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Return to On-Campus Instruction 
A Handbook for Parents 

 
 
 

The Notre Dame School 
 
 
 
 
 
This document outlines guidelines related to the reopening of our campus for in-person instruction.  We reserve 
the right to make additions, amendments, and deletions at any time. 

While it is derived from our school’s reopening plan aligned with public health guidance, this document is not 
intended to describe all safety protocols and procedures.  You can access our full reopening plan as submitted to 

public health on our school website notredamesb.org/saintstogether  
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Return to Campus 
As we began the year in distance learning, our faculty and staff were busy preparing our campus for the eventual 
return to in-person instruction. After surveying faculty and parents as well as consulting with our parish, the 
determination was made to apply to the SB County Public Health Department for a waiver.  On September 4, 2020 
our school applied to allow in-person instruction for grades K – 6, the full extent of grades allowed to return. Our 
Preschool and PK students are already allowed on campus and have been in school since August 26 under a state 
license. On September 16 the county approved the request and sent it on to the state. On September 18 our 
waiver was approved.  
 
We are excited to share that our campus will reopen for in-person instruction on October 1 following a phased-in 
approach for students in grades K to 4.  On October 1 we will welcome Kindergarten back, on October 5 we will 
welcome 1st and 2nd back, and on October 8 we will welcome 3rd and 4th back. While we wish that we were able to 
welcome back all our students, due to the waiver guidelines and what is best for the particular cohorts in our 
community, students in 5th, 6th, 7th, and 8th grade will remain in distance learning.  However, the teachers will 
continue to provide an excellent instructional environment and prepare for when we are allowed to welcome 
them back to campus.  
 
We acknowledge that we are still facing the challenges of a pandemic and, therefore, we have made adjustments 
to in-person instruction and on-campus routines to ensure the health and safety of our entire school community. 
This document outlines the adjustments that we have made in alignment with public health guidelines.  

 
Adjusted Office Schedule 
The office will be open from Monday through Friday at restricted hours for in person business. Namely, 7:45am – 
9:15am and 2:20pm – 4:15pm and all individuals will enter through the back gate. If you are unable to come during 
these times, we ask that you make an appointment. The office is available by phone and email between 8am and 
4pm. Please always wear a mask when coming to campus.  

 
On-Campus Schedule for Grades K-4 
We will offer in-person instruction for students in grades K-4 and students requiring targeted support in grades 
5-6. Based on the guidance from public health, We are able to welcome all K-6 students on campus organized in 
the following cohorts: 

Kindergarten 
1-2 Cohort A 
1-2 Cohort B 
3-4 Cohort A 
3-4 Cohort B 

 
The day will begin at 7:45am and end at 2:45pm with staggered pick up and drop off times (mentioned below) 

 

Distance Learning Option for K-4 Students Who Do Not Return On Campus 
We will continue to offer distance learning for K-4 grade students that may opt to not return to campus or may be 
required to stay at home due to illness or quarantine. While Notre Dame will continue to consider these students 
in our population and provide adjusted curriculum to them via Google Classroom and periodic check-ins with 
teachers, in addition to the experience individual teachers might consider appropriate, students who choose to 
remain home will be engaging in a more independent learning experience until they are once again able to join us 
here on campus. These research-based best practices might include, but are not limited to, flipped classroom 
assignments, pre-recorded videos, partner sessions with classmates in person, or take-home work with email 
correspondence with teachers. Teachers will be available via email and by appointment to these students. Efforts 
will be made to include these students in community events and learning experiences through digital means, but 
the full experience of in person instruction and learning can never fully be captured in the digital space. Some 
aspects simply do not translate.  
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Students and families who are choosing to stay home or are required to stay home during quarantine should reach 
out to their individual teachers to create an educational plan.  
 

Distance Learning for 5/6 and 7/8 Stang and Carmel sections 
Due to waiver guidelines, students in grades 7 and 8 will remain in distance learning.  Due to specific needs of our 
community and what we have found works for students, we will also be keeping grades 5/6 in distance learning 
until further notice. We are committed to continuing to provide a robust distance learning program for these 
students. The schedules that have been in place are not changed for both the STANG and CARMEL sections. The 5th 
grade schedule has been impacted for Wednesdays and Thursdays as follows: 
 
5/6 Wednesdays 
8:15 - 8:30am Morning Prayer  
8:30am - 9:45am Instructional Time  
10:00am – 10:35am Recess  
10:35am - 12:30pm Instructional Time [NO MASS]  
12:45pm - 1:00pm Dismissal 
 
5/6 Thursdays 
8:15 - 8:30am Morning Prayer  
8:30am - 9:45am Instructional Time  
10:00am – 10:35am Recess  
10:35am - 11:50am Instructional Time  
12:10pm Mass (Live/Virtual)  
12:50pm - 1:30pm Lunch 
1:30pm - 2:45pm Instructional Time  
2:45pm Dismissal  
3:15pm - 4:15pm After School PE  
 

General Schedules for students in grades K-4 can be found here at this link.  

