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Dear SCCPSS Colleagues:
With the start of the academic year upon us, we find ourselves in a familiar situation as we
continue to adjust to the evolving conditions of the pandemic. We made it through a tough
2020-2021 school year that was filled with many challenges. We started 100% virtual. We
moved to Hybrid. We were provided opportunities to get vaccinated. We adjusted and
found a way to finish strong with in-person graduation ceremonies and a seamless
transition into extended learning opportunities over the summer. Now, as we embark on
the new school year, we see the possibilities for getting back to a greater sense of
normalcy.
Our planning efforts continue to be appropriate and responsive to current conditions. Our
actions and this document reflect attention to the science and data while supporting the
safety and well-being of our staff and community.
To start and throughout the year, we will ask you to:





Follow all public health guidance and district directives regarding safety protocols.
Learn new information and receive new training about safety and hygiene protocols.
Take responsibility for your actions and share relevant information about new
symptoms, travel, and social contacts with authorized personnel.
Continue to expect the unexpected. Circumstances will likely vary over the course of
the year as they did last school year.

Please remember, the Workplace Expectations and Protocols that we have outlined in this
document are subject to change. We know the pandemic recommendations constantly
evolve and the CDC/DPH information changes frequently.
However, we do expect that this year will likely be one where we move closer to what we
recall being normal. Remember, we all have a shared purpose - to educate students and
prepare them for the future. This is essential to our long-term well-being.
Please review these expectations and protocols fully and often. Your understanding of
them is critical. Our plan will only work if executed well and with your full support.
On a personal note, I am proud to say that I received the COVID-19 vaccine and I am fully
vaccinated. The Nursing Services Team to include School Nurses is commended for the
support they provided in the Spring to help vaccinate nearly 3,000 SCCPSS employees
and family members. Taking the vaccination is a personal decision. I invite you to
research vaccinations on the CDC website “Key Things to Know About COVID-19
Vaccines:” https://www.cdc.gov/coronavirus/2019-ncov/vaccines/keythingstoknow.html
Respectfully,

Ramon Ray
Chief Human Resources Officer
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COVID-19 CONTACTS
Symptom Reporting
For symptom reporting go to your Principal or Site/Department
Administrator first.

COVID-19 Tracing
School Based Contact Tracing Team members or
other staff identified by the principal/site administrator
DISTRICT LEVEL STAFF:
Rob Gordon, Director Risk Management
rob.Gordon@sccpss.com / 912-395-5576
Lisa Wilson, District Nurse Administrator
lisa.Wilson@sccpss.com / 912-395-1263
Christina Chancey, District Cluster Nurse
christina.Chancey@sccpss.com / 912-655-5844
Tselane McMillan, District Cluster Nurse
tselane.McMillan@sccpss.com / 912-433-6874
Sparkle Richburg, District Cluster Nurse (Co-Lead for COVID-19 Contact
Tracing) sparkle.richburg@sccpss.com / 912-755-0018
Victoria Stewart, Interim District Cluster Nurse (Co-Lead for COVID-19
Contact Tracing) victoria.Stewart@sccpss.com / 912-250-8702

Employee Leave
Deanna Hall, Director of Benefits and Compensation
deanna.hall@sccpss.com / 912-395-1036

Return to Work Concerns related to FMLA and ADA:
Anyone with a Family Medical Leave Act (FMLA) request should contact Deanna Hall at 395-5899.
Anyone who has the need for an Americans with Disabilities Act (ADA) accommodation please
contact Rob Gordon at 395-5576.

6.1 Edition November 4, 2021

5|Page

SY 2021-2022 Workplace Expectations & Protocols

SCCPSS Staff Directives
Our SCCPSS Expectations and Protocols seek to promote the health and safety of our staff,
faculty, students, and the public with whom we interact. These guidelines have been developed in
accordance with the Centers for Disease Control and Department of Public Health.
All staff are expected to fully comply with the SCCPSS Expectations and Protocols outlined
in this document. Failure to comply with these important safety requirements may result in
discipline, including suspension or termination.
SCCPSS requirements:


Report to work at your assigned location and work duty time. SCCPSS is offering inperson instruction 5-days a week during school year 2021-22. All employees are
expected to work in person except those approved by the appropriate Cabinet
member and CHRO to Telework/Telelearn or staff members of SCELA.



