






 
November 24, 2020 
 
To Whom it May Concern, 
 
ICEF Public Schools engaged all of our stakeholder groups before making the decision to submit the TK-2 waiver for                   
school reopening. Since our school closure in March 2020, we have worked to ensure that we remain connected to our                    
students, families and staff, even though we have not been able to come together physically. Surveys have been                  
administered to staff and parents each month since the start of the 2020-2021 to gauge their satisfaction with our virtual                    
learning program, needs they have for themselves or for their students/children, and comfortability with returning to                
work/school in-person.  
 
Surveys Administered: 

● ICEF Spring 2020 Distance Learning Survey - Staff, Students, Parents 
● ICEF Community Needs Survey - Spring 2020 
● ICEF Parent Check-In Surveys - September 1st, October 1st, November 1st 
● ICEF Staff Check-In Surveys - September 1st, October 1st, November 1st 
● ICEF Embrace the Mind Social Emotional Survey - November 2020 (parents, students, staff) 
● ICEF Return to Onsite Work Questionnaire 

 
Through these surveys, we’ve learned that teachers and families are becoming increasingly comfortable with delivering               
instruction online, but our youngest students in grades TK-2 are having the most challenging experience. Virtual learning                 
makes it difficult for our instructors to teach foundational reading, writing and math skills, and to create learning                  
environments where students are able to form those critical relationships that support their growth and development.                
Teacher leaders at each site are members of the Covid reopening teams and provide input on distance learning logistics,                   
safety procedures, schedules, and communication.  
 
Additionally, each ICEF school has monthly meetings with their Parent Advisory Group to discuss our distance learning                 
program and reopening plans. Principals also hold monthly Coffee with the Principal check-ins to discuss concerns and                 
share progress/plans with a larger group of parents. We strategically leverage our Covid Communications Plan to provide                 
updates and guidance across various social media communication platforms to our ICEF community. 
 
In order to support our diverse learners, much planning has gone into what this will look like to ensure optimal learning                     
environments for these students. Our ICEF Special Education team has held monthly meetings since the spring with our                  
largest non-public agency partner that provides support and services to students and families. These meetings have                
helped ICEF to craft reopening plans that address the special education needs of all identified students. 
 
Community is one of ICEF Public Schools’ core values. Our stakeholders have been a part of all planning and decisions                    
since our school building closures in March. They will continue to have a strong voice if we are granted the waiver to                      
reopen our campus to our youngest TK-2 ICEF scholars.  
 
If additional information is needed, please feel free to contact me at rgomez@icefps.org.  
 
Sincerely, 
 
 
 
Ryan Gomez 
Chief Schools Officer, ICEF Public Schools 
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“IILA will provide a positive learning environment where scholars have access to a rigorous and 
innovative academic program that engages all stakeholders." 
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Nov 18, 2020 
 
 
 
Dear Los Angeles County Officials, 
 
The teachers and faculty at ICEF Innovation Los Angeles are pleased to support our 
school’s waiver application. 
 
Distance learning has been challenging for the entire ICEF Innovation community. In-
class instruction is essential for the social-emotional well-being of our students, as well 
as for their academic learning.  We are confident that our school has taken the required 
steps necessary to ensure a safe return to campus.  
 
We would urge you to immediately approve the enclosed waiver application and allow 
ICEF Innovation Los Angeles to return in a hybrid model for our TK-2 students as soon 
as possible.  
 

Sincerely, 
 

 

Leslie McGee 
Principal 
ICEF Innovation Los Angeles 
 
 





800 S Figueroa Street, Suite 950 Los Angeles, CA 90017 
(213) 628-3673 | www.bgcmla.org |Tax ID No. 81-0851473 

 

November 24, 2020 

To Whom It May Concern, 

The Boys & Girls Club of Metro Los Angeles enjoys a very special partnership with 
ICEF Public Schools and has for several years.  

In our long history of working with youth in our community through tutoring and 
scholarship programs, internship programs and many more we recognize the social 
emotion benefits to children to return to in-person instruction.  Our youngest learners are 
in the most need of in-person instruction because it is difficult to access the instruction 
from home. Our students from our community are in need of a safe space that allows 
them to learn.  

We therefore, encourage and support ICEF waivers for TK-2 Hybrid as we support the 
same community and collaborate to provide them with safe and quality instruction.  

Sincerely, 

Veronica Jimenez 
Vice President of Operations 
Boys & Girls Club of Metro Los Angeles 

Zafar Brooks 
CEO 

Board of Directors 
Board Chair: 
Karen E. Pointer, Esq. 
Lerman & Pointer LLP 

Vice Chair: 
Andrew Tennenbaum 
Flashpoint Entertainment 

Secretary: 
Ed Magee 
Fender 

Treasurer: 
Keith Drake 
Torrey Pines Bank 

Myeisha P. Gamiño 
Pacific Clinics 

Andrew Cheng 
Gibson, Dunn & Crutcher LLP 

Zulema Garcia 
Herbalife 

David Gross 
The Confluent Group 

Devin Johnson 
The SpringHill Company 

Larry Jones 
Fox Sports 

Carol Kim 
Health Net, Inc. 

Al Multari 
Barnana 

Jr. Regisford 
World of Dance Records 

Rick Schlesinger 
McKinsey & Company 
(Retired) 

Carrie Schwab-Pomerantz 
Charles Schwab 
Foundation 

Varun Soni 
University of Southern 
California 

Brian Stolz 
BridgeBio 

David Wurth 
C-Suite Quarterly

http://www.bgcmla.org/


SOUTH CENTRAL TRAINING CONSORTIUM, INC.

www.SouthCentralTrainingConsortium.Com    Phone: 323-446-4311   Fax: 661-349-4633  E-mail: SCTC@SouthCentralTrainingConsortium.com

Mailing Address: 24307 Magic Mountain Pkwy #270, Valencia CA 91355

                                     SERVING THE SOUTH LOS ANGELES AND PALMDALE/LANCASTER AREAS OF SOUTHERN CALIFORNIA

  It takes a village to raise a child.                                                                                         - An African Proverb
It takes healthy, wise, dedicated, sheltered, determined, resolved, stable, respected villagers—to raise a child.
                                                                                                                            - Dr. Rhonda Brinkley-Kennedy

SCTC:
Facilitating the psychological growth and emotional healing of villagers.

Increased education in the village
+ Increased services to the village
= Stronger productive villagers:

A place to raise a child

November 24, 2020

Dear Los Angeles Department of Public Health, 

I am writing to urge you to accept the TK-2 Waiver application for all 4 ICEF Elementary schools. We at South Central 
Consortium are working tirelessly to support the social-emotional well-being of our youth from the inner city of Los Angeles 
and Inglewood.  Our students need a safe learning environment that will give them the opportunity to be future leaders of our 
communities.  Since partnering with ICEF 4 years ago we have made tremendous gains when filling the mental health gaps and 
providing supports for families. 

As CEO of South Central Training Consortium, I respectfully ask that you grant them the approval to open their hybrid 
learning model for ICEF's TK-2 students. 

Sincerely, 

Rhonda Brinkley-Kennedy, PsyD, LMFT
South Central Training Consortium



 
 

3855 W. Slauson Ave., Los Angeles, CA 90043 

Office: 323.290.6900 | Fax: 323.293.9092 | www.icefps.org 
 
 

November 19, 2020 

 

Dear Los Angeles County Department of Public Health Waiver Review Members, 

 

On behalf of ICEF Public Schools, I request, as Chief Executive Officer, your consideration of 

this Waiver Application for ICEF Innovation Los Angeles Elementary School for grades TK-2 in-

person education.  

 

For the past six months, ICEF Public Schools has worked diligently to prepare its Schools 

Reopening and Safety Plans for 2020-2021. Additionally, we have developed a robust and detailed 

Containment, Response and Control Plan all in response to COVID-19 Pandemic.  

 

ICEF Public Schools has completed the Los Angeles County Department of Public Health K-12 

Reopening protocols and guidelines for all of our 7 schools. ICEF Public Schools has secured all 

of the necessary PPE as defined by the DPH for students and staff. We have developed a plan for 

surveillance testing into our regular operations with strategies to ensure periodic testing when 

instructed by the DPH.  

 

The ICEF Innovation Los Angeles Elementary administration and staff is in support of a carefully 

planned safe school reopening for hybrid classroom instruction.  

 

The ICEF Public Schools Board of Directors is in support of schools following their DPH approved 

protocols to safely reopen for classroom instruction. The Board of Directors of ICEF Public 

Schools have also submitted a letter of support for this application.  

 

We appreciate the opportunity to submit this application. The return to campus for in-person 

instruction for our TK-2 students is a priority for ICEF Public Schools. Our organization serves 

96% students eligible for Free and Reduced Price Meals.  Our educational work is essential to the 

families we serve and our social-emotional support for students critical during this time. Our 

students truly need and deserve the opportunity to be in a safe learning environment. I hope you 

will review this application and grant us the waiver for ICEF Innovation Los Angeles.   

 

Sincerely, 

 

 

 
Parker Hudnut 

CEO 

ICEF Public Schools 



 
 

3855 W. Slauson Ave., Los Angeles, CA 90043 

Office: 323.290.6900 | Fax: 323.293.9092 | www.icefps.org 
 
 

 

 

 

Nov 19, 2020 

 

 

 

 

Dear Los Angeles County Department of Public Health Waiver Review Members, 

 

On behalf of the members of ICEF Public Schools Board of Directors, we respectfully write our 

support for the approval of ICEF Public Schools four elementary school sites waiver application 

to resume in-person hybrid instruction for our grades TK-2.  

 

We have been in regular contact with the Executive team of ICEF Public Schools to ensure a safe 

working and learning environment for our employees and students. We are committed to address 

any other concerns or effects to the working and learning communities brought by COVID-19 and 

the return of students to campus, especially as guidance may change from the LA County 

Department of Public Health due to the constantly changing pandemic.  

 

The ICEF Public Schools Board of Directors is committed to a safe TK-2 Hybrid reopening plan 

and confident our plan will ensure a safe return to school for our students.  

 

 

Sincerely, 

 

 

 

David G. Moore 

Board of Directors President 

ICEF Public Schools 
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COVID Containment, Response, and Control Plan 

 
Addendum to County of Los Angeles Department of Public Health Checklist 
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Section A 
Workplace Policies and Practices to Protect Staff (“Employees”) and Students  

Our school has a COVID-19 Containment, Response, and Control Plan that describes 
our schools comprehensive approach to preventing and containing the spread of 
COVID-19 on campus. The plan includes, but is not limited to the components listed on 
the above checklist and in addition, includes the following school site specific 
information:  

 ICEF COVID Compliance Team 
 

(Employee Personnel Matters & Higher Level 
Support) 

Members:  
1). Linda Christiansen 

(Member who is the designated Liaison to 
DPH) 

2). Ryan Gomez 
3). Maria Ramirez 
4). Shuron Owens 
5). Shelby Pealer 

 School Site COVID Compliance Team 
 

(Parent, Student, Visitor Personnel Matters & 
School Site Level Support) 

Members:  
1). School Principal 
(Member who is the designated Liaison to 
DPH) 
2). School Operations Manager 
3). Assistant Principals 
4). Community Relations Coordinator 
5). Facilities  

Protocol & Procedures for Positive COVID Test 
(Faculty, Staff, Student, Visitor) 

Process/Procedure Outlined: 

Should a member of the school community (faculty, staff, student or visitor) test positive for, or                
has symptoms consistent with COVID-19 (“Case”), the plan addresses: 

● Immediate separation of the Case from the school community to self-isolation at home             
if notification occurs while the Case is onsite. The plan also allows for temporary,              
onsite isolation of the Case if arrangements are needed for the person’s return to their               
home. 

