th, 2020. 

Cleaning, Disinfecting, Sanitizing  
The school will regularly clean, disinfect, and sanitize surfaces, toys, and materials per District guidance 
on cleaning and disinfecting and the CDC’s Reopening Guidance for Cleaning and Disinfecting Public 
Spaces, Workplaces, Schools, and Homes.  

The school will adhere to the following:  

Responsibilities of MSE Staff 

● MSE has hired three full-time maintenance staff. Each member of the team has years of experience 
working within public charter schools.  

● MSE’s administration, in consultation with the school’s engineering company, will develop and 
implement a schedule for increased, routine cleaning, disinfection, and sanitization.  
● For all cleaning, sanitizing, and disinfecting products, MSE staff will follow the instructions for 
concentration, application method, contact time, and drying time before use by a child.  
● The school will implement safe and correct storage for cleaning and disinfection products located 
in the Director of Operations Office and Maintenance Storage Office 
● MSE will only use non-contact thermometers (IHealth) to check the temperatures of MSE staff and 
children. MSE staff will thoroughly clean and disinfect these thermometers per manufacturer’s 
instructions.  
● All MSE staff members are assigned a daily cleaning and disinfecting checklist relevant to their 

work environment (classroom, office, front desk, etc.)  
● All MSE staff members will receive their daily checklist, as well as training on how to complete 

the checklist, before the start of in-person learning. Classroom Cleaning Checklist  and CPS’ 
Recommendations for Pre-K Cleaning Classrooms: CPS' Pre-K Recommendations for 
Classroom Cleaning  

○ Compliance with the daily cleaning and disinfecting checklist is henceforth considered an 
essential job responsibility for every employee.  

○ All MSE staff members will confirm completion of their daily checklist upon clocking 
out at the end of the work day.  

● MSE will place signage in every classroom reminding staff of cleaning protocols.  
● MSE will implement a cleaning and disinfecting protocol for shared spaces and 

technology, including:  
○ Door handles, faucets, and toilet handles in adult bathrooms  
○ Refrigerators  
○ Copiers  

https://docs.google.com/document/d/1mTNaKAjY2X5C5VoXgiGggs8IyMBbM2uQVrBRGpPL91k/edit?usp=sharing
https://docs.google.com/document/d/1wFdgMAUmJmi4nNNoXkuqbWX6j1e-DYGEkz5oJcyQ5gY/edit
https://docs.google.com/document/d/1wFdgMAUmJmi4nNNoXkuqbWX6j1e-DYGEkz5oJcyQ5gY/edit


● All MSE staff members will receive the cleaning and disinfecting protocol for shared space and 
technology, as well as training on how to complete the checklist, before the start of in-person learning.  

○ Compliance with the disinfecting protocol for shared space and technology is henceforth 
considered an essential job responsibility for every employee.  

● Staff must practice hand hygiene following the use of shared space and technology.  
● All classroom materials will be cleaned between use by a staff member wearing gloves.  
● Classroom materials that have been in children’s mouths or soiled by bodily secretions must be 
immediately set aside to be cleaned by a staff member wearing gloves.  
● Cots will be cleaned between use by a staff member wearing gloves (Primary)  
● Bedding provided by the family must be individually labeled and stored in the child’s cubby. 
(Primary). Two washers and dryers are located in the basement near the boiler room.  
● Cots will be placed at least six feet apart while in use. (Primary)  
● Each student will have their own bin labeled for their belongings.  
● MSE students may not touch or use playground equipment during recess. Recess must take place 

on lawn or field space that is either on the school’s campus or is part of a public park. Recess 
may not take place on public play equipment.  

● Students may only use the bathroom located on their classroom floor or assigned to their 
classroom. Two students are allowed in the bathroom at a time. Each student must go through 
the entrance and exit through the opposite end. Floors will be marked.  

● Adults may only use their assigned single occupancy bathroom. Adults must follow a disinfecting 
protocol after using the bathroom, including spraying the toilet handle, faucet handle, and door 
handle before exiting the bathroom.  

● Children should not participate in disinfecting activities. Most disinfecting products are not safe 
for use by children, whose “hand-to-mouth” behaviors and frequent touching of their face and 
eyes put them at higher risk for toxic exposures.  

●  MSE will maintain hand sanitizing stations at all entrances and exits.  
● Each classroom will have hand sanitizer & Eco-Friendly sanitizers.  
 

Responsibilities of Maintenance Staff  

●  Maintenance Staff will routinely clean and disinfect surfaces and objects that are frequently 
touched. This includes cleaning objects/surfaces not ordinarily cleaned daily (e.g., doorknobs, 
light switches, classroom sink handles, countertops).  

○ MSE has increased its maintenance  budget to ensure that there are two day-time 
custodians and one nightly maintenance staff. One day maintenance staff member is 
solely responsible for disinfecting high touch points while the other is responsible for 
daily maintenance  duties, e.g. trash removal, mopping, etc.  

● When using disinfectants, the manufacturers’ instructions must be followed, including duration of 
dwell time, use of personal protective equipment (if indicated), and proper ventilation.  
● Maintenance staff will use EPA-approved disinfectants against COVID-19.  



● Maintenance staff will only use products labeled as “safe for humans and the environment.”  

● Once hybrid learning begins, the maintenance  company will use Electrostatic Spraying twice a 
week (on Tuesday evenings and Friday evenings). Electrostatic spraying takes place in between 
the use of the facility by separate groups of students with hybrid schedules.  

Schedule for cleaning  

 
 

Item/area  Person Responsible  Frequency 

High touch points (door 
handles, light switches, 
railings, faucets, sinks, toilet 
handles, toilet seats) 

Maintenance Staff  Multiple times a day by maintenance 
staff ; nightly by night crew. One 
maintenance staff solely responsible 
for disinfecting high touch points. 
This individual moves throughout the 
building constantly to ensure high 
touch points are cleaned multiple 
times a day. 