Wear a face mask for all indoor activities. Outdoor activities are optional.



Physical/Social distancing of 3 feet or more is strongly encouraged. Employees
should focus on maintaining this distance to include meetings, eating lunch, etc.



Wash hands (or using hand sanitizer) frequently.



No one should report to work with Covid-19 related symptoms. Self-monitoring is
required for all employees. Anyone with symptoms must stay home and report
symptoms to their supervisor.



Respect staff with varying viewpoints on COVID-19. Respect each other’s personal
space.



Clean and sanitize your workspace. Cleaning supplies will be available. Staff should
make efforts to ensure their workspaces are sanitized with a Clorox wipe after
meetings or engagement with others.

Remember! Per the CDC: COVID-19 prevention strategies remain critical to protect people,
including students, teachers, and staff, who are not fully vaccinated, especially in areas of
moderate-to-high community transmission levels.
POSITIVE TEST RESULT: An employee diagnosed with Covid-19 cannot report to work and will
be referred to their site contact tracing team. Prior to returning to work, the employee must
complete 10 days of isolation from the date of the onset of symptoms. In addition, symptoms must
have improved, and the employee must be free of a fever for 24 hours without the use of fever
reducing medication. For an asymptomatic individual the 10 days of isolation begins the date of the
test. (See page 10).
CLOSE CONTACT: Any employee who has knowingly been in close contact with someone that
received a Covid-19 positive test result cannot report to work until approved by a member of the
Contact Tracing team at the site or a District Nursing Service team member. The CDC defines
Close Contact as “any individual who was within 6 feet of an infected person for at least 15 minutes
over a 24-hour period, starting from 2 days before illness onset (or, for asymptomatic patients, 2
days prior to positive specimen collection) until the time the patient is isolated.” (See page 8)
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The health information of others is highly sensitive and should only be shared for the purpose of
promoting health and safety within established protocols or to comply with legal, medical, or public
health requirements.
Examples of heath information include COVID-19 test results, responses to entry protocol
questions, temperature check readings, and information about a person’s health status discerned
through the implementation of safety protocols and contact tracing.
Unauthorized sharing of the health information of others obtained in the workplace or in
your capacity as a District employee is prohibited and can result in disciplinary action up to
and including termination.

Self-Symptom Monitoring Requirement
All employees are expected to complete a self-monitoring assessment prior to
entering any district facility.
SCCPSS employees must conduct symptom monitoring every day before reporting
to work.
 If you are sick, alert your supervisor and stay home!
 If you are experiencing any of the symptoms listed below that you would not typically
experience, alert your supervisor and stay home!
 Employees who report any of the conditions listed below will be contacted for further review
and return to work instructions.

The following must be reported by phone to your immediate supervisor:
If you have experienced in the last 7 days, or if you are currently experiencing, any new or
unexpected symptoms of the following conditions that you would not typically experience:


At least two of the following symptoms
o Fever (subjective or measured (100.4° or 99.4° with an SCCPSS approved
device))
o Feeling feverish (chills, sweating)
o Rigors (a sudden feeling of cold with shivering
accompanied by a rise in temperature)
o
o
o
o
o
o
o

Myalgia (Muscle pain)
Headache
Sore throat
Nausea or vomiting
Diarrhea
Fatigue
Congestion or runny nose

OR


Any one of the following symptoms:
o New Cough
o Shortness of breath
o Difficulty breathing
o New olfactory (loss of smell) disorder
o New taste disorder

6.1 Edition November 4, 2021

7|Page

SY 2021-2022 Workplace Expectations & Protocols

Vaccinations
Current transmission data shows that positive cases are on the rise
among unvaccinated people. According to the Occupational Safety
and Health Administration (OSHA) COVID-19 spreads mainly among
unvaccinated people who are in close contact with one another.
Vaccination is key strategic approach to support a multi-layered plan to
protect workers. Vaccines authorized by the U.S. Food and Drug
Administration are highly effective at protecting vaccinated people
against symptomatic and severe COVID-19 illness. According to the
CDC, a growing body of evidence suggests that fully vaccinated
people are less likely to have symptomatic infection or transmit the
virus to others.