KEY 

Home Office School Site 
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○ Students:  
■ Step 1: Student is immediately quarantined in Isolation Room until they           

are able to be picked up 
■ Step 2: Contact parent for immediate pick-up 
■ Step 3: Clean campus and do not allow staff/students on site for 48             

hours  
■ Step 4: Upon returning to site, family must provide clearance from           

medical provider after the 10 day isolation period.  
○ Staff: 

■ Employee will be removed from campus/home office 
■ Covered under leave of absence policy. Employees are required to          

provide a return to work document. See LOA section for more           
information.  

● Factsheets or other informational materials to be given to the Case (or appropriate             
family member/s if the Case is a child) covering regulations governing self-isolation.            
For current information regarding self-isolation, please consult the LA County          
Department of Public Health website at:       
http://publichealth.lacounty.gov/acd/ncorona2019/covidisolation/ 

Additional Resources to Provide to Family 
that Cover Self-Isolation and Links to 

Further Resources 

In-Home Isolation Instructions 
 

In-Home Quarantine Instructions 
 

English | Spanish 

School Exposure Management Plan 
(Link - See Exposure Management Plan K-12 Schools as Checklist is always updating) 

Utilizing Checklist Last Updated: 10/18/2020 

Process/Procedure Outlined: 
Use this link above to develop the school-site process and refer to the K-12 Exposure 
Management Checklist.  
 
Please note that, if anyone screens positive for symptoms prior to school entry during the 
check-in procedure or while at school but has not yet tested positive for COVID-19, the school 
must follow DPH guidance on Decision Pathways. 
Last updated: 10/14/2020 
 
Contact Tracing Information 
 

Procedure for Isolation of Cases: 
● Should a member of the school community experience COVID-19 symptoms 

(such as fever, cough, or shortness of breath) while at school, they will be 

KEY 

Home Office School Site 

http://publichealth.lacounty.gov/acd/ncorona2019/covidisolation/
http://publichealth.lacounty.gov/acd/ncorona2019/covidisolation/
http://www.publichealth.lacounty.gov/acd/ncorona2019/covidisolation/
http://publichealth.lacounty.gov/acd/ncorona2019/covidquarantine/
https://drive.google.com/file/d/1Bf_GHtkCYYfbWbTLeDC0_uwaLp837GjM/view?usp=sharing
https://drive.google.com/file/d/1pOQ2iDIrxz73Jg5n2yfeU5OCQs1qzLQ-/view?usp=sharing
http://publichealth.lacounty.gov/media/coronavirus/reopening-la.htm#k12
http://publichealth.lacounty.gov/media/coronavirus/reopening-la.htm#k12
https://drive.google.com/file/d/1ZuGp9h2FyBlr7HyqY9VmXxz5-UwhO_Fq/view?usp=sharing
https://drive.google.com/file/d/148HDgrtdqBr32WjGHFarhRxzDah1Rv-Q/view?usp=sharing
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immediately quarantined and a parent or emergency contact will be phoned. 
Individuals who are sick should go home or to a healthcare facility, depending 
on how severe their symptoms are, and follow CDC guidance for caring for 
oneself and others who are sick. 

● The school has identified an isolation room and quarantine area. See 
additional procedures outlined later in the document. 

● If an exposure happened in a school classroom or school cohort, the entire 
classroom or cohort is considered exposed and will require quarantine.  

● In addition, ICEF has adopted a COVID data tracker in order to monitor the 
number of cases that we will report as needed to the LA County Department of 
Public Health. 

 
Procedure for Identification of Persons Exposed to Cases at School: 

 
A person is considered to be exposed if they are one of the following: 
 
A person is considered to be infectious from 2 days before symptoms first appeared 
until they are no longer required to be isolated (i.e., no fever for at least 24 hours 
without the use of medicine that reduces fever AND other symptoms that have 
improved AND at least 10 days have passed since symptoms first appeared). A 
person with a positive COVID-19 test but no symptoms is considered to be infectious 
from 2 days before their test was taken until 10 days after their test.  
 

1. If the exposure happened in a school classroom or school cohort, all persons 
that were in the classroom or cohort during the infectious period are 
considered exposed at this time. 

2. An individual who was within 6 feet of the infected person for more than 15 
minutes, even if a non-medical face covering was worn. 

3. An individual who had unprotected contact with the infected person’s body 
fluids and/or secretions of a person with confirmed or suspected COVID-19 
(e.g., being coughed or sneezed on, sharing utensils or saliva, or providing 
care without using appropriate protective equipment). 

 
See section for contact tracing.  
 
The school compliance officer will generate a list of students and/or employees that 
are affiliated with the school who have laboratory-confirmed COVID-19 infection and a 
list of student and/or employees that are affiliated with the school with exposure to the 
infected person while infectious. The school compliance officer will submit this 
information to DPH using the COVID-19 Case and Contact Line List for the 
Educational Sector within 1 business day of notification of a case. If needed, additional 
time may be requested. For technical assistance on how to complete the line list 
contact: ACDC-Education@ph.lacounty.gov.  

KEY 

Home Office School Site 

https://drive.google.com/file/d/1DlE52egKwH58vPQIk7O_D5Sx441cka0l/view?usp=sharing
https://drive.google.com/file/d/1DlE52egKwH58vPQIk7O_D5Sx441cka0l/view?usp=sharing
mailto:ACDC-Education@ph.lacounty.gov
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Form last updated September 22, 2020.  
 

It is important to note as well that if the exposure happened in a school classroom or 
school cohort, all persons that were in the classroom or cohort during the infectious 
period are considered exposed at this time. 
 
In addition, we will keep all employee and students confidentiality rights at the forefront 
of our mind if we do need to ask anyone to transition to a quarantine area or isolation 
room at any point during the day. 
 
Immediate Quarantine of Exposed Employees and/or Students: 

 
Inform those who have had close contact with a person diagnosed with COVID-19 to              
stay home and self-monitor for symptoms, and follow CDC guidance if symptoms            
develop.  
 
If students or staff are on campus who were potentially exposed, the procedure will be:  
 

1). Staff and students possibly exposed will be immediately quarantined in a            
room with natural airflow to outside and students will receive a medical grade             
mask to wear. If you are quarantining the entire cohort or classroom, it is              
appropriate for that space the be the quarantine area. 
 

Student and employee privacy is top priority and we will make this            
transition in the most supportive way possible. 

 
2). Staff will be asked to leave campus immediately and all supervision of             
students will shift to an administrator who will also be wearing a medical grade              
mask, maintain 6 ft. at all times, and with use of appropriate PPE.  
 
3). Families will be called and asked to pick up their students as soon as               
possible and provided information on COVID testing centers along with the           
process to enter campus again. Refer to the ICEF Communications Guide for            
social media recommendations and letters for families/talking points. 

 
Access to Testing for all Exposed Individuals: 
 
School shall provide the exposed individual with a link to the DPH for a list of the local 
testing locations along with locations to go to that is covered under their medical 
insurance. In addition, ICEF is offering once a month testing on site that will be 
mandatory for any individual coming to site.  
 

KEY 

Home Office School Site 

https://docs.google.com/document/d/1SzUImlSeXEXKsO_QaV2ni-O9JwwIsiRMeacjcmUezn0/edit?usp=sharing
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Reporting Exposures to Department of Public Health:  
See link here.  

 
In accordance with state and local laws and regulations, school administrators will            
notify local health officials, staff, and families immediately of any case of COVID-19             
while maintaining confidentiality in accordance with the Americans with Disabilities Act           
(ADA). 
 

Communication Plan with DPH 

Process for Tracking Cases 

ICEF Tracker 
 

Link Here for ICEF Family/Student Tracker 
Template 

 
Link Here for ICEF Employee Tracker 

Template 

Directions: 
 
If there is 1 confirmed case of an employee, 

HR will notify DPH by submitting the 
COVID-19 Case and Contact Line List for the 
Educational Sector and -cc School Principal. 

 
If there is 1 or more confirmed case for a 

student, parent/guardian, or visitor, school 
site will notify DPH by submitting the 

COVID-19 Case and Contact Line List for the 
Education Sector and -cc Home Office Team. 

 
In addition, if there are 3 or more cases within 

a period of 14 days, we will notify the 
Department of Public Health via email 

ACDC-Education@ph.lacounty.gov or by 
calling (888) 397-3993 or (213) 240-7821. 

Please also refer to this document for specific 
information on the COVID Exposure 

Management Plan. 

Contingency Plan for Full or Partial Closure 

Procedures/Protocols for Partial Closure: 
 
Not applicable at this time due to the size of our schools. If an employee, visitor or student is                   
diagnosed with COVID, we will move into the full closure process.  
 
Procedures/Protocols for Full Closure: 
 

KEY 

Home Office School Site 

https://drive.google.com/file/d/1DlE52egKwH58vPQIk7O_D5Sx441cka0l/view?usp=sharing
https://drive.google.com/file/d/10IH-xIe5eHFFyZk9yHBcspc8VEyhxgYo/view?usp=sharing
https://docs.google.com/spreadsheets/d/1_eT3vO8ZLXyxBxqmpNw6Ww2G9otX9NQiffaTJhLF9ik/edit?usp=sharing
https://docs.google.com/spreadsheets/d/1QHQIo__UNEM5-Cv702JpGDFCzZAdMC-OPZ0RBd0PuQE/edit?usp=sharing
mailto:ACDC-Education@ph.lacounty.gov
https://drive.google.com/file/d/1G9njXLWNtiIGQpFejNI6a3WgfABYd5_y/view?usp=sharing
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The school will close for 48 hours to allow for a thorough cleaning and sanitization of the 
school campus. We will consult with an outside company that offers deep cleaning services 
for COVID support.  
 
Process for Circulating Communication Plan: 
 
The COVID-19 Communications Plan will be circulated to all ICEF employees any time that 
the plan is updated and any changes are made. In addition, it will be made available via a link 
within this document to the public when we apply for a TK-2 waiver. 
 
Please refer to the ICEF COVID Communications Plan for more information. 
 

Communication Plan in Case of Full or Partial Closure (Link Here) 

ICEF’s Plan for Surveillance Testing 

Procedures/Protocols for Communicating to Employees Regarding Surveillance 
Testing:  
 
ICEF Public Schools has outlined two protocols based on the following reopening guidelines: 
 

1). One-on-One: For situations like testing or working one-on-one with students, ICEF 
will provide employees with information on the benefits of surveillance testing and will 
require testing once every month at a minimum. In addition, ICEF is requiring testing 
though if an employee travels out of state, where they will need to show proof of a 
negative COVID read prior to returning to site.  
 
2). Cohort/Hybrid Model (2+ Students w/ Same Employee at One Time): Within 
this model, we will not only encourage our employees to receive on-going surveillance 
testing, but we will also require a COVID test at a minimum of once every one month. 
Since as an employing agency we are requiring COVID testing, we will create a 
modified schedule to allow employees to go and get tested during work hours. In 
addition to this, ICEF will continue to require testing  if an employee travels out of 
state, where they will need to show proof of a negative COVID read prior to returning 
to site.  