Classroom materials  Classroom 
Assistant/Teacher  

Multiple times a day; after each use 
by a child 

Bathrooms  Maintenance  Staff  Multiple times during the day by 
day staff; nightly by night crew 

Kitchens  Maintenance  Staff  Multiple times during the day by 
day staff; nightly by night crew 

Common areas (hallways,  
lobby) 

Maintenance  Staff  Multiple times during the day by 
day staff; nightly by night crew 

Shared technology  MSE staff  
members  
Maintenance Staff  

Multiple times during the day;  
MSE staff clean shared  
technology after each use; day staff 
periodically cleans all high 
touchpoints (including shared 
technology)  
throughout the day. 

Electrostatic spraying  Maintenance  staff  Twice weekly:  
Wednesday and Friday  
night 

Schedule  Staff/crew 

6:00am - 2:30pm  Day staff 



 
 

 

 
 
Cleaning and disinfecting following the identification of a COVID-19 case  

In the event of a positive COVID-19 case in the school community, the school will control spread by 
disinfecting all exposed materials and limit personnel from entering the contaminated area(s). No 
individual(s) will be allowed in the potentially contaminated area(s) directly following identification of a 
known positive case without gloves and masks and other PPE, as deemed necessary. The school 
maintenance  company will be notified and asked to conduct thorough cleaning and disinfecting, 
following the cleaning and sanitizing protocols established by CDC that include:  

● Close off areas used by the person who was sick  
● Open outside doors and windows to increase air circulation  
● Wait up to 24 hours before disinfecting and cleaning to allow respiratory droplets to settle 
 ● Clean and disinfect with electrostatic spray all areas used by the person who was sick.  

After the cleaning protocol has taken place, normal functions can resume.  

Physical Changes to the Environment to Promote Social Distancing  

The school will take the following measures in its use of space:  
● MSE will install and maintain physical barriers at the reception desk.  
● Within cohorts, students and staff will strive to maintain six feet of distance between one another.  
● Students must have assigned work spaces that are placed six feet away from each other.  
● MSE administration will provide classrooms with all the necessary materials for students to work 
in a physically distanced manner. (Individual tables for students have been ordered).  
● No more than 15 individuals (staff and children) may be clustered together in one classroom. 
● Students must not mix with other in-person groups.  
● Students must remain in their cohort of no more than 15 individuals.  
● Each cohort of 15 individuals must enter and exit the school building on its own schedule. 

Cohorts may not commingle during arrivals or dismissal.  
● Each cohort of 15 individuals must have a designated space for recess. Cohorts may not 

commingle during recess.  
● Staff members may only interact with their assigned cohort(s). Staff may serve more than one 

cohort, provided the cohorts convene on different days.  
 

● First responders, paramedics, firefighters, and any other individual responding to an emergency 

12:00pm-8:00pm  Night crew 

Wednesdays and Fridays  Electrostatic spraying 



are exempt from this policy and may enter any classroom, regardless of the number of people in 
the room. In the event of an emergency, mitigating the immediate loss of life is more important 
than maintaining pandemic health protocols.  

● Communal-use spaces, chiefly the staff break room, will only be used by staff members on a 
staggered schedule. Staff members will clean communal-use space and technology according to 
protocol in between use and will maintain six feet of distancing at all times.  

● CARES Room, with its own ventilation, will be available for any student or staff who exhibit 
symptoms, such as a fever or a cough, until the individual can be safely removed from the 
facility.  

● If there are multiple symptomatic children, MSE administrators may accompany a child to the 
CARES room to wait for their families.  

● Hallways will include occupant traffic floor direction marking on the flow, maintaining one-way 
traffic where possible. Where hallways must accommodate two-way traffic, there may only be 
one cohort of children passing through the hallway at a time. Extra time will be allowed during 
transitions to foster careful, supervised use of the hallways.  

Reopening Buildings after Prolonged Closure  
When MSE reopens its facilities, the school will ensure building systems, such as ventilation and 
water systems and features (e.g., sink faucets,) are safe to use.  

Ventilation  

Prior to reopening, MSE will engaged with Engineers to ensure the systems operate properly and 
increase circulation of outdoor air as much as possible. Windows and doors will be opened  
where possible to maximize air quality for occupants while considering safety and health risks such as 
risk of falling, outdoor air quality triggering asthma symptoms, building fire safety, and security.  

MSE installed four main vents and portable HEPA Air Filters in each classroom.  

Water System  

Prior to reopening, MSE will flush all water systems to clear out stagnant water and replace it with 
fresh water. This process will remove any metals (e.g., lead) that may have leached into the water and 
minimize risk of Legionnaires’ disease and other diseases associated with water following CDC 
guidance as as described below:  

● Flush hot and cold water through all points of use such as sinks, drinking fountains, and toilets. 
● Water heater will be set to 140 degrees Fahrenheit and hot water will be flushed at each fixture 
using hot water until its maximum temperature is reached.  
● Additional water using devices, such as ice machines and drinking water dispensers, will be 

flushed in accordance with manufacturers’ instructions.  

 



SY 2020-21 School Operations  
Physical (Social) Distancing  

The safety of our teachers, staff, students, and their families is our number one priority when offering 
onsite learning. Individuals in the facility will strive to maintain a distance of six feet of separation 
between each other and have not more than the maximum number of individuals in a single room or 
engaging in an outdoor activity as prescribed by IDPH and the Mayor’s office (for more details, see 
the section entitled “Physical Changes to the Environment to Promote Social Distancing.”)  