Fully Vaccinated Staff
Individuals are considered fully vaccinated if it has been at least 2 weeks since the
completion of the COVID-19 vaccination series (two doses in a two-dose series OR one
dose in a one-dose series).


2 dose vaccines: Moderna and Pfizer



1 dose vaccine: Johnson and Johnson’s Janssen

Fully vaccinated employees are still required to notify their direct supervisor if they have
been exposed to COVID-19. A member of the contact tracing team will contact that
employee to clear them to return to work. Individuals fully vaccinated for COVID-19 who are
(NEW) exposed to someone with suspected or confirmed COVID-19 are NOT required to
quarantine unless they develop symptoms for COVID within 14 days after the last date of
exposure. Fully vaccinated individuals are required to test (by PCR test) 5-7 days after
last known exposure date. Vaccination documentation and the test result must be
provided to a Nursing team member to opt out of a Quarantine.
CDC recommends that fully vaccinated people should continue to get tested if experiencing
COVID-19 symptoms.
More guidance and recommendations for fully vaccinated individuals can be found
here https://www.cdc.gov/coronavirus/2019-ncov/vaccines/fully-vaccinated.html

Per the CDC/DPH staff Quarantine periods are longer for unvaccinated individuals
compared to fully vaccinated individuals.
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What every employee should know about the
14-day COVID-19 Incubation period!

Important Facts:
 You can be asymptomatic and positive the full timeframe.
 You can be asymptomatic for 9 days and be positive after.
 A staff member can be in quarantine, test on day 5 and be negative,
and still become positive through the 14th day after initial
exposure.

6.1 Edition November 4, 2021
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EMPLOYEE FEELS SICK
COVID‐19 RESPONSE PROTOCOLS

01/29/2021
V2

Supervisor asks employee COVID‐19 symptom questions in a
confidential setting.

AT
Home

AT
Work

Fever, Chills, Cough, Loss of taste or smell Shortness of breath,
Sore throat, Headache, Nausea/vomiting,
Congestion/runny nose or Muscle/Body aches?

Yes
Employee stays
home and reports
to supervisor.

Employee informs
supervisor and
leaves premises.

No

Recommend
Doctor visit and/or
testing for COVID‐19
Symptom
Free for 24 hours

Notify Executive
Director of
Maintenance and
Operations

Area/Building
closed. Will be
cleaned and
sanitized after 24
hours. Refer to
COVID exposure
cleaning protocol.

Positive
Test

Free of fever
(>100.4F) without
the use fever
reducing medicine
for 24 hours.
*AND*

Yes

Complete COVID‐19
Testing as
requested/required

Employee may return
to work with
approval from the
site Contact Tracing
Team or Risk
Management.

Negative
Test

Open employee
work area for use.

Last updated
01.29.2021

Notify site Contact
Tracing Team or Risk
Management at
912‐395‐5576.

10 days have
passed since
symptoms first
appeared.
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Summary of Options for Employees Able & Unable to Work
The type of leaves available depends on the reason the vaccinated and unvaccinated
employee is unable to work.
Temporary Teleworking or Professional Learning (telelearning) requires the approval of the
Principal/Site Administrator, appropriate Cabinet Member and Chief Human Resources Officer.
Limited to three occurrences in FY22 beginning 8/30/2021

Employee is sickCOVID-19

An employee with a
fever greater than 100.4
(99.4 with SCCPSS
approved devices) or
having other symptoms
consistent with COVID
19 (cough, shortness of
breath, etc.) will not be
allowed to work in an
SCCPSS building.

If an employee is
isolated, with
appropriate approval,
the employee has the
option to temporarily
telework or do
Professional learning
(telelearn) during that
10-calendar day
isolation.
If an employee is unable
to return to work due to
COVID complications,
an additional 7 calendar
days may be granted to
temporarily telework or
(telelearn).
Paid Quarantine Leave
All employes are eligible
for up to 10 workdays PQL
type leave. (3 Occurances)

Employee is caring for
COVID-19 patient

An employee who is
exposed to a confirmed
case of COVID in the
last 7 calendar days will
not be allowed to work
in an SCCPSS building.
Employees must use
sick leave and FMLA in
accordance with Board
Policy and Regulation
GARH and GARH-R (1)
or be placed on leave
without pay.