 
See ICEF Communications Plan for templates & additional information on surveillance testing. 
 
Procedures/Protocols for Obtaining Testing: 
 
The following information will be provided to each employee: 
 

What is surveillance testing?  

KEY 

Home Office School Site 

https://docs.google.com/document/d/1SzUImlSeXEXKsO_QaV2ni-O9JwwIsiRMeacjcmUezn0/edit?usp=sharing
https://docs.google.com/document/d/1SzUImlSeXEXKsO_QaV2ni-O9JwwIsiRMeacjcmUezn0/edit?usp=sharing
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Surveillance testing, also known as routine testing, involves testing people on a 
regular basis to identify individuals who may be asymptomatic or pre-symptomatic.  
 
The purpose of surveillance tests is to monitor the current state of the epidemic. It is 
used to monitor things like whether the COVID-19 virus is moving into new areas, 
whether it is affecting some groups of people more than other groups of people, or 
whether the number of cases is going up or going down.  
 
Who should be tested and how often?  
 
School staff members are essential workers, and staff includes teachers, 
paraprofessionals, cafeteria workers, assessors, or any other school employee that 
may have contact with students or other staff. According to the California Department 
of Public Health, school districts and schools shall test staff periodically, as testing 
capacity permits and as practicable, with the recommendation being to test all staff 
over two months, where 25% of staff are tested every two weeks, or 50% every month 
to rotate testing of all staff over time. This testing requirement is mandatory once ICEF 
transitions over to the cohort or hybrid model (one employee working with two or more 
students).  
 
Where do I go for testing?  
 
Los Angeles County has the following resources available on COVID testing in your 
local area: 
 

❏ Options for COVID-19 testing (English | Spanish)  
 

In addition, since this will be a requirement from ICEF, employees will be given the  
opportunity to schedule a COVID testing appointment during the last hour of the work  
day on Mondays with approval by your Principal or supervisor. ICEF will also offer free 
COVID testing once a month on-site for employees to attend while also providing 
information from corresponding healthcare providers based off employee benefits. 
 
What test is used? How is it done?  
 
The county is using a polymerase chain reaction (PCR) test developed by Helix 
Diagnostics, which looks for pieces of the virus that cause COVID-19. Tests are 

KEY 

Home Office School Site 

https://drive.google.com/file/d/1EegRduSG58bOC9eoKkzQ_a5FFQPldNf_/view?usp=sharing
https://drive.google.com/file/d/1EVMClIUhuoqbkp5rrr_ZeNIpk0ifYX8G/view?usp=sharing


 

 

 
DPH Checklist Revision: 10/27/2020 | 9 

conducted by a nasal swab and may be self-collected by the individual who is 
observed by a public health nurse, or may be collected by public health staff if the 
individual chooses.  
 
How long does the process take?  
 
Collecting the samples that will be tested is very quick. Most people will be able to 
provide the registration information and complete testing within 10 minutes, however 
that time may vary based on how busy the site is.  
 
What is the cost?  
 
The test is done at no charge to you. Any additional cost incurred because of testing, 
will be reimbursed by ICEF. Please contact the Human Resources Department if you 
have any questions.  
 
How will I prove I’ve been tested?  
 
School employees will be provided with a receipt to acknowledge the date on which 
they were tested and will be asked to provide a copy of their results to the Human 
Resources Department.  
 
Who gets my results?  
 
Test results will be reported to each school employee and you as the employee will be 
asked to submit your results to ICEF Human Resources Department once every two 
months. In addition, you might have to do this more frequently if you traveled out of 
state and need to obtain a testing result upon your return.  
 
When can you share more specifics?  
 
ICEF Public Schools leadership is working to determine the logistics of testing our 
employees and additional resources available. We will share the details of when 
testing is to begin and the specific process for our employees, as soon as those 
details are available. Thank you for doing your part to keep our schools and our 
community safe. 

 

KEY 

Home Office School Site 
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Procedures/Protocols for Notifying County Department of Public Health and Providing 
them with Testing Results: 
 
ICEF will utilize the following data tracker in order to keep track of all cases of COVID-19. In 
addition, we will utilize the protocols outlined in the exposure management plan.  
 
And in accordance with state and local laws and regulations, school administrators will notify              
local health officials, staff, and families immediately of any case of COVID-19 students,             
parents/guardians, or visitors, while maintaining confidentiality in accordance with the          
Americans with Disabilities Act (See link here ). For employee related matters, ICEF Human             
Resources Department will notify the DPH. 

School Site Procedure for Daily Scheduling out On-Site Employees 

School Site Procedure for Scheduling/Limiting Employees On-Site: 
 

● Office employees are on a rotating schedule to ensure that the minimum amount of 
staff are working out of the office. 

● Teacher staff who want to work on campus, completed a survey noting their desire to 
work on campus. 
            *Classrooms were assigned to those teachers who want to work on campus. 

● On site administrator is present everyday on campus. 

Vulnerable employees (those above age 65, and those with chronic health conditions that             
would place them at high risk if infected) are assigned work that can be done from home                 
whenever possible. Employees in this category should discuss any concerns with their            
healthcare provider or occupational health services to make appropriate decisions on           
returning to the workplace. 

Work processes have been reconfigured to the extent consistent with academic requirements            
and student needs to increase opportunities for employees to work from home. 

In compliance with wage and hour regulations and school mandates, alternate, staggered or             
shift schedules have been instituted to maximize physical distancing where possible. 
 

Required On-Site PPE 

 
Required PPE:  
 
All staff must use face coverings in accordance with CDPH guidelines unless Cal/OSHA 
standards require respiratory protection.  In limited situations where a face coverings cannot 
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be used for pedagogical or developmental reasons, (i.e. communicating or assisting young 
children or those with special needs) a face shield can be used instead of a cloth face 
covering while in the classroom as long as the wearer maintains physical distance from 
others, to the extent practicable. Staff must return to wearing a face covering outside of the 
classroom.  Workers or other persons handling or serving food must use gloves in addition to 
face coverings. Employers should consider where disposable glove use may be helpful to 
supplement frequent handwashing or use of hand sanitizer; examples are for workers who are 
screening others for symptoms or handling commonly touched items.  
 
Communication Plan of Cleaning Protocols/Procedures for PPE: 
 

Cleaning Procedures:  
 

Face Mask:  
 

❏ Guidance - English | Spanish 
❏ Infographic #1 - English | Spanish 
❏ Infographic #2 - English | Spanish 

 
Gloves:  
 
At this time, CDC does not recommend disinfection of disposable medical 
gloves as a standard practice therefore, ICEF will take the following 
precautions: 
 

❏ Use disposable gloves and throw away after every use 
❏ While wearing gloves, please still be aware of spread and avoid 

touching your face 
 

In case of an absolute emergency where you might need to rewear a pair of 
gloves, please visit this website for more information.  
 
Face Shield:  
 

❏ The following guidance is on how to best clean a Face Shield after 
every use.  

❏ Infographic on cleaning Face Shields.  
 
Desk Shields/PlexiGlass: 
 
In general, the following guidance document should be followed: 
 

❏ Cleaning & disinfectant document (see hard surfaces) 
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Technology: 
 
In general, the following guidance document should be followed: 
 

❏ Cleaning & disinfecting of technology  
 
See school site procedures later on in this document.  
 

Required Disinfectant Cleaning Products that Fight Against COVID 

The following list is pulled from the Environmental Protection Agency (EPA)- approved 
list and will be used in accordance to product instructions: 
 
The following list is pulled from the Environmental Protection Agency (EPA)- approved 
list and will be used in accordance to product instructions: 
 

❏ https://www.epa.gov/pesticide-registration/list-n-disinfectants-coronavirus-covid-19 
❏ Approved Hand & Disinfectants Sanitizers List 
❏ List N PDF  

❏ Last Updated: 06/12/2020 
https://www.epa.gov/lep/pdf-list-n-disinfectants-use-against-sars-cov-2-covid-1
9-accessed-june-12-2020 

❏ ICEF Approved List 
 
Asthma safe products to reduce the risk will also be used and will be those marked 
with an N. In general, Asthma safer ingredients include the following: 
 

1. Hydrogen peroxide 
2. Citric acid 
3. Lactic acid 

 
Products that contain the following will be avoided: 
 

1. Peroxyacetic (peracetic) acid 
2. Sodium hypochlorite (bleach) 
3. Quaternary ammonium compounds  

 
The cleaning products listed above will be stored in a space with restricted access and kept 
out of reach of children.  
 

Location of Storage: The cleaning products listed above will be stored in the storage 
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room next to the elevator. This door is locked during the school day and cannot be 
accessed by students. 
 

Employee Work From Home Reconfiguration 

ICEF has taken the following steps to reconfigure work processes to the greatest extent 
possible that are consistent with academic requirements and student needs to increase 
opportunities for employees to work from home:  
 
Due to the nature of the organization's operations, employees are typically expected to report 
to their assigned work site as scheduled during regular operations.  In light of recent events 
surrounding the COVID-19 global pandemic, ICEF may have to modify its operations.  In such 
instances, employees may be permitted or required to work from home on a temporary basis. 
Because ICEF provides an essential service, it may require an employee to work on site as 
necessary for ICEF’sl operations during any remote work period. 
 
Eligibility 

In order for employees to be eligible to work remotely and on a temporary basis, the                
employee must have advanced specific written authorization from their supervisor due to            
modifications to operations due to COVID-19. 

Conditions of Remote Work 

The conditions of remote work include, but are not limited to the following: 

● Availability: As a condition to working on a remote basis, the employee must be              
available for contact via telephone and email and perform work during their normal             
scheduled hours. Unless expressly authorized by their supervisor, non-exempt         
employees do not have permission to work at any time outside of their scheduled              
hours. If an employee will not be available for work during their normal hours, the               
employee must notify and obtain advanced approval from their supervisor.  

Timekeeping Requirements:  

Non-exempt employees working remotely must comply with the Organization’s timekeeping          
and meal and rest period policies while working remotely. Specifically, employees must            
accurately record all hours worked remotely in the Organization’s timekeeping system. This            
means employees must record all times the employee begins, stops, or resumes working             
remotely. Non-exempt employees are also required to take a meal period while working             

KEY 

Home Office School Site 



 

 

 
DPH Checklist Revision: 10/27/2020 | 14 

remotely in accordance with ICEF’s policies and must accurately record the start and stop              
times of each meal period. Employees are not required to record the times of any rest                
periods. If an employee forgets to record any hours worked or the start and stop times of                 
meal periods or experiences any issues with taking required meal or rest periods, the              
employee must immediately report these issues Compliance With ICEF Policies: Employees           
must comply with all ICEF policies and procedures while working remotely, including, but not              
limited to, all policies and procedures governing Employee’s use of ICEF’s electronic            
communications and computer systems and Confidential Information, including but not limited           
to student information.  

● Security Measures: Employees must continue to follow approved safeguards in          
order to protect the data, property, records and assets of ICEF. All work product done               
at the home work area will be treated in the same manner as work product from                
ICEF’s primary location and is the property of ICEF. All records, computer files, and              
correspondence must be safeguarded for return to the ICEF’s primary location.           
Computer files must be regularly backed up and saved. All ICEF’s property, unless             
otherwise specifically authorized by a supervisor, must be returned to the primary            
location upon the employee’s conclusion of the remote work period. 