MSE Montessori abides by the following policy governing physical distancing:  

● MSE will install and maintain physical barriers in the Front Office and Head Start Office.  

● Within cohorts, students and staff will strive to maintain six feet of distance between one another.  

● Students must have assigned work spaces that are placed six feet away from each other.  

● MSE administration will provide classrooms with all the necessary materials for students to work 
in a physically distanced manner.  
● Staff will instruct students on the importance of physical distancing. Education training will be 
required  
● Families will also instruct their children on the importance of physical distancing.  
● In circumstances where a staff member finds it impossible to maintain six feet of distance, they 
will take the following precautious:  

○ Wear both a non-medical face mask and a plastic face shield at all times  
○ Ensure students are wearing a face mask. If the child is unable to wear a mask or shield 

due to health, psychological or developmental reasons, the staff member may use 
additional protective equipment.  

○ Move six feet away from the child as soon as it is possible to do so.  
○ Conduct hand hygiene immediately after touching a child.  

● For the presentation of classroom lessons:  
○ Staff may position themselves six feet away from a student for the delivery of lessons, 

provided that: 
■ The student and teacher must face the same direction and wear face coverings, 

unless the child is unable to wear a mask or shield due to medical, psychological, 
or developmental reasons.  

■ Time spent in any needed proximity must be minimized  
○ Elementary Teachers may give lessons in a physically distanced manner  

■ Students should be placed in predetermined locations at tables or on their 
individual rugs. 

Classroom teams are allowed, and encouraged, to conduct parts of the work cycle outside. The American 



Academy of Pediatrics identifies time outside as an effective risk mitigation strategy, especially for 
primary aged children for whom physical distancing is most difficult. According to the AAP, “Outdoor 
transmission of the virus is known to be much lower than indoor transmission.” To avoid interacting with 
other cohorts, classroom teams may only use outside space that is assigned to their cohort on a schedule 
approved by MSE administration.  

Visitors  

During all phases, the school will limit non-essential visitors.  

Essential Visitor: An essential visitor is defined as any individual whose presence inside the building is 
required to meet the educational, social-emotional, or physical health needs of the students and staff 
members. Examples include, but are not limited to: 

● Parent/authorized adult of an enrolled student who must enter the building in order to pick up a 
child demonstrating symptoms of illness.  

● Special Education service providers with whom MSE has a formal contract and who come to the 
school on a set schedule to provide services required by a student’s IEP or to conduct evaluations 
of students who may require special education services.  

● Mental health providers with whom MSE Montessori has a formal contract and who come to the 
school on a set schedule to provide counseling services to students, as requested by MSE 
administrators.  

● Emergency and first responders that the school has called in response to an emergency. 
● Maintenance  and cleaning crews  
● Facility maintenance professionals responding to urgent or essential facility needs.  
● Meal service providers  
 
All essential workers must fill out the CPS Screening form and have their temperature taken at the Front 
Office and an Administrator will review.  

Non-Essential Visitor: A non-essential visitor is defined as any individual whose presence inside the 
building is not required to meet the educational, social-emotional, or physical health needs of the students 
and staff members. Examples include, but are not limited to:  

● Parents, guardians and family members of enrolled students who are not picking up a child 
exhibiting symptoms of illness. The following activities will take place outside the front door of 
both campuses: pick-up, drop-off, submission of enrollment forms or other required documents. 
Questions and inquiries must be shared via email, text message or phone call. Conferences and 
conversations with a student’s guide must take place via Zoom or phone call.  

● Prospective parents  
● Student teachers  
● Volunteers  
● Mail carriers or delivery services  
● Consultants  

Essential visitors must comply with MSE Montessori’s policy governing face coverings and 
social/physical distancing. Any essential visitor who fails to comply with any of these or other MSE 



policies must leave MSE Montessori property immediately.  

Until further notice, the following events will not take place at MSE:  

      ● Classroom observations  
● School tours  
● Open house events  
● Potlucks  
● In-person Family and Community Engagement Meetings or its committees  
● In-person conferences  
● Special Persons Day  
● Lesson Share Day  
● Classroom performances  
● Field trips  

 

 

Traveling to and from School  

Students, families, and staff will be instructed to be aware of safety considerations during their travel to 
and from school, including using public transportation, individual cars, shared cars, and school-provided 
transportation services.  

Each cohort of 15 individuals must enter and exit the school building on its own schedule. Cohorts may 
not commingle during arrivals or dismissal.  

Students, families, and staff who walk to school will be instructed to wear masks and practice measures 
for minimizing exposure on their commute with the following tactics where possible:  

● Maintain six feet of distance between others on the sidewalk as much as possible avoiding most 
congested routes if an alternative route is reasonable and safe.  
● Stand back from gathering points such as intersections, where reasonable and safe, to avoid 
congregating in large groups.  
● Avoid touching unnecessary surfaces and objects.  
● When surfaces and objects are touched, such as crosswalk buttons, use hand sanitizer with at least the 
recommended percent alcohol.  

Students, families, and staff who rely on public transportation to get to school will be instructed to wear 
masks and take proactive measures for minimizing exposure on their commute with the following tactics 
where possible:  

● Maintain six feet of distance between others on the sidewalk and train platforms avoiding most 
congested routes if reasonable and safe.  

● Stand back from gathering points such as intersections to avoid congregating in large groups. 



● Familiarize and stay current with transit system procedures for safety of passengers.  
● Avoid touching unnecessary surfaces and objects.  
● When surfaces and objects are touched, use hand sanitizer with at least the recommended percent 

alcohol.  
● Use hand sanitizer after leaving the transit system.  
● For the remaining distance, students will be instructed to follow the above regarding walking to 

school 
 

Students, families, and staff who are dropped off at school or who drive will be instructed to wear masks                   
upon exiting the vehicle and to take proactive measures for minimizing exposure on their commute with                
the following tactics where possible:  

● Maintain six feet of distance between others on the sidewalk as they walk up to the school 
building.  