If approved the employee
has the option to
telework or do
Professional learning
modules (telelearn)
during that period for a
maximum of 10
workdays.
Limited to one 10 day PQL
occurrence.

To care for a child
presently enrolled in
school or daycare and the
child is in Isolation or
Quarantine

Employees that come in
close contact with a
COVID-19 infected
person

An approval to
temporarily telework or
do Professional
learning modules
(telelearn) may be
granted to an
employee during the
closure period for up to
10 workdays.

The CDC defines close
contact as, “any
individual who was
within 6 feet of an
infected person for at
least 15 minutes over a
24 hour period starting
from 2 days before
illness onset(or, for
asymptomatic patients,
2 days prior to positive
specimen collection)
until the time the patient
is isolated.”

Documentation from the
school or daycare
center regarding the
closure is required.
Limited to one 10 day PQL
occurrence.

All employees are expected to telework or telelearn
unless unable due to being sick or not approved by
their supervisor. Approval is required by the
employee’s supervisor, Cabinet Member, and Chief
Human Resources Officer to telework or telelearn.

An employee who is
exposed to a confirmed
case of COVID in the last
7 calendar days will not
be allowed to work in an
SCCPSS building.
If approved the employee
has the option to telework
or do Professional
learning modules
(telelearn) if the position
is not one that can
telework.
Paid Quarantine Leave
All employes are eligible for
up to 10 workdays PQL type
leave. (3 Occurances)

Normal leave policies apply if Teleworking/telelearning is NOT approved, PQL is exhausted, or
the employee decides to not telework/telelearn.
For more information, contact Deanna Hall, Benefits & Compensation Director in the Human
Resources Department. Phone: (912) 395-1036 Email: Deanna.Hall@sccpss.com
6.1 Edition November 4, 2021
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Personal Requirements –
Do your part and help Fight the Spread!
All employees must follow established protocols to mitigate the spread of COVID-19.
This includes:
Physical Distancing:
Taking steps to keep space between you and others is one of the best tools we
have to avoid being exposed to the COVID-19 virus and slowing its spread.
Since people can spread the virus before they know they are sick, it is
important to stay away from others when possible, even if you have no
symptoms. Social distancing is important for everyone, especially to help
protect people who are at higher risk of getting very sick. Staff at work on-site
must follow these social distancing practices: Staying apart by 3 feet (about
2 arm’s length) or more is strongly encouraged. When it is not possible to
maintain a physical distance of at least 3 feet, it is especially important to layer multiple other
prevention strategies. Wearing a mask in this situation is highly recommended. Large group
gatherings are discouraged. Mass gatherings of 100 or more persons must be approved by a
member of Cabinet.

Handwashing:
Wash your hands often with soap and water for at least 20 seconds - especially
after you have been in a public place, or after blowing your nose, coughing,
sneezing, or touching your face. If soap and water are not readily available, use a
hand sanitizer that contains at least 60% alcohol. Cover all surfaces of your
hands and rub them together until they feel dry. Avoid touching your eyes, nose,
and mouth, and wash your hands after touching your face.
Hand-sanitizer shall be available at all major building entrances, elevator stops
and high-traffic areas.

Clean Your Workspace!
Maintaining a sanitary workplace is the responsibility of all employees.
Staff must wipe down commonly used surfaces before and after use with disinfecting wipes. For
example, if you are attending a physically distanced meeting, you must clean your own area using
disinfecting wipes. Other high contamination areas include any shared-space location or equipment
(e.g. copiers, printers, computers, A/V and other electrical equipment, coffee makers, desks and
tables, light switches, doorknobs, etc.).
Custodial staff will clean office and workspaces based on CDC guidelines for disinfection and
Occupational and Environmental Safety Office (OESO) protocols.