● Travel: Employees must remain available to be physically present at the work site as              
needed by School operations. Employees may not work remotely from other states or             
locations which prevent physical presence without written permission.  

○ If an employee does travel out of state, clearance through a COVID test is              
required before returning to work. 

Process for Requesting Reasonable Accommodations 

The following is the process for requesting reasonable accommodations:  
 
An employee with a disability is responsible for requesting an accommodation from the 
Human Resources Department or his or her supervisor. ICEF may require medical 
documentation regarding the disability when requested. Once medical documentation is 
received, Human Resources will work with the employee to identify possible reasonable 
accommodations and to assess the effectiveness of each in allowing the employee to perform 
the essential functions of the job, or to enjoy the same benefits and privileges of employment 
as similarly situated employees without disabilities. Based on this interactive process, a 
reasonable accommodation will be selected that is effective and appropriate for both ICEF 
and the individual employee. While an individual's preference will be considered, ICEF is free 
to choose between equally effective accommodations with consideration towards expense 
and impact on the rest of the organization. 
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In addition, vulnerable employees (those age 65, and those with chronic health conditions that 
would place them at high risk if infected) are assigned to the maximum extent possible work 
that can be done from home. Employees in this category should discuss any concerns with 
their healthcare provider or occupational health services to make appropriate decisions on 
returning to the workplace along with ICEF’s Human Resources Department (hr@icefps.org). 

Information for Employees Regarding Employer or Government Sponsored Leave 
Benefits, Families First Coronavirus Act and Workers Compensation 

Information on Employer or Government Sponsored Leave Benefits: 

Full-time employees are entitled to 80 hours of COVID-PSL (COVID-Paid Supplemental 
Leave).  

Part-time employees are entitled to the number of hours they work on average over a 
two-week period.  For those with varying schedules, ICEF will determine the number of hours, 
which generally includes a backward looking calculation of hours worked in the previous six 
months. 

Caps on Amount of Paid Leave Received 

For qualifying reasons 1-3, the employee will receive their regular rate of pay up to $511 daily 
and an aggregate total of $5,110.  For qualifying reasons 4-6, the employee will receive their 
regular rate of pay up to $200 daily and an aggregate total of $2,000. 

Limits on Use 

COVID-PSL is only available for use while qualifying reasons exist or through December 31, 
2020, whichever is earlier.  If an otherwise eligible employee received COVID-PSL from a 
prior employer, the employee may not be entitled to COVID-PSL under this policy. 

Minimum of 30 days are eligible to use E-FMLA as set forth in this policy.  

Information on Families First Coronavirus Act: 
Families First Coronavirus Response Act (“FFCRA”) to provide paid time off to eligible 
employees for qualifying child care reasons. 

Eligible Employees 

All employees (including part-time and temporary employees)  

Definitions 
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For purposes of this policy, the following definitions are incorporated: 

“Child care provider” means a provider who receives compensation for providing child care 
services on a regular basis, including an ‘eligible child care provider’ (as defined in section 
658P of the Child Care and Development Block Grant Act of 1990 (42 U.S.C. 9858n). 

“Public health emergency” means an emergency with respect to COVID-19 declared by a 
Federal, State or local authority. 

“School” means an ‘elementary school’ or ‘secondary school’ as such terms are defined in 
section 8101 of the Elementary and Secondary Education Act of 1965 (20 U.S.C. 7801). 

“Son or Daughter” is the employee’s own child, which includes a biological, adopted, foster 
child, stepchild, a legal ward, or a child for whom you are standing in loco parentis who is 
under the age of 18 years of age; or 18 years or older who is incapable of self-care because 
of a mental or physical disability. 

Permitted Use 

Eligible employees may use E-FMLA if they are unable to work (or telework) due to a need for 
leave to care for their son or daughter if their child’s school or place of care has been closed, 
or the child care provider of such son or daughter is unavailable, due to a public health 
emergency.  This may be taken if no other suitable person is available to care for the child 
during the period of the leave. 

More information found in the ICEF Employee Handbook. 

Information on Workers Compensation:  
 
ICEF, in accordance with State law, provides insurance coverage for employees in case of 
work-related injuries. The worker’s compensation benefits provided to injured employees may 
include:  
 
● Medical care, 
● Cash benefits, tax free replace lost wages; and  
● Vocational Rehabilitation to help qualified injured employees return to suitable employment 
64  
 
To ensure that employees received the worker’s compensation benefits to which they are 
entitled, they will need to:  
 
● Immediately report any work-related injury to the Human Resources Department; 
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● Complete a written Employee’s Claim Form (DWC Form 1) and return it to the Human 
Resources Department 
 
If you have any questions, please contact the Human Resources Department at 
323-290-6925. 
 

Training/Procedures for School Custodians 

In general, school custodians will be and have been trained on the following: 
 
SOM will set-up on-going trainings for custodial staff. This will then be documented and put in 
a school site training binder.  
 
General Trainings: 

● The difference between cleaning and sanitizing surfaces 
● Daily cleaning protocols for classrooms, restrooms, copy rooms, offices and lobby 

 
Completed:  

❏ COVID procedures via Safe Schools trainings. 
❏ COVID policies and procedures during August 2020. 
❏ HAZCOM training on the chemical hazards, manufacturer’s directions, and information 

on safety data sheets.  
❏ COVID cleaning and how to use materials. 

 
Mandatory PPE for custodians:  
 

❏ Gloves  
❏ Eye protection 
❏ Respiratory protection 
❏ Other PPE as required by product that they will be cleaning  

 
School Site Procedures for On-Going Custodial Training/Check-In’s:  

❏ Weekly check-ins to discuss cleaning, questions, and concerns with School 
Operations Manager 

❏ Review of new policy and requirements from the state/county/district to ensure 
custodian is up to date on all procedures. 

 
School Site Procedures for Custodial Cleaning: 
In general, enhanced cleaning of premises will be done when students are not at school with 
at least 8 hours to let spaces air out before the start of school the next day. This will be done 
at the end of each day. 

❏ Ventilation is maximized during cleaning and disinfecting to the extent feasible. If using 
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the AC, use the setting that brings in fresh air as applicable.  
❏ Check and replace air filters and filtration systems to ensure optimal air quality.  

❏ ICEF has a company that will come out to visit campus at least once every 
three months to check and replace air filters and filtration systems as 
applicable. 

 
Procedures for Cleaning/Disinfecting Cleaning Products:  

❏ School Site Custodians will wear gloves, eye protection and respiratory protection 
when cleaning and storing cleaning products. 

❏ Schools site custodians will wipe down and clean all cleaning products before storing 
away. 
 

In addition, we will follow the best practices outlined in these resources: 
 

❏ Cleaning & Disinfecting Facilities  
❏ Guidance for Reopening After Shutdown 
❏ Guidance for Cleaning & Disinfecting when Someone is Sick 
❏ Cleaning and disinfecting classrooms: Guide for Teachers 
❏ Six Steps to Cleaning & Disinfecting Schools 
❏ List N 
❏ Additional Resources & Hygiene Toolkit for Schools 

 
 

Safety Procedures for Water System Check 

The following steps will be taken to ensure that all water systems and sinks are safe to 
use after prolonged facility shutdown to minimize the risk of Legionnaires’ disease and 
other diseases associated with water: 
 

Water Fountains: Closed due to COVID 
Bottled water will be provided to students as needed. 
 
 

Daily Cleaning Schedule 
(How Often/When) 

Break Rooms 
N/A 

 
 

Restrooms 
Restrooms will be 
cleaned ongoing 

throughout the day by 
facilities workers.  

Classrooms 
Classrooms will be 

cleaned on an 
ongoing basis 

throughout the day by 

Laboratories 
N/A 
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EOD full disinfecting 
proces. 

teachers. 
EOD full disinfecting 
process at the end of 

day.  

Counseling Office 
The Counseling office 
will be cleaned on an 

ongoing basis 
throughout the day by 

counselors. 
EOD full disinfecting 
process at the end of 

day.  

Testing Center 
Testing center will be 

cleaned on an 
ongoing basis 

throughout the day by 
teachers. 

EOD full disinfecting 
process at the end of 

day.  

Front Office 
Front office will be 

cleaned on an 
ongoing basis 

throughout the day by 
front office 

employees. EOD full 
disinfecting process 
conducted by school 

facilities. 

Other Offices 
Principal’s office will 

be cleaned on an 
ongoing basis 

throughout the day by 
front office 

employees. EOD full 
disinfecting process 
conducted by school 

facilities. 

Lobbies 
N/A 

 
 
 

Entry Areas 
No surfaces to clean, 

Entryway hosed 
down once a week on 

Monday mornings 

Cafeteria Dining 
Area 

Cafeteria  
(N/A) 

 

Cafeteria Food Prep 
Area 

After lunch everyday 
 

Other Areas: 
Handrails & Door knobs - Throughout the day on an ongoing basis. 
Staff Bathroom  - Every Morning w/ office 
 

Process for Documenting Cleaning Schedule and Maintaining a Log: 
● Maintenance log to be kept in binder for common areas listed above. 
● Maintenance log updated EOD each day.  

 

Process & Schedule for Disinfecting “High Touch Areas”  

Coffee Pots 
N/A 

Pots 
N/A 

Dishes 
N/A 

Sign-In Pens 
Used pens are 

moved to the used 
pens bin, after there 
are no more clean 

pens, office staff will 
sanitize the used 
pens and replace 

them. 
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Door Knobs 
Cleaned by facilities 

multiple times 
throughout the day. 

 
 

Tables/Counters 
Cleaned by facilities 

multiple times 
throughout the day. 

Seats/Benches 
Cleaned by facilities 

multiple times 
throughout the day. 

Light Switches 
Cleaned throughout 

the day by classroom 
teacher and on an 
ongoing basis by 

facilities. 

Phones 
Cleaned throughout 

the day by classroom 
teacher and on an 
ongoing basis by 

facilities. 

Keyboards 
Cleaned throughout 

the day by classroom 
teacher and on an 
ongoing basis by 

facilities. 
 

Elevator Switches 
N/A 

Buttons 
N/A 

 
 

 

Touch Screens 
Cleaned throughout 

the day by classroom 
teacher and on an 
ongoing basis by 

facilities. 
 

Printers/Copiers 
Staff is responsible 
for wiping down the 
copier after use, and 
before use and on an 

ongoing basis by 
facilities.  

When more staff is 
on site, we will 

institute a system 
where staff will put in 
their copy requests 

and the SOM or CRC 
will make copies for 

staff, limiting the 
number of staff that 
use the machine. 

Poles 
Cleaned by facilities 

multiple times 
throughout the day. 

Handrails  
Cleaned by facilities 

multiple times 
throughout the day. 

 
 
 

Other “High Touch” Items: 
Laminating machine will be treated the same as the copy machine. Staff will put in their 
laminating requests and the SOM or CRC will complete the job for staff, limiting the number of 
staff that use the machine. 
 