● Use hand sanitizer with recommended percent alcohol after leaving the vehicle.  

For transport vehicles (e.g., buses or car share from metro or specific bus stops) that are used by the 
school, drivers and riders will practice all safety actions and protocols as indicated for other staff. 
Students will sit at least six feet away from one another, wear masks, and use hand sanitizer upon entry 
and exit of the vehicle.  

Transportation Services 

Currently no students take transportation through a service Should this arise, proper protocols will be 
in-place and the document will be updated.  

Entering and Exiting the School Building  

All students, families, and staff will be provided instructions for entering and exiting the school.  

MSE will have two entrances. Head Start cohorts will enter the building through the front north-end 
entrance. Kindergarten will enter the building through the front south-end entrance.  

Teachers are in their respective classrooms prior to the arrival of the student cohort. Classroom Assistants 
go to their classroom cohort’s assigned entryway to meet the students and escort them to the classroom, 
ensuring physical distancing protocols are followed while in the hallways.  

Students will be dismissed at the end of the day in a similar manner:  
● Head Start Students will line up outside their classroom six feet apart and be called for dismissal.  
● Kindergarten will line up six feet apart near the bottom of the stairs south end exit.  
Details for the Arrival/Dismissal Policy can be located here: Kindergarten Arrival All families received 
a letter from the Principal to discuss Arrival/Dismissal, a phone call, and through Google Classroom.  

MSE will mark direction lines and six foot separation standing spots on the interior and post 
procedures for health screening check-point ahead.  

https://docs.google.com/document/d/1545f77ByA0Mw3YIOu14LWq0o7BlycwTUB7u-m8Uj7sw/edit?usp=sharing


Hallway Monitoring  

Students will be monitored throughout the hallways. Each Administrator has changed their office 
space to be located on each floor to monitor students. (Principal first floor, Director of 
Operations/Human Resources second floor, Executive Director and MTSS Coordinator third floor).  

Kindergarten Classrooms use separate bathrooms  

Markers are placed throughout the building to guide social distancing 
 
Staff Entrance 
Head Start Staff entrance will enter through the north-end to complete screener, temperature check, and 
sanitization.  
 

● Procedures for charter employees entering the building: All individuals must give at least a 

24 hour notice of entering the building if they are not scheduled . Individuals must email 

Maggie at mmikuzis@tmsoe.org and fill out COVID-19 Building Calendar for the date you 

are coming.  

● Building Protocols:  

● Each individual must have their temperature taken at the front office door at the 

beginning of the day. All Charter Staff must enter through the main entrance. Each 

individual will be asked screening questions, and all information will be recorded. 

● All individuals entering the building must sign in at the top of the staircase at the 

main door and into their ADP Account. 

● Do not enter anyone's office unless you have a scheduled appointment with the 

individual. 

 
Daily Health Screening  

MSE requires a daily health screen for all students and adults entering the building.  

Before arriving at either MSE, it is suggested parents take their student’s temperature. If the child’s 
temperature is 100.4 degrees Fahrenheit or higher, the family must keep the child home.  

Before entering MSE , parents/guardians, staff members, and essential visitors must complete the daily 
health questionnaire on behalf of their child(ren) or themselves. An example of our internal monthly daily 
screening can be found here: Example of COVID-19 Screening Questions The questionnaire requires 
families, staff members, and essential visitors to identify if they or their child(ren) have experienced the 
following symptoms within the previous 24 hours:  

1. Fever (subjective or 100.4 degrees Fahrenheit and above)  
2. Chills  
3. Cough  

mailto:mmikuzis@tmsoe.org
https://docs.google.com/document/d/1af-4w5VdmtXQt3_Hqf59jR3ziuPOZUQGFQEkNZjU79o/edit?usp=sharing
https://docs.google.com/spreadsheets/d/1s89zFZMnQdwPN0k0heL2i-f5PNLtBj7Wf51vxB2gU0U/edit?usp=sharing


4. Shortness of breath or difficulty breathing  
5. Fatigue  
6. Muscle or body aches  
7. Headache  
8. New loss of taste or smell  
9. Sore throat  
10. Congestion  
11. Runny nose  
12. Nausea  
13. Vomiting  
14. Diarrhea  
15. Otherwise feeling unwell  
16. Has been in close contact with a person who is positive for COVID-19  
17. Has been in close contact with a person who is awaiting a COVID-19 test results 

If the student or staff member has experienced any of the above symptoms within the previous 24 hours, 
they may not enter the building.  

Upon arriving at the campus, a MSE Montessori staff member will verify the student, staff 
member, or essential visitor has submitted a complete health questionnaire.  

Upon arriving at the campus, all students, staff, and essential visitors will take their temperature using a 
non-contact thermometer stationed at the entrance. A MSE staff member will verify that the individual’s 
temperature is below 100.4 degrees Fahrenheit. The staff member will read the non-contact thermometer 
while maintaining six feet of distance from the individual. Simultaneously, staff will visually inspect each 
person entering the building for signs of illness, which could include flushed cheeks, rapid breathing or 
difficulty breathing (without recent physical activity), fatigue, or extreme fussiness.  

If a staff member, student, or essential visitor has a temperature at or above 100.4 degrees Fahrenheit or 
presents any symptoms, they are not allowed to enter the building. Instead, they must go home and call a 
healthcare provider.  

Staff, students, and visitors may not return to MSE Montessori until:  
1. They have a negative COVID-19 test or  
2. They have been cleared by a medical provider to return or  
3. They have completed the mandatory quarantine period.  