Coughing/Sneezing Hygiene:
If you are in a setting and do not have a face covering, remember to
always cover your mouth and nose with a tissue when you cough or
sneeze or use the inside of your elbow. Then throw used tissues in
the trash. Immediately wash your hands with soap and water for at
least 20 seconds. If soap and water are not readily available, clean
your hands with alcohol-based hand sanitizers with greater than
60% ethanol or 70% isopropanol as the preferred form of hand
hygiene in healthcare settings.

6.1 Edition November 4, 2021
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Entry to District Facilities Requirements
Signage and Posters:
Building occupants must follow signage posted in building entrances, exits, elevators, and similar common
use areas.

Entry to district facilities will be regulated and monitored:

Site access is dependent on compliance with
temperature check requests.
Employees will not be temperature checked on entry to any buildings.
Employees are required to self-monitor for a fever and other COVID19 symptoms. Anyone on District property is subject to a temperature
check at any time. Your SCCPSS badge is required for entry to all
buildings and by clocking in you attest that you are symptom free.
Do not hold, or prop open exterior doors for any other persons – all
must enter at designated entry points. Departments and building administrators will identify usable
building access points and coordinate arrival and departure times for staff to reduce congestion
during typical “rush hours” of the workday. Where possible, staff arrival and departures may be
scheduled to minimize personal interactions at building access points, hallways, stairs/elevators,
etc.
All non-employees entering school buildings and SCCPSS properties are subject to temperature
checks and screening questions.

Public Access for all SCCPSS Facilities shall be by appointment only.
Guests, employee’s children, and pets are not allowed on worksites!
Visitors will not be allowed unless they are performing business necessary for
the operation of the school or are a parent/guardian with viable education
related business that necessitates an in-person meeting.
Volunteers are not allowed at this time.
Parents who need to enter the schools may do so by appointment only.

6.1 Edition November 4, 2021
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Personal Safety Practices:
Appropriate use of disposable masks, cloth face coverings, or face shields as approved is critical in
minimizing risks to others near you. You could spread COVID-19 to others even if you do not feel
sick. Disposable masks and cloth face coverings shall only be worn for one day at a time. Cloth
face coverings must be properly laundered before use again. Having a weeklong supply of cloth
face coverings can help reduce the need for daily laundering. The fabric design or pattern for cloth
face coverings must be appropriate for the workplace. Cloth neck gaiters are not currently
approved.
CDC recommends schools maintain at least 3 feet of physical distance between students within
classrooms, combined with indoor mask wearing by people who are not fully vaccinated, to reduce
transmission risk. When it is not possible to maintain a physical distance of at least 3 feet, such as
when schools cannot fully re-open while maintaining these distances, it is especially important to
layer multiple other prevention strategies, such as indoor masking (July 9, 2021 CDC Update).

(NEW)

Exemptions for mask wearing requirements/recommendations will be considered on an
individual interactive basis in accordance with ADA requirements. Staff approved for a mask
exemption will be required to undergo frequent COVID-19 testing at the direction of SCCPSS.
Masks may be removed on a short-term basis when a person experiences shortness of breath, nausea,
asphyxiation, or some other health-related experience that reasonably necessitates the removal of a mask.

Face Coverings NOT allowed:





Masks made from loosely woven fabric or that are knitted, i.e., fabrics that let light pass
through
Mask with exhalation valves or vents (including those with 2.5PM or other replacement
filters)
Masks that do not fit properly (large gaps, too loose or too tight)
Masks made from materials that are hard to breathe through (such as plastic or leather)

Face shields are NOT allowed as substitute for a face mask unless approved by HR as an ADA
accommodation or as needed to meet the specific educational need of a student in accordance with as IDEA
or Section 504 plan or amendment.
Neck fleeces, also called gaiter masks are NOT allowed. Per the Health Department, wearing a
fleece mask or gaiter results in a higher number of respiratory droplets because the material breaks
down larger droplets into smaller particles that are more easily carried away with air.

Use and care of face coverings:
For details regarding cloth face coverings, including how to create, wear and care for home-made
face coverings, visit the CDC website.

Putting on the face covering/disposable mask:







Wash hands or use hand sanitizer prior to handling the face covering/disposable mask.
Ensure the face-covering/disposable mask fits over the nose and under the chin.
Situate the face-covering/disposable mask properly with nose wire snug against the nose
(where applicable)
Tie straps behind the head and neck or loop around the ears.
Throughout the process: Avoid touching the front of the face covering/disposable mask.