Process for Documenting Cleaning Schedule and Maintaining a Log: 
● Maintenance log to be kept in binder for common areas listed above. 
● Maintenance log updated EOD each day.  
● Staff use a check-list for their cleaning areas 
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Area(s) of Campus that are Shutdown 

The following areas of campus will be shutdown and off limits: 
 

❏ Water fountain(s) 
❏ Playground 
❏ Certain bathroom toilets, urinals, and sinks 
❏ Main Office copy area (non office staff) 

 

Disinfectant and Related Supplies Location 

Available Disinfectant Supplies per 
Employee: 
 
Masks 
Hand Sanitizier 
Disposable Gloves 
Lysol Wipes 
 
 

Available Disinfectant Supplies for School 
Site: 
 
Clorox Wipes (Disinfecting wipes) 
Cleaning supplies (floors and restrooms) 
Hand soap 
Paper towels 
Hand Sanitizier 
Lysol Wipes and Sprays 
 

Location of Supplies for Employee: 
 
Classroom, office and entryways 
 

Location of Supplies for School Site: 
 
Office, entryway and Storage Closet (locked)  

Additional Supplies Available & Location on Campus: 
Masks, gloves(stored in shed) 
 

Hand sanitizer effective against COVID-19 is available to all employees in or near the 
following locations:  
 
(Keep all that apply and delete off the rest) 
 

❏ Building entrance(s) & exit(s) 
❏ Central office 
❏ Stairway entrances 
❏ Classrooms 
❏ Testing center 
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❏ Hallways 
❏ Other:  

Soap and water effective against COVID-19 is available to all employees in or near the 
following locations:  
(Keep all that apply and delete off the rest) 
 

❏ Every on-site restroom  
❏ Other: 

 
Frequent opportunities are also provided to each employee to have the ability to wash their 
hands. 

Procedures/Protocols for Shared Workspaces  

Individual Supplies: 
 
Each employee is assigned their own tools, supplies, equipment, and defined workspace to 
the greatest extent feasible.  

Protocol for Shared Workspace:  
 
In the instance that a workspace will need to be shared, the following cleaning & scheduling 
procedures will be implemented: 
 
Should employees share workspace, the following steps may be taken: 

● Desks shall be located at least 6 feet apart. 
● If physical distancing is not feasible, desk shields shall be used. 
● Work schedules may be altered to allow for few employees on campus. 

 

Optional - Describe Other Measures 

 
All listed in above sections 
 

Section B 
Measures to Ensure Physical Distancing by Staff, Students and Visitors  

Our school has a COVID-19 Containment, Response, and Control Plan that describes 
our schools comprehensive approach to preventing and containing the spread of 
COVID-19 on campus. The plan includes, but is not limited to the components listed on 
the above checklist and in addition, includes the following school site specific 
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information:  

Total Number of Employees & Students to Ensure Safety 

Maximum # of employees permitted on site to allow for 6 ft distancing: 
22 - 25 
 
Maximum # of employees permitted in each room on site: 
 

● Classroom - 1-2 adult 
● Office - 4 adults 
● Specialists/Counseling Room - 2-4 adults 
● Dance room - 2 adults 
● Gym - 20 adults 
● Teen Center - 2 adults 
● Wellness Center - 2 adults 
● Lobby - 2 adults 

 
Maximum # of students permitted on site to allow for no more than 25% of total student 
body at one time and allowing for 6 ft distancing: 
 
Current Student Body - 253  
10% - 25 (2 cohorts of 12 students)  
^ Cohort Model 
 
*LEAs and schools that are providing in-person services to students with IEP’s, students who 
are English Language learners, and students with needs that cannot be met through virtual 
instruction platform may served on site as long as the overall number of students on-site at 
one time does not exceed 25% of the total student body. An exception to this 25% rule is 
schools that have received a waiver to return students in grades TK-2 for in-person 
instruction. Schools that have received a waiver are permitted to bring all students in grades 
TK-2 back to campus including high need students in those grades. In that situation, the 
school may also bring up to 25% of total student enrollment in grades 3 and above at any one 
time for specialized support and services for high need students in those grades, as long as 
the school can adhere to distancing, infection control, and cohorting requirements.  
 
Maximum # of students permitted in each room on site:  
 

● Classroom - 12 students per classroom (Reopening Model) 
● Specialists/Counseling Room - 2-4 students 
● Dance room - 4-5 students 
● Gym - 20 students 
● Teen Center - 3 students 
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● Wellness Center - 2 students  
● Lobby-2 students  

 
❏ In general, all classrooms will fit a total of 12 students with a maximum of 2 

adults (14 maximum). Within each classroom. Plexiglass barriers will be set up 
on each students desk in order to add additional preventative measures. 

Physical Distancing on School Busses 

Safety Considerations for School Busses: 
❏ Maximum of one child per bus seat 
❏ Face coverings required at all times 
❏ Use of alternating rows (Strongly recommended, but not required) 
❏ Open windows (if air quality and rider safety concerns allow, especially if alternating 

rows is not implemented) 
❏ Staggered school start times to ensure one trip per bus at start and close 

 
At this time, no ICEF students take school busses to and from school. 
 

Protocol/Procedures for Staggered Start Times 

Procedures for In-Person Assessments: 
 
ICEF has designated schedules created for the following types of assessments including but 
not limited to: 
 

1. ELPAC 
2. Special Education Assessments 
3. Hearing/Vision Screenings 

 
Embedded within each schedule includes staggered start times to facilitate one-on-one 
instructional times with the assessor, a minimum of 10 minutes for the check-in process, and 
a minimum of 10 minutes for disinfecting/cleaning after each session.  

Procedures for Small Instructional Cohorts: 
 
Pending once we move into planning for small instructional cohorts.  
 

Procedures for Reopening/Hybrid Model: 
 
Pending once we move into planning for reopening/hybrid model.  
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Check-In Procedure 

Check-In Procedure/Protocols: 
 

Drop-Off Manager: 
One employee shall be designated to control tracking during drop-off. 
 
Check-In Manager: 
One employee shall be responsible for the following:  
 

1. Prompt families to take a disposable mask as needed (box of masks located 
on screening table) 

2. Prompt individuals to use Theroscan for a temperature read 
a. Document Green/Red  

3. Prompt families to answer the COVID screening questions 
a. Innovation will utilize a QR code and related survey to limit contact with 

school employees 
b. If families are not able to use the QR code, at that point, the school site 

will meet the individual and ask the screening questions 
4. Sign-in (If families are unable to use QR code) 

a. Have a bin for clean pens and a bin for dirty pens  
b. Pens will be cleaned throughout the day 

5. Provide overview of COVID specific requirements and provide any applicable 
COVID policies and handouts (for one-on-one testing) 

6. Q&A with families on safety protocols 
7. Hand sanitizer available at end of check-in 

 
At the end of the day, school sites will scan and drop a PDF in their respective 
GoogleDrive Folder.  

 
***If anyone screens positive for symptoms prior to school entry during the 
check-in procedure or while at school but has not yet tested positive for 
COVID-19, the school must follow DPH guidance on Decision Pathways. 
Last updated: 10/14/2020 

 
School Site Traffic Manager: 
One employee shall be designated to assure physical distancing as students proceed 
to classrooms after check-in.  
 
Pick-Up Manager: 
One employee shall be designated to control tracking during pick-up. 
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Protocol/Procedures for Parking 

Protocol and Procedures for Employee Parking: 
 

Location: Inside the school Campus 
 
Procedures: Employees will park outside, street parking, except on Thursdays (Street 
Cleaning). Admin will park on the far left of the parking lot (the first  4 belong to ICEF 
Innovation). 

 
Protocol and Procedures for Student/Family Parking:  
 

Location: Street Parking Only. Families must park on surrounding streets and enter 
through 51st street gate. Families who need to come on campus will need an 
appointment first and will then be admitted to the school. 
 
Procedures:  

● Parents/Visitors must park outside where street parking is available. Parents 
who need to come to the school must make an appointment prior to their visit. 

● For the safety of school staff and visitors, temperature checks will be taken and 
a series of Covid-19 screening questions will be asked prior to entering the 
campus. 

● Masks must be worn at all times while on campus. 
● All parents, students and visitors must sign and provide contact information. 

Protocol/Procedures for Student Drop-Off 

Location:  Inside the school Campus 
 
Protocol and Procedures for Student Drop-Off by Car:  

● Carpool driving through 51st Street and exit thru 50th Street. 
● Students will exit the vehicle. Staff will thn administer temperature check and 

students will proceed to their classrooms; maintaining social distancing. Staff 
will be in place to monitor students as they go to class. 

 
Protocol and Procedures for Student Drop-Off by Other Mode: 
 

Walking: Students will enter through the 51st gate door while maintaining social 
distancing. Before the student walks in through the gate their temperature will be 
taken. 
 
Biking: Students will enter through 51st Street pedestrian gate while maintaining 
social distancing. Before students walk in through the gate, their temperature will be 
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taken.  
 

Storage Location for Bikes: Near far bungalows and storage sheds 
 
Other: n/a 

 
Role of Staff Member at Drop-Off Location: 
 
At least one designated staff member will be present at the drop-off location to support safe 
movement of students from drop-off to school entry in addition to a staff member being 
present at the check-in station.  
 
Early Opening Procedures: 
 
Early opening procedures might be implemented to support students with health risks or 
concerns and to limit their exposure to others during the initial entry routine. The process for 
this will look like the following:  
 

● Students can enter 30 minutes before the school sessions begin 
● They will have their temperature taken then proceed to their classroom. 

 
School Map Showing Movement Pathways from Drop-Off to Classroom 
IILA School Map 
 

Protocol/Procedures for Student Pick-Up 

Location: ICEF Innovation Los Angeles 
 
Protocol and Procedures for Student Pick-Up: 

● For Drive up pick up families will form a line on 51th Street (going west). 
● Staff will walkie for students to come when it is their turn to get picked up 
● Students will stay seated on the basketball court, while keeping social distance. 
● Parents stay in car the entire time 

 
Protocol and Procedures for Student Pick-Up by Other Mode: 
 

Walking:  
● For Walking pick-up families will line up outside the gate on 51st Street. 
● Parents stay 6 feet apart and wait on designated social distance floor markers. 
● Staff will walkie for students to come when it is their turn to get picked up. 
● Students will be sitting down on the basket court, maintaining social distance. 
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Biking:  
● For Biking pick-up families will line up outside the gate on 51st Street. 
● Parents stay 6 feet apart and wait on designated social distance floor markers. 
● Staff will walkie for students to come when it is their turn to get picked up. 
● Students will be sitting down on the basket court, maintaining social distance. 

 
Storage Location for Bikes: outside: near shed 

 
Other: 

 
Role of Staff Member at Pick-Up Location: 
At least one designated staff member will be present at the pick-up location to support safe 
movement of students from school exit to pick-up in addition to a staff member being present 
at the check-in station. 
 

Schedule for Bathroom Use by Students on Site 

Schedule for One-on-One Testing: 
All schedules for bathroom use will be 
embedded into the schedules for one-on-one 
assessments. For Hearing & Vision 
screenings, students will be asked to use the 
restroom prior to coming on site due to the 
length of the test (about 7 minutes total). For 
all other assessments, students will use the 
restroom at a scheduled time prior to 
beginning testing (see individual schedule for 
more details).  

Schedule for Small Group Cohorts: 
● Students will only be allowed to use 

the restroom with one person at a 
time. 

● Students who are waiting to stand on 
designated floor markers will maintain 
6-feet distancing while waiting. 

Schedule for Reopening/Hybrid Model: 
● Students will only be allowed to use 

the restroom with one person at a 
time 

● Students who are waiting to stand on 
designated floor markers to stand on 
to ensure 6-feet distancing while 
waiting. 
 