If a staff member, student, or essential visitor has been in close contact with a person who is positive for 
COVID-19, then the individual may not enter MSE’ facilities until cleared by a healthcare provider, or 
have completed their quarantine period without becoming symptomatic or diagnosed with COVID-19.  



If a staff member, student, or essential visitor has been in close contact with a person who is awaiting a 
COVID-19 test result, then the student or staff member may not enter MSE Montessori’s facilities until 
the close contact tests negative. If the close contact tests positive, they must seek guidance from their 
healthcare provider or DC Health.  

Grouping  

The school will take measures in its scheduling and planning to achieve the following grouping practices: 
● The school will group students and staff together each day (as opposed to mixing groups of 
teachers and students, where possible).  
● The school will not host any group activities or large gatherings of students, such as assemblies 

and indoor physical education classes when six feet of distance is not possible.  
● The school will correlate classroom groups with entry and exit points as well as coordinate use of 

hallways, restrooms, outside spaces, and other shared spaces to avoid mixing groups.  

Meals  

● Students have to remove masks and face coverings during snack time and lunch time. 
● Snacks and meals for students must be prepackaged. (Meals provided via Aaramark) 
● Snacks and meals may not be self service.  
● Classrooms will not use communal bowls or utensils.  
● Hand hygiene must be practiced before and after snack and lunch.  
● In the classroom, children must sit at assigned tables/work spaces during lunch. Children must 

face away from one another during lunch.  
● Classroom teams are allowed to hold snack and lunch outside. The American Academy of 

Pediatrics identifies time outside as an effective risk mitigation strategy, especially for primary 
aged children for whom physical distancing is most difficult. According to the AAP, “Outdoor 
transmission of the virus is known to be much lower than indoor transmission.” To avoid 
interacting with other cohorts, classroom teams may only use outside space that is assigned to 
their cohort on a schedule approved by MSE administration.  

● If a classroom has snacks or lunch outside, children must still strive to sit six feet apart from 
another and must avoid facing one another while eating.  

● Students may not share food, utensils, cups or plates.  
● Staff will wash hands before and after food distribution, waste collection, and after helping 

children to eat.  
● Meals will be brought to each classroom by a designated individual or teacher assistant  
 

Recess  

● Each cohort of 15 individuals must have a designated space for recess. Cohorts may not 
commingle during recess.  

● MSE students may not touch or use playground equipment during recess. Recess must take place 



on lawn or field space that is either on the lawn or part of the public park. Recess may not take 
place on public play equipment.  

Canceling, Eliminating Activities  

The school will cancel, eliminate, or modify the program to adhere to the following: ● Cancel 
activities and events such as field trips, student assemblies, athletic events or practices, special 
performances, and school-wide parent meetings.  
● Eliminate non-essential travel for staff and teachers (e.g., conferences)  
● Revise the process for receiving mail and packages; only have necessary items delivered and 

combine orders so fewer deliveries are made.  
● Essential visitors only (see Visitors policy)  

Until further notice, the following events will not take place at MSE: 

● Classroom observations  
● School tours  
● Open house events  
● Potlucks  
● In-person meetings of the School Home Association or its committees  
● In-person conferences  
● Special Persons Day  
● Lesson Share Day  
● Classroom performances  
● Field trips  
 

 

Face Masks and Coverings  

MSE requires that all adults who enter school facilities wear face coverings. The use of face masks and 
coverings is also required when outside the building when in close proximity to students and families. 
Staff members who work directly with children must wear a face mask and a plastic face shield.  

“Adult” is defined as any individual 18 years of age or older.  

This policy applies to:  

● All MSE staff members  
● Special Education service providers  
● Mental Health service providers  
● Parents/guardians/authorized adults who enter MSE facilities to pick up a child who exhibits 

symptoms of illness  



● Meal service providers  
● Facility maintenance professionals  
● Maintenance  and Cleaning crew members  
● Emergency and first responders called to the school to respond to an emergency 

● Any other adult determined to be an essential visitor  

In accordance with the Americans with Disabilities Act, MSE will consider reasonable modifications to 
this face mask policy so that persons with disabilities can participate in, or benefit from, the activities 
and programs of MSE Montessori Public Charter School.  

If an adult has a contraindication to wearing a face covering, either medical or otherwise, then that 
individual should not participate in in-person school activities.  

 

Adults are required to wear one of the following types of face coverings. Whichever option an adult 
selects, the covering must fully cover the nose and mouth at all times and fit snugly against the side of the 
face.  

● Cloth mask  
● Disposable mask  

 

Adults must wear a plastic face shield over the mask or face covering to provide additional protection. 

Staff members are expected to come to school each day with their mask and face shield ready for use.  

Extra masks and shields will be available on site if a staff member needs to change their mask or 
shield mid-day.  

Extra masks and shields will be available on campus if a child needs to change their mask or shield 
mid-day.  

Students must remove their mask, covering or shield while eating and napping. While eating and 
napping, students must remain six feet away from one another at all times.  

MSE staff members may remove their face mask or covering in order to eat. Staff members may only 
remove their face masks to eat in designated areas of the facility.  

MSE will remove any adult from our building who fails to comply with this policy.  



MSE strongly encourages all adults in our community to abide by the following guidelines for the 
care of a cloth mask:  

● Before putting on a cloth face covering, clean hands with alcohol-based hand rub or soap and 
water.  

● Avoid touching the cloth face covering while using it; if you do, clean hands with alcohol-based 
hand rub or soap and water.  

● Do not put your cloth face covering around your neck or up on your forehead.  
● Remove your cloth face covering and replace with another if it becomes visibly dirty, wet, or 
difficult to breathe through.  
● To remove the cloth face covering:  

○ Handle it by the string ties or ear loops only. Untie the strings behind your head or stretch 
the ear loops, and remove. Avoid touching the dirty part (do not touch the front of the 
cloth face covering).  