6.1 Edition November 4, 2021
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Taking off the face covering/disposable mask:
Do not touch your eyes, nose, or mouth when removing the face covering/disposable mask. When
taking off the face covering/disposable mask, loop your finger into the strap and pull the strap away
from the ear, or untie the straps. Wash hands immediately after removing.

Care, storage and laundering:
The CDC recommends the following for care, storage, and laundering. Keep face
coverings/disposable mask stored in a paper bag (plastic bag if paper is not available) when not in
use. Cloth face coverings may not be used more than one day at a time and must be washed after
use. Cloth face coverings shall be properly laundered with regular clothing detergent before first
use, and after each shift. Cloth face coverings shall be replaced immediately if soiled, damaged
(e.g. ripped, punctured) or visibly contaminated. Disposable masks must not be used for more than
one day and must be placed in the trash after your shift or if it is soiled, damaged (e.g., stretched
ear loops, torn or punctured material) or visibly contaminated.

Gloves:
Use gloves as part of PPE (Personal Protective Equipment) where appropriate and when certain
work functions call for this requirement. According to the CDC, gloves are not necessary for
general use and do not replace good hand hygiene. Washing your hands is the best practice for
common everyday tasks.

Expected Safety Practices:
Using Restrooms:
Maximum occupancy of restrooms shall be limited to ensure appropriate 3-foot social distancing.
Wash your hands thoroughly afterward to reduce the potential transmission of the virus.

Using Elevators (where applicable):
Use of elevators shall be limited where possible to avoid close proximity with others in a confined
space. Those using elevators to should wear a disposable face mask or face covering regardless of
traveling alone or with others. You shall also avoid touching the elevator buttons with your exposed
hand/fingers, if possible. The virus that causes COVID-19 can land on surfaces. It’s possible for
people to become infected if they touch those surfaces and then touch their nose, mouth, or eyes.
In most situations, the risk of infection from touching a surface is low (Per CDC). Wash your hands
or use alcohol-based hand sanitizers with greater than 60% ethanol or 70% isopropanol as the
preferred form of hand hygiene in healthcare settings upon departing the elevator.

Meals:
Before and after eating, you must wash your hands thoroughly to reduce the potential transmission
of the virus. It is important to maintain at least 3 feet distance between others during mealtime. It is
important to wipe all surfaces, including table, refrigerator handle, coffee machine, etc. after using in
common areas.

Work Environments:
If you work in an open environment, be sure to maintain at least 3 feet distance from co-workers
where possible. If possible have at least one workspace separating you from another co-worker.
Departments/Schools must assess open work environments and meeting rooms to institute
measures to physically separate and increase distance between employees, other coworkers, and
customers.
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Meetings:
Convening in groups increases the risk of viral transmission. Meetings should be held in whole or
part using the extensive range of available collaboration tools (e.g. Microsoft Teams, telephone,
etc.). Division Heads/Associate Superintendents must approve any in person meeting of 100 or
more people. In person meeting participants should maintain a distance of 3 feet or more is
encouraged.

Mental and Emotional Wellbeing
The Employee Assistance Program is available to offer emotional support during this stressful time.
Please contact Lifestyle Management Resources at 912-429-6981 or 912-429-2596. Telephonic
appointments are available.

Please remember, the guidance and protocols that we have outlined in this document are
subject to change. The pandemic recommendations constantly evolve and the CDC/DPH
information changes frequently. SCCPSS will provide updates to the document as guidance
becomes available and is appropriate for our community. SCCPSS appreciates your support
and understanding in following mitigation practices to minimize the transmission of the
virus and ensure school remains open 5-days a week for in-person instruction.
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Additional Resources
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Managing Face-to-Face Meetings Protocol
within and outside SCCPSS Premises in a COVID-19 Environment

SCCPSS Protocol

Purpose of the
Protocol

Whom does this
protocol apply to

Protocol for Managing Face-to-Face Meetings.
This protocol provides recommended preventive measures for
employees receiving visits within SCCPSS premises and/or
conducting visits outside SCCPSS premises during the pandemic of
COVID-19. Measures include screening at entrances, meeting room
guidelines, as well as personal hygiene, physical distancing, and
cleaning guidelines.