 
 

Other: 
Recommendations: 

1. One bathroom per cohort ideal (A 
[Tu/Thurs], B [W/F], C [M]). 

2. If shared bathrooms, color code 
cohorts (Blue, Red, Yellow) and then 
assign specific stalls per cohort/sinks. 

Schedule for Hallways by Students on Site 
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Schedule for One-on-One Testing: 
All schedules for walking through campus will 
be embedded into the schedules for 
one-on-one assessments. For all 
assessments, students will enter and exit the 
scheduled testing location at a scheduled 
time that accounts for no interactions 
between other students and limits the amount 
of transitions to only an entry and exit routine 
(see individual schedule for more details). 

Schedule for Small Group Cohorts: 
● Students entering bungalows do not 

need to access Hallways 
● Students using the rooms on 

Challengers side will enter thru the 
main office, go thru the gym and 
follow floor markers to their rooms 

● Students will follow one way arrows to 
go to upstairs classes  

Schedule for Reopening/Hybrid Model: 
● Students entering bungalows do not 

need to access Hallways 
● Students using the rooms on 

Challengers side will enter thru the 
main office, go thru the gym and 
follow floor markers to their rooms 

● Students will follow one way arrows to 
go to and from upstairs classes  

 
 
 

Other: 

Elevator Common Space Protocols/Procedures 

Protocols/Procedures for Using the Elevator: 
 

Elevator 6 ft. Capacity: 1 person at a time  
Procedure for Using Elevator: 1 person at a time 
 
Elevator capacity, if applicable, is limited to the number of people that can be 
accommodated while maintaining a 6-foot distance between riders. All riders are 
required to wear cloth face coverings. 
 
Only to be used for ADA compliance and one person as a time as appropriate.  

 
Cleaning Procedure: Clean and sanitize touch buttons as often as it's used. 
 

Procedures/Protocols for Stairways 

Schedule for One-on-One Testing: Schedule for Small Group Cohorts 
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N/A 
 
 
 

(Include process for staggering of breaks 
between classes): 
 
N/A- No Staggering Breaks, Students will 
remain in class. 
 

Schedule for Reopening/Hybrid Model 
(Include process for staggering of breaks 
between classes): 
 
N/A- No Staggering Breaks, Students will 
remain in class. 
 

Other: 
Who will monitor stairway 
movement?  School staff will monitor 
stairway movement to ensure social 
distancing. 
 
What is the designation of up and 
down movement?  Signage is posted 
in each stairway to show direction of 
movement.  Each stairway is 
designated as one-way. 
 
How will students maintain 6 ft.? 
Signage is posted in stairways to 
ensure that students stay 6 steps 
apart for social distancing. 

Other Common Space Schedules 

Schedule for One-on-One Testing: 
 
Bungalow Classroom designated for testing 
only. Floor markers to note where the student 
should enter. 
 
 
 

Schedule for Small Group Cohorts: 
 
Bungalow Classroom designated for small 
cohorts only. Floor markers to note where the 
student should enter. 
 
 

Schedule for Reopening/Hybrid Model: 
 
All Classrooms. Floor markers to note where 
the student should enter. 
 
 
 
 

Other: 
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School-Wide Cohort Approach 

The school-wide cohort approach has been adopted school-wide, maintaining a stable group 
of no more than 12 children or youth and no more than two supervising adults in a supervised 
environment in which supervising adults and children stay together for all activities (e.g., 
meals, recreation, etc.), and avoid contact with people outside of their group in the setting, 
throughout the school day. A supervising adult may be assigned to 2 different stable cohorts if 
they offer specialized services/support that cannot be provided by any other supervising adult.  

In-person class size has been limited to 
this # of students in elementary grades:  
No more than 14 with plexiglass shields 
around desk  
 

In-person class size has been limited to 
this # of students in middle/high school 
grades:  
 
No more than 14 with plexiglass shields 
around desk  
 

Classroom #’s & # of students per class size at one time: 
 
Room 4-Max of 12 students with plexiglass shields around desk 
Room 5-Max of 12 students with plexiglass shields around desk 
 
Room 6-Max of 12 students with plexiglass shields around desk 
Room 7-Max of 12 students with plexiglass shields around desk 
Room 8-Max of 12 students with plexiglass shields around desk 
Room 9-Max of 12 students with plexiglass shields around desk 
Room 10-Max of 12 students with plexiglass shields around desk 
Room 11-Max of 12 students with plexiglass shields around desk 
Room 12-Max of 12 students with plexiglass shields around desk 
Room- Auditorium Class-Max of 12 students with plexiglass shields around desk 
Room- Resource Room-Max of 2 students with plexiglass shields around desk 
 

Process/schedule for dividing school-day into shifts for fewer students per class: 
 
Cohort A - Tuesdays and Thursdays 
Cohort B - Wednesdays and Fridays 
 

Classes that will continue entirely virtually:  
 

KEY 

Home Office School Site 



 

 

 
DPH Checklist Revision: 10/27/2020 | 32 

❏ Physical Education (PE) 
❏ Music 
❏ Art 
❏ Science 
❏ Embrace the Mind 

 

Process/procedure for communicating options between small instructional cohorts, 
hybrid model, or continuing instruction fully virtually:  
 
ICEF and schools will communicate procedures via: 

● Email 
● Memo 
● ParentSquare 
● Website 
● Phone calls 
● Class Dojo 

 

Alternative learning spaces to reduce the number of students within classrooms on 
site (e.g., MPR, auditorium, cafeteria, gymnasium, etc.):  
 
Multipurpose room, if applicable 
Art, science, and computer labs, if applicable 
Outdoor areas 
 
 

Visual Markers & Safety Items on Site 

Classroom: 
❏ Plexiglass on 

each desk, if 
6 ft. 
distancing is 
not possible 

❏ Visual tape to 
mark off 
desks and 
ensure 6 ft.  

❏ Dots on the 
ground to 
ensure that 

Hallway: 
❏ Line down the 

middle of the 
hallway 
aligned traffic 
patterns 

❏ Dots on the 
ground to 
ensure that 
students 
maintain 6 ft. 
while moving 
through the 

Stairwell: 
❏ Stairwells 

shall be 
designated as 
one way 

❏ Signage shall 
be posted at 
stairways to 
indicate 
direction 

❏ Signage shall 
be posted to 
reflect 6 step 

Front Office: 
❏ Where 6 ft. 

distancing is 
not possible, 
plexiglass 
shields shall 
be utilized 

❏ Signage shall 
be posted to 
remind 
visitors and 
staff of 
required 
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students 
maintain 6 ft. 
distance when 
entering the 
room 

hallway 
 

distancing on 
stairways 

distancing 

Break Room: 
N/A 
 

Cafeteria:N/A Drop-Off: 
❏ Signage 
❏ Traffic cones 
❏ Staff directing 

cars 

Pick-Up: 
❏ Signage 
❏ Traffic cones 
❏ Staff directing 

cars 

Restroom: 
Capacity Sign 2 
person at a time 
 
 
 

Kitchen:N/A Counseling Office: 
Signs of Maximum 
Capacity 

Other: 

Additional Information: 
In addition to these processes and safety precautions, all teaching methods have been 
modified to avoid close contact between students for any classes that usually involve group 
activities. Furniture has also been reconfigured to ensure that students maintain 6 ft. distance 
from one another.  

Physical Education Class Procedures (Future Preparation) 

Procedures/protocols for PE class: 
*Contact sports not permitted 
 

Location: PE classes will continue virtually, even once the school transitions over to a 
Hybrid Model.  

 
Procedures for Maintaining 6 ft: 
PE classes will be fully virtual. 
 

Once we get to a point of planning for full reopening, we will create specific procedures but as 
of now, we are planning to have PE classes remain virtual.  
 

Procedures/Protocols for Personal Storage 

ICEF Regulations Around Approved Materials to Bring to Campus: 
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1. Water bottle 
2. Lunches brought from home 
3. Backpacks 

 
Protocols/Procedures for Student Personal Storage (e.g., clothing, books, water bottle 
etc.):  
 

1. Each student shall be assigned a storage bin in the classroom materials 
2. Clothing should be kept with the student 
3. During class time, backpacks shall be kept on the back of their chair, along the 

perimeter of the room, separated so as not to touch other backpacks. Students shall 
touch only their own materials. 

 

Procedures/Protocols for School Meals 

Protocols/Procedures for the Delivery of School Meals: 
 
Free Meals for Students at School 

During hybrid learning, free meals will be available to students at school during their in-person 
learning days. The on-site meals are limited to students who are attending school in person 
that day. Free meals will be available to students until the end of the school year. 

Students still have the option of bringing their own lunches from home on their in-person 
learning days. All meals will be delivered to classrooms.  

In general, our policies will ensure that meals are eaten in classrooms or outdoor spaces 
without any mingling of cohorts from different classrooms.  
 
Pending once we move into planning for reopening/hybrid model.  
 
Drop-Off Location & Procedures:  

School Name and Location:  

ICEF Inglewood Elementary Charter Academy: (Grevillea campus will be served at 
Hillcrest campus at 215 E. Hillcrest Blvd., Inglewood, CA 90301) 

ICEF Vista: (ICEF Vista K-2 and ICEF vista elementary will be served at Elementary 
campus):  4471 Inglewood Blvd., Los Angeles, CA 90066 

ICEF View Park Elementary: 5311 S. Crenshaw Blvd., Los Angeles, CA 90043 
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ICEF Innovation Los Angeles: 5029 S. Vermont Ave, Los Angeles, CA 90037 

Will add more information once we move into models that are going to offer meal services. 
 

Meal Service Set-Up and Requirements: 
● Post signs on how to stop the spread of COVID-19. 
● Continue to distribute the same protocol as during the regular school year, with 
some modifications, in order to follow compliance and ensure all students have access 
to school meals 
● Count meals as the student or parent/guardians takes a reimbursable meal 
including all necessary components 
● Only one meal per serving period (Breakfast and Lunch) per day per student 
will be allotted to student or to parent/guardians 
● Enter the meal count (breakfast and lunch) into 20-21 SSO Meal Count 
spreadsheet. All papers will be kept on file for 20-21 school year + the following 3 
years 
● Staff (Better4You) serving the meals are all trained on the NSLP and food 
handling protocol 
● Clean and disinfect surfaces frequently touched during meal service, including 
tables, chairs, carts used in transportation, and point-of-service touch pads. Use 
timers for cleaning reminders. 
● 6 feet distances as recommended by the CDC will be kept between staff and 
family to ensure safety 
●      Provide meal counts which will be used to place orders from the food vendor to 
ensure there is enough food to feed all ICEF students and the community.  

● Distribute flyers to families and community who come to the Grab and Go 
centers. Flyers will be provided. 

Meal Prep Procedure: 
 
In general, ICEF will follow all COVID related safety guidelines during meal 
preparation procedures.  
 

Breakfast and Lunch Routine/Procedures: 
 

1. Wash your hands, have gloves and mask on at all times 
2. Start at 7:00 a.m. Set-up canopy and tables at the school site, disinfect the serving 

area and the room/area where food is prepared in bags. 
3. Receive the food delivery between 7:30 - 8:00 am. 
4. Check the food temperature and records on the transportation sheets, count that all 

food delivered is on the transportation sheets 
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5. Better4You servers prepare bags with 1 breakfast and 1 lunch per student (8:00 - 9:00 
am.) 