○ Fold outside corners together (so the outside part is folded into itself).  
○ Place in a hamper or washing machine. You can include your cloth face covering in your 

regular laundry, using the warmest appropriate water setting and drying it using the 
highest heat setting.  

○ Clean hands with alcohol-based hand rub or soap and water immediately after removing 
the face coverings.  

Hygiene  

The school will prioritize personal (hand) and school-wide hygiene practices that prevent and contain the 
spread of disease, including COVID-19.  

School-wide hygiene: MSE will  ensure that the following environment will occur to maintain a 
healthy environment:  

● A health screen occurs for all people entering the school.  
● Health screen materials (non-contact thermometers) are properly cleaned.  
● Adequate supplies (e.g., soap, paper towels, hand sanitizer, tissue) are readily available in every 

bathroom and classroom throughout the day.  
● All student belongings will be separated and stored in each student’s cubby.  
● Increase air circulation only where safe and possible and ensure ventilation systems are operating 
properly. 
● Encourage staff and students to cover coughs and sneezes with a tissue. Used tissues should be 
thrown in the trash and hands washed immediately with soap and water for at least 20 seconds.  
● Install no-touch fixtures where possible.  
● Drinking fountains will not be used.  
● Regular hand sanitizing will be enforced:  

○ Ensure handwashing strategies include washing with soap and water for at least 20 
seconds, especially after going to the bathroom, before eating, and after blowing your 
nose, coughing, or sneezing. If soap and water are not available and hands are not visibly 
dirty, use an alcohol-based hand sanitizer that contains at least the recommended percent 



alcohol 
○ Make hand cleaning supplies readily available in classrooms, bathrooms, and offices. Set 

up sanitizing stations at entrances and exits.  
○ Students will wash or sanitize their hands when both entering and exiting a classroom.  

Building Signage  

Building signage will be present in high visible areas (hallways, classrooms, offices, bathrooms. etc). 

 

High-risk Individuals  

MSE Montessori Public Charter School strongly encourages that all students, staff, and essential visitors 
who are at high-risk for experiencing severe illness due to COVID-19 be cleared by a medical provider 
before attending work or school at MSE Montessori in-person. “High-risk” includes, but is not limited to:  

● Chronic Lung Disease  
● Moderate to severe Asthma  
● Serious heart conditions  
● Immunocompromised conditions  
● Severe obesity (>40 Body Mass Index)  
● Diabetes  
● Chronic Kidney Disease  
● Liver Disease  
● Individuals who are 65 years of age and older  

Any student, staff member, or essential visitor who has a medical condition not listed in the policy, but is 
still concerned about their safety, is encouraged to consult with a medical provider.  

Any student, staff member, or essential visitor who lives with, or cares for, an individual who is high-risk 
for experiencing severe illness due to COVID-19 is encouraged to consult with a medical provider.  

Staff members and essential visitors have the responsibility to self-identify as high-risk. Parents/guardians 
have the responsibility to identify their child or another family member as high-risk.  

Administrators and representatives of MSE Montessori Public Charter School will not ask any staff 
member, visitor, or family member questions about their personal health conditions. Any personal 
health information that staff members, essential visitors, children, or family members provide MSE 
administrators will be kept confidential.  

Exclusion or Dismissal from Onsite Learning  

The school will adhere to the following exclusion and dismissal criteria:  



Exclusion Criteria: Students and staff must stay home, or not be admitted if:  
● The student or staff member has had a temperature of 100.4 degrees or higher, ● 
They’ve had close contact with an individual confirmed to have COVID-19, or ● 
They’ve had close contact with an individual who is awaiting COVID-19 test results.  
 

If a student or staff member reports any of the above symptoms or exposure, or is confirmed to have 
COVID-19, the student or staff member must not return to school until:  

● They’ve been cleared by a health care provider,  
● They’ve received a negative COVID-19 test,  
● They have completed the quarantine period without becoming symptomatic or diagnosed with 

COVID-19.  

Dismissal Criteria: If a student or staff member develops a fever or other signs of illness, the school must 
follow the above exclusion criteria regarding the exclusion and dismissal of students and staff.  

● For students, the school is to immediately isolate the student from other students, notify the student’s 
parent/guardian of the symptoms and that the student needs to be picked up as soon as possible, and 
immediately follow cleaning and disinfecting procedures for any area(s) and material(s) with which the 
student was in contact.  

● For staff, the school is to send the staff member home immediately and follow cleaning and 
disinfecting procedures for any area(s), material(s), and equipment with which the staff member 
was in contact.  

If a school staff member must take a student’s temperature at any point, they should use the non-contact 
thermometers installed at the entry to the building. They should use CDC guidelines for safely taking 
temperature, including the use of personal protective equipment (PPE).  

Exposure Reporting, Notification, and Disinfecting  

To ensure a clear and efficient process for communication, the school has identified Maggie Mikuzis as 
the internal COVID-19 point of contact (POC). This person is responsible for ensuring the below steps 
are followed in the event of a confirmed case of COVID-19  

Step 1: Report to Health Department  
The school will follow existing procedures for reporting communicable disease. In the event of a 
confirmed case of COVID-19 in a student, staff member, or any individual who has entered the building, 
the school will notify CDPH http://redcap.link/chicovidreport 

Step 2: Communication to Families and Staff  
MSE will protect the privacy of individuals when alerting families and staff to a COVID-19 case. 
Communication to be completed will include: 

● Notification to all staff and families in the event of change of school schedule  
● Notification to those staff and families of students in close contact with the individual and will 



state the requirement to quarantine for the recommended time 
● Notification to the entire program that there was a COVID-19 positive case, those impacted have 

been told to quarantine, and all areas that the individual was in contact with will be cleaned, 
sanitized, and disinfected.  