This protocol applies to all SCCPSS employees, community
partners, vendors, etc.

I. General Guidelines for Visits
1.

Avoid face-to-face meetings with visitors/third parties during the COVID-19 period as
much as possible. Limit meetings to the minimum necessary.

1.1.

Promote and use alternative contact and technological communication tools, such as
group phone calls, videoconference, social media, emails, and /or other digital
platforms.

2.

A supervisor should pre-authorize essential face-to-face meetings.

2.1.

Meetings should be previously assessed to identify any additional controls that might
be needed.

2.2.

If required and feasible, use live remote support with other technological alternatives.

2.3.

Promote meetings, preferably in an open space environment, i.e., terrace, garden,
and large open meeting areas.

2.4.

In preparation and during meetings, be sure to wash your hands frequently and
thoroughly. Follow sneezing/coughing etiquette and the recommendations for hand
sanitizing when touching elevators buttons, doorknobs, handrails, keyboard and
mouse, printers/scanners, meeting rooms chairs, tables, screens, projectors,
telephones, boards, and markers.

2.5.

People attending the meeting should seek to maintain physical distancing of 3 feet,
preventing face to face positioning and avoiding handshaking, hugs, and general skinto-skin contact.
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II. Meetings within SCCPSS's premises
Advising Visitors(Those on premise performing business necessary for the operation of the school)
1.

In the absence of remote/electronic induction/training, verbal information will be given,
respecting physical distance requirements. Provide advanced information to the visitor
(i.e., an email or phone call) with relevant information such as Personal Protective
Equipment (PPE) requirements, bring their own hand sanitizer, etc.

2.

Advise visitors of COVID-19-related PPE requirements.

3.

Advise visitors to cancel their visit/meeting or not to enter premises if they have or
suspect having pandemic-related symptoms.

4.

Advise visitors that they will be screened upon entry for COVID-19 criteria. Access will
be denied to any visitors with COVID-19 symptoms and could be referred for further
medical inspection.

Screening at Entrance
5.

Visitors will be screened at the entrance for related disease symptoms based on a
visual inspection, screening equipment, and/or questionnaire.

5.1. The screening process will include, if possible, measurement of body temperature
using a non-contact thermometer and asking COVID-19 screening questions.

5.2. Visitor Contact Tracing: Register visitors’ contact details: mobile telephone number,
email, and address. State clearly that their details will be shared with local public
health authorities if any participant becomes ill with suspected infectious disease. If
they do not agree with this, they cannot attend the event or meeting.
Meeting Room Measures
6.

If the meeting is held in a room, ensure proper cleaning and disinfecting of the area,
mainly where people have direct and constant contact (chairs, desks, doors,
doorknobs, or any other surface) prior and especially after completing a session with
visitors.

6.1. Make sure ventilation is available by keeping doors and windows open and avoid
handling doorknobs.
7.

People attending the meeting must wash their hands thoroughly before entering the
room or area.

8.

People attending the meeting are encouraged to maintain 3 feet physical
distancing.
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II. Meetings within SCCPSS's premises continued
8.1. Meeting should be held with a group of people that allows for proper physical
distancing, depending on the size and characteristics of the room and seating
arrangements with a preference for ventilated environments. The lower the density,
the better. A sign should be placed on the meeting room entrance that clearly states
the maximum number of people allowed.
9.

Display information about the proper personal hygiene measures, i.e. that encourages
participants to cover their faces with the bend of their elbow or a disposable tissue if
they cough or sneeze. Supply disposable tissues and closed bins for proper disposal,
better if it is a foot-operated waste bin.

10.

It is recommended to have enough hand sanitizer and disinfecting wipes available for
all the participants in the meeting.

11.

In case calls must be attended while interacting in meetings, it is recommended to use
a hands-free device and not to share cell phones.

11.1. Exchange of stationary (i.e., pens, paper) and electronic devices should be prohibited.
To document the group's work, use photographs and/or previous printed list of
expected participants that will be only managed by the responsible of the meeting.
12.