6. Keep food cold with ice packs provided by Better4YouMeal  
7. Start at 9:00 a.m. with the food distribution 
8. Ask for the number of kids (18 & under) and handout breakfast and lunch from 9:00 

a.m. – 11:00 am. (Keep the record in 2020 SSO Meal Count). If students, 
parents/guardians show up between 11:00 a.m. and 12:00 p.m. we will still continue 
giving meals if any are left.  

9. Store table, canopy and equipment for next use after sanitizing. 
10. Collect all containers, cases, coolers and vendor’s equipment in one place for the             

driver to pick up. 
11. Store ice packs in freezer for next day use 
12. Record the meals served on the transportation sheets and inform Data Analysts about 

the number of meals served and leftovers for the day 

Meal Clean-Up Procedure:  
 
All food related trash shall be taken from the classroom and deposited in a trash can 
to be located outside each classroom after each meal.  Custodians will then collect the 
trash a deposit in school dumpsters. 

 
Additional Measures for Food Preparation: 
 

❏ Buffet and family style meals are eliminated.  
❏ Food options include prepackaged meals, hot meals served by cafeteria staff and/or 

food brought by students from home. 
❏ Physical barriers are in place where needed to limit contact between cafeteria staff 

and students.  
❏ Other: Infographic for families (Spanish) 
❏  

 

Procedures/Protocols for Working One-on-One with Students 

Procedures for working one-on-one with students: 
1). Maintain 6 ft distance at all times  
2). Wear appropriate PPE during entire session  
3). Sanitize and disinfect station prior to and at the end of testing/working one-on-one 

 
In addition and where feasible, therapeutic and support activities will be conducted virtually 
with students. If there is any sharing of equipment, it is required for it to be sanitized before 
and after every use.  
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Procedures/Protocols for Employee Breaks 

Procedures for working employee breaks: 
● Employees will take their breaks individually, and will not be allowed to congregate in 

common areas.  
● If employees sit outside, they should maintain 6-feet distance at all times. 

 

Procedures/Protocols for Isolation Room 

Procedures for isolation room: 
 
In general, the isolation room will be used for students exhibiting COVID symptoms. 
 

Location of Isolation Room: Outside of the building, lunch area.  Far South of the 
lunch tables 
 
 

            Procedure for Isolation Room: 
Should a student become ill while on campus, they will be taken to the isolation room 
until they can be picked up and taken home by a parent, guardian, or anyone else 
directed by the parent/guardian. Should there be more than one student in isolation, 
they shall occupy separate areas of the room to comply with physical distancing. 

 

Procedures/Protocols for Quarantine Room 

Procedures for quarantine room: 
In general, the quarantine room will be used for students who have been exposed to 
someone with COVID and may or may not have symptoms, this is strictly based on 
exposure. 
 
Please note, if an entire classroom or cohort of students is considered exposed, it is 
appropriate for that room to be the quarantine area if it applies to the entire population of 
individuals in the room. 
 

Location of Quarantine Room:  
 
Outside of the building, lunch area.  Far North of the lunch tables 
 
 
 
Procedure for Quarantine Room: 
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Should the school site find out that a student was exposed to COVID, they will be 
taken to the quarantine room until they can be picked up and taken home by a parent, 
guardian, or anyone else directed by the parent/guardian. Should there be more than 
one student in quarantine, they shall occupy separate areas of the room to comply 
with physical distancing. 

 

Procedures/Protocols for Administrative Office 

Procedures for administrative office: 
Max capacity 1, 1 parent -  Social Distance-No chairs will be permitted for waiting 
 
Max capacity of 4 ICEF employees  
 

Procedures/Protocols for Online Outlets 

Process/procedure for updating online outlets (e.g., website, social media, etc.) to 
provide clear, up-to-date information about building hours, visitation policies, changes 
in academic and extracurricular programming and requirements concerning use of 
face coverings, physical distancing and hand washing: 
 
ICEF and the school will use its website, Class Dojo, Parent Square for communication if 
needed. In addition, we have media templates in relation to COVID-19 related matters that we 
will be able to pull from on a situation by situation basis.  
 
Please see our ICEF Communication Guide for more information.  
 
Process for using online outlets to instruct students, parents and teachers on how to 
contact the school in case of infection or exposure:  
 
The parents will be able to contact the schools administrative office via phone and email along 
with any additional platforms that schools use to support family communication (e.g., Parent 
Square, Class Dojo, Kickboard, etc.).  
 

Procedures/Protocols for Visitors 

Procedures for visitors: 
 
Process for Scheduling Visitors:  

● Parents/visitors must find parking on the street or parking lot and call the school office               
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upon arrival. 
● Stay in the car until they have been cleared to proceed to the school office. 
● If you do not have access to a phone to call, you may proceed to the gate and you will                    

be buzzed in. You may be asked to wait in the outdoors until it is safe to proceed to                   
the office.  Social distancing will still be enforced in the outdoor area. 

● For the safety of school staff and visitors, temperature checks will be taken  
● Innovation will utilize a QR code and related survey to ask a series of COVID-19               

questions prior to entering the building, which will limit contact with school employees             
and materials.  

● If families are not able to use the QR code, at that point, the school site will meet the                   
individual and ask the screening questions 

● Sign-in (If families are unable to use QR code) 
○ Have a bin for clean pens and a bin for dirty pens  
○ Pens will be cleaned throughout the day 

● Masks must be worn at all times while on campus. 
● All parents and visitors must sign in and provide contact information. 

 
Signage of Process for Visitors:  
 
Signage shall be posted at the entry to the campus informing visitors and staff that masks are 
required in order to enter campus 

 
Approved Locations for Visitors: 

Movement of visitors within the school is limited to designated areas such as the reception or                
lobby area, offices, conference or meeting rooms, and public restrooms to the extent feasible.              
Visitors are not permitted to interact with any cohorts. 
 
In additional, the following is required: 
 

● Visits to the school by individuals other than staff and students are avoided whenever 
feasible. Parents of enrolled students are encouraged to conduct business with school 
personnel remotely when possible. 

● Visitors to the school other than parents of enrolled students are limited to those who 
are essential for the school’s operation. Visitors are by appointment only and are pre 
registered in a visitor log that includes a visitors name, phone number and email 
address. Visitors are instructed to come to their appointments alone. If a visitor must 
be accompanied by another person (e.g., for translation assistance, or because the 
visitor is a minor, or has minor students) their information is captured in the visitor log. 

● Visitors arriving at the school with non-enrolled children (e.g., younger siblings of 
students) must ensure that these children stay next to an adult, avoid touching any 
other person or any item that does not belong to them, and are masked if 2 or older 
and not at risk due to a respiratory condition.  
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● Visitors arriving at the school are reminded to wear a face covering at all times while in 
the school. This applies to all adults and to children 2 years of age and older. Only 
individuals who have been instructed not to wear a face covering by their medical 
provider are exempt from wearing one. To support the safety of your employees and 
other visitors, a face covering should be made available to visitors who arrive without 
them. 

Optional - Describe Other Measures 

N/A 
 
 

Section C 
Measures that Ensure Infection Control 

Our school has a COVID-19 Containment, Response, and Control Plan that describes 
our schools comprehensive approach to preventing and containing the spread of 
COVID-19 on campus. The plan includes, but is not limited to the components listed on 
the above checklist and in addition, includes the following school site specific 
information:  

Procedures/Protocols for Screening 

Procedures for screening: 
 
Screening Questions (English | Spanish) 
 

Required Questions for Adults & Students: 
 

● Check-in concerning cough, shortness of breath or experience of fever and any 
other symptoms the visitor may be experiencing  

● No-touch thermometer for an additional symptom check 
 

Additional Required Questions for Adults & Middle/High School Age Students: 
 

● Inquiry about close contact with anyone at home, school, or elsewhere that the 
individual has been told has tested positive for COVID-19 

 
Adult Visitors & Staff who Screen Positive:  
 
Adult visitors and staff who screen positive at entry or who report symptoms at any 
point during the school/work day are instructed to return home immediately and 
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self-isolate as required by Health Officer Order of July 1, 2020.  
 

Requirements for Department of Public Health 
 
Requirements from ICEF: 
 
ICEF requires employees to get a COVID test upon returning to work. 

 
Students who Screen Positive: 
 
Students who screen positive at entry or who report symptoms at any point during the 
school day are given a surgical mask and accompanied to a preselected isolation 
space where they can remain while arrangements are made for their return home.  
 

Supervision of Room: School Site Administrator 
 
Location of Surgical Masks:Masks will be available at check-in if needed. All 
backup masks are located in the storage cabinet, including surgical masks for 
both staff and students.  
 
 

Process for Notifying Principal/COVID Team of any Failed Screening:Any 
employee who fails screening should notify the principal immediately via phone call or 
text message. 

 
 

Upon notification of any failed screening, the COVID-19 school compliance team will initiate 
the School Exposure Management Plan. 

 
Adult Visitors and Staff w/ Close Contact of an Individual who Screened 
Positive:  
 
Adult visitors and staff are instructed to return home to self-quarantine as required by 
Health Officer Order of July 1, 2020, until such time as it has been determined that the 
individual screening positive for COVID-19 symptoms is negative for COVID-19. 
These visitors are also instructed to get testing for COVID-19. 
 

Requirements for Department of Public Health 
 
Requirements from ICEF: 

 
ICEF requires adults and visitors to obtain COVID test prior to returning to 
work. 
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Students w/ Close Contact of an Individual who Screened Positive:  
 
Students who have had close contact with an individual who has screened positive for 
COVID-19 symptoms are accompanied to preselected quarantine space where they 
can remain until arrangements are made for their return home. This space is apart 
from the one set aside for symptomatic students. It may be a separate room or an 
area within the same room that is set apart by a barrier. Once they return home, they 
are instructed to self-quarantine as required by the Health Officer Order of July 1, 
2020, until such time as it has been determined that the individual screening positive 
for COVID-19 symptoms is negative for COVID-19. Parents are also advised to seek 
testing for their child.  
 

Requirements for Department of Public Health 
 
Requirements from ICEF: 
 
ICEF requires students to obtain COVID test and to turn in a note from a doctor 
upon returning to campus.  
 

Procedures/Protocols for Optimal Ventilation 

What ventilation safety measures are available within each space that employees, 
students or visitors will be in?  
 

ICEF Requirements: 
 

Classrooms w/ Door to Outside & Windows: 
Classroom outside doors and windows shall be open during the school day  to 
allow for optimal ventilation, if feasible and weather permitting.  
 
Classrooms w/ Door to Outside: 
Classroom doors to the outside shall be open during the school to allow for 
optimal ventilation and air circulation, if feasible and weather permitting. 
 
Classrooms w/ Windows: 
Classroom operative windows shall be open during the school day to allow for 
optimal ventilation, if feasible and weather permitting. 
  
Classrooms w/ No Airflow:  
Classrooms with no airflow may use fans or air purification systems during the 
school day. 
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Measures to Promote Optimal Ventilation 

❏ 50% of classroom learning, meals and 
activities have been moved to outdoor 
space whenever feasible and weather 
permitting. 

❏ School HVAC system is in good 
working order. 

❏ HVAC systems are set to maximize 
indoor/outdoor air exchange unless 
outdoor conditions (recent fire, very 
high outside temperature, high pollen 
count, etc.) make this inappropriate.  

❏ Portable, high-efficiency air cleaners 
have been installed if feasible.  

❏ Doors and windows are kept open 
during the school day if feasible and if 
outdoor conditions make this 
appropriate.  