MSE will communicate this information with staff and families via e-mail, text message and, when 
necessary, phone calls.  
Examples of MSE Letters:  
Individual in close contact 
Reporting Positive Case to Staff 
Letter Home to Parents COVID-19 

Step 3: Cleaning, Sanitization, and Disinfection of Affected Spaces  
In the event of a confirmed COVID-19 case in a student or staff member, MSE will immediately close                  
the room(s) the COVID-19 positive individual was in once all students in that group have exited the                 
school and follow cleaning, disinfection, and sanitization guidance from the CDC, linked here:  

● If seven days or fewer have passed since the person who is sick used the facility, follow these 
steps  

○ Close off areas used by the person who is sick.  
○ Open outside doors and windows to increase circulation in the areas.  
○ Wait up to 24 hours or as long as possible before cleaning or disinfecting to allow 

respiratory droplets to settle.  
○ Clean and disinfect all areas used by the person who is sick, such as classrooms, 

bathrooms, and common areas.  
● If more than seven days have passed since the person who is sick used the facility, additional 

cleaning and disinfection is not necessary. Continue routine cleaning and disinfection.  

Distributing Educational Materials  

All materials will be sanitized prior to assigning to a student. For students who are unable to travel to 
school, the materials will be dropped off at the student’s residence. The student and family will sign an 
agreement to take care of the materials and follow school behavior policy (see Tech Policy for more 
details).  

Oversight of Before and After Activities  

MSE will not offer before and aftercare as of now for the  2020-21 school year. MSE will introduce 
before and aftercare at its discretion. Before and aftercare, if introduced, will be led by MSE staff 
members, and students will be groups with the same students they were grouped with during the school 
day (to the fullest extent possible). MSE will not engage vendors or contractors for the delivery of before 
and/or aftercare services until further notice.  

Providing Personal Protective Equipment (PPE)  

● MSE will provide every staff member with two (2) reusable, cloth face masks and one (1) plastic                  

https://docs.google.com/document/d/1d37aTSnxwHwigtEhsoZsHTr46PQTCVOqaEYO46a5FcU/edit?usp=sharing
https://docs.google.com/document/d/1NyD3MGzIRMea7kPpoHGZcer50ycLOInn1U-dljayFWI/edit?usp=sharing
https://docs.google.com/document/d/1ljWE_Y4OwziB_YiAM1NTLMahUCMy7rRZwzQZe4Y6Kh0/edit?usp=sharing


face shield. Every staff member is responsible for bringing their masks and shield to work each                
day, ready for use.  

● MSE will store extra cloth face masks and plastic face shields for staff members who need to 
change their face covering throughout the day.  

● MSE still stock disposable masks, gloves, goggles, and aprons.  
● Upon request, each child will be provided with either a face mask or a face shield.  
● MSE will store extra child-sized face masks and plastic face shields for students who need to 
change their face covering throughout the day.  

 
 

Collecting and Reporting System  

The school will record attendance in ASPEN and an internal documentation on Google Drive. MSE’s 
internal database of all synchronous learning touchpoints will be maintained as evidence of the 
attendance determination recorded in ASPEN. MSE will keep an internal documentation pertaining to 
attendance including: home visits, documentation of phone calls. MSE follows CPS’ Attendance 
Policy and Protocols.  

MSE currently has an attendance team. Please follow this link to see the plan: MSE Attendance Plan 

 

Technology Policy  
Purpose: MSE is committed to the effective use of technology to both enhance the quality of student 
learning and the efficiency of school operations.  

Pre-COVID-19 students’ use of school owned and operated technology resources was a privilege, not a 
right. During and post-COVID-19 student use of, and access to, school-owned-and-operated technology is 
a necessary part of the learning process for all students. MSE Montessori is committed to equitable access 
to technology resources necessary for learning for all students. Parents/guardians must sign and submit 
MSE’s Chromebook Borrowing Agreement and Policy for Use.  

Beyond defining MSE Montessori’s general policy on providing equitable access to technology and 
ensuring its safe use, this policy provides a series of steps to ensure a Return to School Technology Plan 
is in place. It will include training and support for teachers to adapt virtual learning skills for the 
classroom. Additionally, it will provide training in data and cyber security to assist staff in understanding 
the risks and responsibilities associated with the new learning environment.  

Equipment, Software, and Training Expectation and Supports for Students and Staf  

MSE will provide all students and staff with the necessary technology equipment, software, and training 
to fully participate in remote learning as indicated in the tables below.  

https://docs.google.com/document/d/1SH_oa1vH7uvr_osP7WvGMutPDJ4r95AMu2I20yPsfl8/edit?usp=sharing


 
All students and staff will have access to the following platforms using school-created and maintained 
log-in and passwords.  
 
For every piece of equipment and software, MSE will provide training for staff and families on proper 
use and care. Training will also include a way to access technical support for malfunctioning equipment 
and to use the equipment and software properly.  

Training for staff members will take place during the period of August 10-21, 2020. Additional training 
and professional development will be provided periodically throughout the year on Monday afternoons 
and Wednesdays.  

Training for family members will begin during the week of August 24 and will continue on a weekly 
basis during the entire school year.  

Review and Assessment  

We will review the inventory of what equipment that was previously assigned to returning students and 
staff and ensure that they are in working order. For new families and staff joining the school community,  

56we will survey their needs (first survey was circulated to families in late July). Survey data includes the 
family’s internet availability and speed; the availability of devices used in their homes to support virtual 

learning.  

We will keep extra equipment onsite for students and staff to borrow.  

MSE owned-and-operated Chromebooks will include GoGuardian for safety purposes.  