Leave a gap between each ending and starting meeting (i.e., staggered meetings).

13.

Attendees should be responsible for sanitizing the area they occupied after completing
each meeting, especially if no cleaning crew is available.

Meetings at Third Party's Facility
1.

Be aware that outside SCCPSS’s premises, the COVD-19 related preventive
measures could be less than sufficient; therefore, it is advisable to reinforce
precautions.

2.

Request the meeting's organizer for the safety considerations in this protocol to be
implemented at the place where the meeting is taking place. Also, feel free to
share with your counterparts some of the best-practices recommended for
handling meetings in SCCPSS.
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Breakroom Use Protocol in COVID-19 Environment
SCCPSS Protocol

SCCPSS COVID-19 BREAKROOM Areas Guidelines

Purpose of the
Protocol

This protocol provides recommended preventive measures for
employees during the COVID-19 environment.

Who does this
protocol apply to

This protocol applies to all SCCPSS sites.
All SCCPSS employees should take responsibility for
implementing it.

Preventive Measures for Breakroom Areas
1.

Recommend personnel to bring prepared meals and refillable drinking bottles from
home. Whenever possible provide individual packaged drinks and meals.

2.

Avoid physical contact.
Respect physical distance of 3 feet, prevent face to face positioning with others, and
reduce contact time.

3.

4.

6.
7.
7.1

People attending to and using the breakroom areas must wash their hands
thoroughly as per CDC recommendations before entering the room or area.
Display communication signs / posters at entry points informing about limited number
of people permitted to use the facilities at any one time. Place visual marks or arrange
furniture to keep safe social distancing of 3 feet.
Sanitization/hand washing stations shall be available and every person will be required
to use them.
Establish additional areas/rooms for breaks as required to maintain social / physical
distancing guidelines.
Where catering is provided on site, it is recommended not required that it be
provided in pre-packaged and wrapped individual disposable boxes.
Reusable cutlery, eating utensils, cups etc. should not be provided to avoid lack of
proper hygiene measures; unless they are owned by the worker and a proper station
is provided to clean the utensils with detergent by the worker him/herself.

8.

No food sharing and/or cutlery / utensils shall be permitted on site.
Provide disposable ones when required.

9.

Ensure access to soap and water / sanitizing gel and provide single-use towels.

10.

Increase cleaning / sanitizing practices.

11.

All trash should be put straight in the bin and not left for someone else to clear up.

12.

All areas used for eating must be cleaned at the end of each break.
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13.

13.1
14.

Assign responsibility and frequency for disinfecting touch points, tables, door handles,
equipment, and appliances such as refrigerators, microwaves, toasters, and coffee
makers.
If it is necessary, wear gloves and face mask throughout cleaning activities and wash
hands immediately upon removal of gloves and mask.
For toilets (showers, toilets, and sinks), in addition to frequent disinfection, provide
means to disinfect contact surfaces before and after use. Disinfect the contact
surfaces of the toilets with single-use wipes.

15.

Make sure ventilation is available by keeping doors and windows open and avoid
handling doorknobs.

16.

Report any specific concerns to the appropriate Manager / Supervisor.
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Please Note: Future Updates
A purposeful process creates the conditions to maintain safety, transparency, and
continuous improvement in service to students, families, and school staff.
This is our first publication of SCCPSS Workplace Expectations and Protocols for 20212022. This guidance is designed to support employees in planning for and during the 202122 school year. As needs evolve, we will continue to update this guidance and link it to the
webpage.
We want to hear from you! We are constantly monitoring for impacts on safety, education,
equity, social emotional and communications. Let us know where you have questions,
where you need clarification, help us identify missing components, or offer suggestions for
improvement to this guidance.
SCCPSS Workplace Expectations and Protocols will continue to be updated based on:
The continuing impacts of COVID-19 and the state’s evolving mitigation efforts as directed
by the Governor, CDC, the Georgia Department of Public Health and Chatham County.
 Input from educators, students, families, and community partners.
 An ongoing review of equity impacts.
 Lessons from efforts being rolled out in other states and countries.
Thanks! Stay safe and stay healthy.
SCCPSS Human Resources Team
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