❏ Air filters have been upgraded to the 
highest efficiency possible.  

❏ Other:  

Measures in Place to Ensure Appropriate Cleaning and Disinfecting of Space, Surfaces, 
and Objects Throughout the School.  

The following measures are in place to ensure appropriate cleaning and disinfecting: 
 

❏ A cleaning and disinfecting schedule have been established in order to avoid both 
over- and under- use of cleaning products 

❏ Busses are thoroughly cleaned and disinfected daily and after transporting any 
individual who is exhibiting symptoms of COVID-19. Drivers are equipped with 
disinfectant wipes and disposable gloves to support disinfection of surfaces as needed 
during a run. Frequently touched surfaces are disinfected after every completed bus 
route. Not applicable at this time for ICEF. 

❏ Common areas and frequently touched objects in those areas (tables, doorknobs, light 
switches, countertops, handles, desks, phones, keyboard, elevator switches and 
buttons, touch screens, printers/copiers, grab bars, and handrails) are disinfected at 
least daily and more frequently as resources allow using appropriate products.  

❏ Use of shared objects is eliminated wherever possible, for example, water fountains 
are shut down and individual water bottles are provided as an alternative, high touch 
playground equipment may be taken out of use and replaced with no-touch 
playground games, etc. 
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❏ Where individualized alternatives are not feasible, for example, in labs and art rooms 
where some equipment may have to be used by multiple students, objects and 
surfaces are cleaned and disinfected between users.  

❏ Cleaning products that are effective against COVID-19 (these are listed on the 
Environmental Protection Agency (EPA)-approved list “N”) are used according to 
product instructions. When EPA-approved disinfectants are not available, alternative 
disinfectants can be used (for example, ⅓ cup of bleach added to 1 gallon of water, or 
70% alcohol solutions). Do not mix bleach or other cleaning and disinfection products 
together - this causes toxic fumes that may be very dangerous to breathe.  

❏ See Custodian section for more information on cleaning measures 
❏ Throughout the day, all cleaning products are kept out of reach of children and stored 

in a space with restricted access. 
❏ Ventilation is maximized during cleaning and disinfecting to the extent feasible. If using 

air conditioning, use the setting that brings in fresh air. Replace and check air filters 
and filtration systems to ensure optimal air quality.  

❏ Enhanced cleaning of school premises is done when students are not at school with 
adequate time to let spaces air out before the start of the school day.  

 
See additional sections throughout the document for more specific information.  

Measures in Place to Ensure Appropriate Face Coverings 

The following measures are in place to ensure appropriate face coverings: 
 

❏ Staff, parents, and students are informed of the requirement for cloth face coverings 
prior to the state of school and on a regular basis throughout the school year.  

❏ All students over age 2 are required to wear face coverings at all times while on school 
property except while eating, drinking or carrying out other activities that make that 
preclude use of face coverings. 

❏ Alternative protective strategies may be adopted to accommodate students who are 
on Individualized Education or 504 Plans and who cannot use or tolerate cloth face 
coverings.  

❏ Information is provided to staff, parents, and students concerning proper use of cloth 
face covering including the need to wash cloth face coverings after each day’s use.  

❏ Signage at the entry to the school, at the entry to the school office, and throughout the 
school building reinforces this requirement and depicts proper use of cloth face 
coverings.  

❏ As feasible, two cloth face coverings are provided to each student at the start of the 
school year. If that is not feasible, parents and students are given information 
concerning methods for making their own cloth face coverings.  

❏ Parents of younger children are encouraged to provide a second face-covering for 
school each day in case the one a child is wearing gets soiled; this would allow for a 
change of the face covering during the day. 
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❏ Staff who are deployed at school entry or in hallways or other common areas to 
reinforce physical distancing also remind students of rules concerning use of cloth 
face coverings.  

❏ Employees engaged in activities (such as provision of physical therapy or personal 
assistance to individual students) which may not permit physical distancing are 
equipped with appropriate personal protective equipment (gloves, masks, gowns, 
etc.), as appropriate.  

❏ Staff taking care of a sick student are provided with a medical grade mask to wear 
themselves, and a medical grade mask for the student to wear (if it can be tolerated) 
until the student leaves the building.  

 
In addition, staff and students who are alone in closed offices, walled cubicles or other private 
enclosed spaces are not required to wear cloth face coverings. Students may also remove 
cloth face coverings when eating or napping or when wearing a cloth face covering is 
otherwise impractical (e.g., while showering, etc.). The school may consider whether it is 
appropriate for a teacher in the early grades to use a plastic face shield with a tucked-in drape 
below the chin as a substitute for a cloth face covering to enable the youngest students to see 
their teachers face and avoid potential barriers to phonological instruction.  

Measures in Place to Ensure Appropriate Hand Washing 

The following measures are in place to ensure appropriate hand washing processes: 
 

❏ Students and staff are given frequent opportunities to wash their hands for 20 seconds 
with soap, rubbing thoroughly after application, and use paper towels (or single-use 
cloth towels) to dry hands thoroughly. Each cohort is required to use a designated 
bathroom; should more than one cohort be assigned to use the same bathroom, a 
color-coded system is used to minimize students from different cohorts using the 
bathroom at the same time.  

❏ Younger students are regularly scheduled for frequent mandatory handwashing 
breaks, including before and after eating, after toileting, after outdoor play, and before 
and after any group activity.  

❏ Staff are instructed to model frequent handwashing, especially in lower grades where 
bathroom time is an opportunity to reinforce healthy habits and monitor proper 
handwashing.  

❏ Portable handwashing stations have been placed near classrooms to minimize 
movement and congregations in bathrooms to the extent practical.  

❏ Ethyl alcohol-based (contains at least 60% ethanol) hand sanitizer is made available 
to students and staff at strategic locations throughout the school where there is no sink 
or portable handwashing station (in or near classrooms, rooms in which support 
services are provided, music and art rooms). Ethyl alcohol is preferred and should be 
used in school environments. Hand sanitizers with isopropyl alcohol as the main 
ingredient are not used in the school, as it is more irritating and can be absorbed 
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through the skin. 
❏ Swallowing alcohol-based hand sanitizers can cause alcohol poisoning. Hand sanitizer 

is not out in the open and should be used with adult supervision for children under age 
9. Faculty and staff have been made aware of the risk of ingestion and that they 
should call Poison Control at 1-800-222-1222 if there is a reason to believe that a 
student has consumed hand sanitizer.  

❏ Hand sanitizer, soap and water, tissues and trash cans are available at or near the 
entrance of the facility, at reception, and anywhere else inside the workplace or 
immediately outside where people have direct interactions.  

 
Information for Families & Employees 

[English | Spanish] 

Optional - Describe Other Measures 

N/A 
 
 

Section D 
Measures that Communicate to the Campus Community and the Public 

Our school has a COVID-19 Containment, Response, and Control Plan that describes 
our schools comprehensive approach to preventing and containing the spread of 
COVID-19 on campus. The plan includes, but is not limited to the components listed on 
the above checklist and in addition, includes the following school site specific 
information:  

Information for Families 

Information was sent to parents and students prior to the start of school concerning 
school policies related to:  
 

❏ Isolation and quarantine policies as they apply to students who have symptoms or 
have have been exposed to COVID-19 (English | Spanish)  

❏ 10 Things to Support You at Home  
❏ In-Home Cleaning - English | Spanish  
❏ Home Quarantine Instructions - Engl   ish | Spanish 
❏ Quarantine vs. Isolation - English | Spanish 

❏ Options for COVID-19 testing if the student or a family member has symptoms or has 
been exposed to COVID-19 (English | Spanish)  

❏ Who to contact at the school if student has symptoms or may have been exposed 
(See Section F Below) 
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❏ How to conduct a symptom check before a student leaves home.  
❏ Screening Questions - English | Spanish  
❏ CDC Self-Checker  
❏ Symptoms Poster 

❏ Required use of face coverings  
❏ Guidance - English | Spanish 
❏ Infographic #1 - English | Spanish 
❏ Infographic #2 - English | Spanish 

❏ Importance of student compliance with physical distancing and infection control 
policies (English | Spanish) 

❏ Changes in academic and extracurricular programming in order to avert risk 
❏ Changes in school meals in order to avert risk (English | Spanish) 
❏ School policies concerning parent visits to school and advisability of contact the school 

remotely  
❏ Importance of providing the school with up-to-date emergency contact information 

including multiple parent contact options 

Additional Steps Taken 

In addition to all listed above, ICEF has also done the following;  
 

❏ A copy of this protocol has been posted at all public entrances to the school. 
❏ Signage has been posted throughout the school reminding staff and students of 

policies concerning physical distancing, use of face coverings, and importance of hand 
washing.  

❏ Signage is posted at each public entrance of the school informing visitors that they 
should not enter the facility if they have symptoms of COVID-19. 

❏ The school has developed and circulated a communication plan in case full or partial 
closure is required due to a possible cluster of COVID-19 cases.  

❏ Online outlets of the school (website, social media, etc.) provide clear, up-to-date 
information about building hours, visitation policies, changes in academic and 
extracurricular programming, and requirements concerning use of face coverings, 
physical distancing and hand washing.  

❏ Online outlets instruct students, parents and teachers on how to contact the school in 
case of infection or exposure.  

Optional - Describe Other Measures 

 
N/A 
 

Section E 
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https://drive.google.com/file/d/12ZqS5MoB3dyFIXXSglQkNlWhetDs_yNp/view?usp=sharing
https://docs.google.com/document/d/1SzUImlSeXEXKsO_QaV2ni-O9JwwIsiRMeacjcmUezn0/edit?usp=sharing


 

 

 
DPH Checklist Revision: 10/27/2020 | 48 

Measures that Ensure Equitable Access to Critical Services 

Our school has a COVID-19 Containment, Response, and Control Plan that describes 
our schools comprehensive approach to preventing and containing the spread of 
COVID-19 on campus. The plan includes, but is not limited to the components listed on 
the above checklist and in addition, includes the following school site specific 
information:  

Measures to Support SWD’s and Students on Section 504 

The following measures are in place to support students with Individualized Education 
Programs (IEP’s) and 504 Plans during this time:  
 

❏ Each school is in constant, proactive communication with each parent or guardian to 
ensure that we are receiving constant updates on progress, areas of need, and any 
other safety information for us to consider during this time. 

❏ Modifications to individual IEP’s and 504 Plans have been made that involve, but is 
not limited to, changes in accommodations, modifications, goals, service provision, 
behavioral support, etc. in the virtual world.  

❏ Additional IEP or 504 amendment meetings are being held to address concerns 
around attendance, educational benefit in the virtual world, and best practice for 
instructional approach during this time.  

❏ Within each IEP, the team took into account what steps were necessary to ensure a 
students continued safety that are relevant to the provisions of state and federal law.  

❏ All administrative services and operations are offered remotely for all families.  
❏ For families that do not have internet access, we have provided a hotspot and 1:1 

technology for each student.  

Optional - Describe Other Measures 

 
Additional Resources: 
 
Information for Families & School Posters: 
http://publichealth.lacounty.gov/acd/ncorona2019/printmaterials.htm  
 

Section F 
School Contact 

You may contact the following person with any questions or comments about this 
protocol: 
 

Business Contact Name: Leslie McGee 
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Phone Number: (323) 290-6997 
 
Date Last Revised: Based off 09/07/2020 checklist revision 
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