 
Attendance 
Student attendance will continue to be taken daily.  

● For students on-campus: 
○ Attendance will be taken by the teacher and recorded in the school student information system.  
○ If your child is scheduled to be on-campus and will be out for any reason, please call the office or 

email irodriguez@notredamesb.org by 8:15am to report the absence.  
○ If your child needs to be at home for an extended period due to quarantine, the student will 

participate in instruction through distance learning. It is your responsibility to communicate and 
coordinate this with the child’s teacher(s). If your child needs to be at home for an extended 
period due to illness, please coordinate with the administration and teacher. 

● For students at-home (whether due to cohorting or distance learning): 
○ Participation in Morning Prayer is expected 
○ Attendance will be taken when students participate in work each day. There also needs to be 

some evidence of completed student work in order to be marked “present” for the day.  
○ Teachers will record attendance by 3pm and record it in the school student information system.  
○ If your child is unable to participate in the day’s at-home learning due to illness or other reasons, 

please follow our standard attendance procedure and email the front office or call 
 

Communication 
We will continue to primarily communicate through five methods: 
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● Schookspeak - Our Student Information System (SIS) is used to manage student records of the school and 
communication with families. 

● Google Classroom/Seesaw/Class Dojo- Each classroom will continue to use a Learning Management 
System (LMS) to communicate and organize student learning.  Teachers will communicate with students 
through this platform.  

○ Preschool and PK – Class Dojo and Seesaw 
○ Kindergarten and 1-2 Cohorts – Seesaw 
○ 3rd – 6th – Google Classroom.  

● Remind – each teacher has set up Remind if they feel a texting relationships with parents is the most 
effective 

● Email Newsletter – parents receive the weekly newsletter “Raising Saints” written by the principal, which 
includes major events and points of interest for the NDS Community 

● Classroom Newsletter 
● Website – the NDS website, particularly the calendar, is updated with information for parents and 

students 
 
For students at-home, weekly assignment schedules will be posted when they are posted for students in person.  
 
Parents are asked to communicate with teachers via their @notredamesb.org email accounts or through Remind if 
set up by the teacher. Please remember that the teachers’ priority is time with the students.  Now that the 
majority of our teachers will be engaged in on-campus instruction, they will likely not be able to respond during 
school hours.  However, teachers will respond as soon as possible, but within 24 hours.  
  
Teachers have been given the freedom to communicate and organize their classrooms in a way that is responsive 
to the greatest needs in their classroom for their students and families. If you have students in multiple grade 
levels, please do not expect the same style of communication or organization from different teachers.  
 
The administration will communicate with all parents through the Raising Saints newsletter. 
  

Technology and Device Use 
All students, whether on-campus or at-home, are expected to follow our Acceptable Use and Responsibility Policy 
that was signed as part of the beginning of year paperwork.  Please view the Archdiocesan Acceptable Use and 
Responsibility Policy (linked here) 
 
On-campus students will continue to utilize technology to engage in learning.  If your child was issued a school 
device, he/she is expected to bring it to school daily. It is the student’s responsibility to charge the device each 
afternoon/evening at home and bring it to school fully charged.  It is helpful to turn off the device after charging to 
minimize the drain on the battery. 
 
At Home students are expected to use their school-issued devices to complete assignments and engage with the 
on-campus community as much as possible.  
 

COVID-19 Health & Wellness Protocols  
 

In order to minimize the risk of COVID-19 transmission on our campus, and in compliance with the  county health 
mandates, we will be implementing the following plans and protocols. We ask for your cooperation and support. 

 
At-Home Health Screenings 
Prior to arriving at school each morning and after returning home each afternoon, please implement certain 
routines that will assist us in keeping our community healthy. We are asking each family to consistently and daily 
monitor your students for lethargy, symptoms of any illnesses, and specific symptoms of COVID-19 which include 
shortness of breath, coughing, runny nose, and fever.  If students are feeling any of these symptoms, we ask 
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students to be kept home until symptoms improve. Students who are symptomatic of any kind will not be 
allowed to enter campus unless they are able to present a doctor’s note of a non-contagious reason for their 
symptoms. 
 
Arrival 
We have created arrival protocols that will allow us to efficiently screen students and reduce large gatherings of 
parents and students at one time. Students will arrive on campus according to the following schedule: 
 

Preschool/PK and older siblings - 7:45am (preschool/PK in front gate, all others to back gate) 

Kindergarten and older siblings - 7:45am 

1-2 remaining and siblings - 7:55am 

3-4 remaining students - 8:05am 

 

Upon arrival, students will have their temperature checked and use the hand sanitizer while parent or student will 

answer verbally to the symptom questions regarding cough, travel, and exposure to COVID-19. Then, students will 

head straight to their cohort hand washing stations to wash hands. The teacher will supervise the hand washing 

and then the student will go to their cohort learning area.  