MSE will ensure all relevant software is installed on MSE owned-and-operated Chromebooks 
before assigning them to students.  

MSE will provide training to families that have elected to use their own device on how to 
download these programs.  

We will survey families and staff on their training needs for equipment use and software use and build a 
schedule based on need. All training will be provided remotely. If family or staff need help setting up 
equipment, accommodations will be made to offer onsite training, following CDC social distancing 
guidance.  

Support Provided for Students without Access to Internet or Devices  

Families at MSmay be provided technology for use outside of school. Equipment and resource access 
are based upon the family’s needs as determined by administration staff, operations staff, and school 
technology specialists. The equipment is on loan and is property of MSE and must be returned when 



asked.  

Based on the needs assessment, students without internet access and/or devices will be provided access 
via Chicago Connect or a mobile hotspot and an age-appropriate device.  

Where possible, students will be expected to retrieve hotspots and devices at the school, where they will 
also receive training and expectations for proper use and care of equipment. For students and families not 
able to retrieve equipment from the school, arrangements will be made for contactless dropoff of the 
equipment. Training, expectations and care of equipment will be provided virtually in such cases.  

Replacing/Repairing Equipment  
MSE Montessori is responsible for general maintenance and tech support on all school-owned 
equipment, but families are expected to follow standards of care when lent equipment. Families are also 
expected to notify school staff if they discover damage to tech equipment.  

MSE Montessori will have replacement equipment for families and staff on an as-needed basis.  

Families and staff will coordinate with the MSE Tech to identify and day and time to return broken 
equipment onsite. In the event that a family is unable to come to the school, a MSE administrator can pick 
the broken device up from their home, while practicing appropriate safety measures.  

When families receive a replacement or loaner device, they will sign a new Mobile Device 
Agreement that includes the serial number of the new device.  

Chromebooks returned to the school by families and staff will be reviewed by the tech team.  

Families will not be financially penalized for lost, stolen or malfunctioning devices. In the first instance of 
a lost, stolen or malfunctioning device, families will receive a replacement device to use at home under 
the same arrangement as previous. In the event that the family loses or damages a second device, MSE 
may consider inviting the student(s) onsite to conduct virtual learning from a MSE-owned Chromebook 
under the supervision of MSE staff to ensure proper use of the equipment.  

Expectations for student access to Internet and safeguarding personally identifiable information  

In compliance with the Children’s Internet Protection Act (CIPA), MSE filters internet content accessed 
using the school network.This filtering extends to home use on Chromebooks viaGoGuardian monitoring. 
All activity is monitored. Devices issued to students by MSE will have pre-installed software 
(GoGuardian) that prevents students from accessing prohibited sites and allows school personnel to 
remotely log into the device, update its software, or disable the device entirely.  

Parental supervision is strongly advised while the school equipment is being used at home.  

Student login information (username and passwords) will be recorded by the school. A family or               
staff member that forgets their login information or is locked out of software, must contact a MSE                 
Montessori administrator to address the issue.  



suspect Zoombombing.  

Family Engagement Policy  
Purpose: This policy will describe how MSE will partner and communicate with families about 
continuous learning and school operations.  

Consistent and clear communication with students and families is vital for supporting the community of 
students and families and for maintaining the health and safety of the school community. Communication 
to students and families will happen across many media: posted signage in the building, access to 
resources and information on the school website, and on-demand notification through social media 
channels and individual outreach. MSE will continue to hold the monthly Parent Policy Committee and 
Village Advisory Committee Meetings virtually.  

 

General School-wide Communication  

Website  

MSE www.tmsoe.org. It serves as the location for general information about the school as well as specific 
details on the program offerings, staff, and typical school operations details (calendar, forms and news). 
This information is available to families 24 hours, 7 days a week.  

Contact information: current and prospective families can find all information on how to contact school 
administration.  

Family Resources: school enrollment and registration details, the school calendar, and additional 
materials to support families. The school’s website is the source for the most up-to-date, authoritative 
Family Handbook. The version of the Family Handbook available on the MSE Montessori website 
supersedes any other version or copy that families or staff members may have in their files.  

Food Programs: In accordance with OSSE guidelines, all required information about MSE’s food 
program will be available to families on a monthly basis.  

Operating Status: The school’s operating status (open, closed, weather delay, etc.) will be communicated 
on the main page of the website. Should the school need to close due to COVID-19 or for any other health 
or safety reason, families will be advised via a banner on the homepage.  

 

Academics 



 

Kindergarten In-Person Schedule  

 

Kindergarten Schedule 

 

 

Resources to provide further information regarding COVID-19: 

https://www.dph.illinois.gov/ 

https://www.chicago.gov/city/en/sites/covid-19/home/emergency-travel-order.html 

https://www.cdc.gov/coronavirus/2019-ncov/index.html 

CDC: When and How to Wash your Hands 

A Hand Washing Social Story 

Bathroom Routine Visual 

Support Understanding Handwashing  

How to Protect Yourself & Others 

Don’t Touch your Face Video 

 

https://docs.google.com/document/d/1s1Ee5G2bR2xe0f94UXFTT7D2R--T0FGWeasa9I-JHiQ/edit?usp=sharing
https://www.chicago.gov/city/en/sites/covid-19/home/emergency-travel-order.html
https://www.cdc.gov/handwashing/when-how-handwashing.html
https://paautism.org/resource/hand-washing-social-story/
https://www.iidc.indiana.edu/irca/resources/covid19-visuals-and-social-narratives.html
https://afirm.fpg.unc.edu/sites/afirm.fpg.unc.edu/files/covid-resources/Support%20Understanding-Handwashing%20%28Clipart%29.pdf
https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/prevention.html
https://www.youtube.com/watch?v=8uOMXmlsgls