 

Parents are allowed on campus only so far as the check in area. They are not allowed to accompany students to 

their learning areas. Any parents who have a need to complete office or administrative tasks will be able to do so 

in the outdoor office area adjacent to the check in area.  

 
Dismissal 
We have created dismissal protocols that will allow us to efficiently dismiss students and reduce large gatherings.  
Dismissal will be according to the following schedule: 

 

2:45pm - K and siblings  

2:55pm 1-2 remaining and siblings 

3:05pm 3-4 remaining  

 
Parents are asked to park and come to the back gate to pick up their children. 

 
Symptom Monitoring 
If a student experiences symptoms during the school day, the teachers  and staff will follow the school plan for 
isolating and contacting the family.  

1. Symptoms Identified 
2. Front office notified 
3. Parent notified to come and pick up 
4. Student is placed and remains in the isolation room (adjacent to the copy room at the front of the 

building) until the parent comes to pick the student up.  
Students must be picked up within 90 minutes from when potential symptoms of COVID-19 are observed and the 
student is placed in isolation.  
 

Face Coverings 
The California Department of Public Health (CDPH) states that face coverings are required for all persons on 
campus, within reason. All students are encouraged to wear cloth face coverings from preschool to faculty, with 
students in third grade and up required to wear them at all times. Face shields are also allowed and encouraged for 
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those who want an added layer of protection.  For students in the Kindergarten to 2nd grade, a plastic face shield 
is required at a minimum if the cloth face covering will not be worn.  
 
The teachers and staff have developed procedures to help support the proper wearing of face coverings and 
hygienic storage during snack and lunch.  Students will be leaving the learning area to wash their hands before 
they begin eating in their class cohorts at recess and lunch. They will then wash their hands after playing and 
before returning to the cohort learning area. The students will also be using hand sanitizer at intervals throughout 
the day. We ask that you review and reinforce these procedures at home. 

 
Limited Sharing of Furniture, Supplies, and Materials 
Due to the possibility that the virus may be transmitted via shared supplies and materials, we have devised a plan 
to minimize contact exposure. Students will be assigned a desk and chair in the classroom and a specific seat on 
the ground for “circle time.”  They will use the same desk and chair or assigned area throughout the school day. 
Students cannot share any items among themselves. Each child’s belongings will be separated and stored in 
individually labeled storage containers.   Teachers will have a ‘used’ box for any items students may have borrowed 
from the teacher.  Teachers will consistently wipe down high-use surfaces which may include their own 
technology, door handles, and desktops. Students, when age appropriate, will also be involved in the process of 
wiping down high use surfaces that they may come in contact with throughout the day. 

 
Physical Distancing Practices  
In order to maintain a distance of six feet between students and staff whenever possible, certain alterations have 
been made to classrooms, hallways, restrooms, and other common spaces.  
 
Student Body - outdoor learning areas 
Classroom - moved outside to outdoor learning areas 
Lunch Area - removed. Students will eat in their cohorts in their learning areas. 
Hallways -  removed. The hallways are not entered during the school day 
Restrooms - only one student allowed at a time and door remains open for circulation.  

Air filter machines installed 
Handwashing - individual hand washing stations installed throughout campus and  

assigned to each learning cohort 
Playgrounds certain areas specific to each learning cohort, no mixing with other cohorts 
 
All indoor areas will keep windows and doors open in order to allow for fresh air circulation for faculty who may be 
indoors.  In addition, teachers will utilize outdoor spaces whenever possible.  
 
During recess and lunch, activities that provide for physical distancing are encouraged. There will also be individual 
use of playground equipment, and the number of equipment per movement time will be limited. Students will not 
be able to share equipment and equipment will be sanitized in between use. Additional equipment has been 
purchased so that students have more access to individual equipment.  
 
There will be no equipment available during the nutrition break; students are encouraged to get up and move 
individually without any use of equipment. 
 

Health & Hygiene Practices  
Students and staff must wash (or sanitize with FDA-approved sanitizers when washing is not possible) their hands 
and wipe down high-use items and areas at regular intervals. 
 

● before and after eating 
● after using the restroom 
● after outdoor play 
● before and after any group activity 
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Cleaning and Disinfection  
In preparation for the reopening of campus, the school has been completely cleaned and disinfected. As we begin 
on-campus instruction, we have implemented a plan to ensure that campus continues to be thoroughly cleaned 
and disinfected. Commonly touched surfaces, such as doorknobs and railings, will be disinfected frequently 
throughout the day. All working surfaces and shared objects will be sanitized after each use.  In addition, 
maintenance and custodial staff will do a thorough cleaning of every classroom daily.  The chart below includes a 
reference guide for frequency of cleaning and disinfecting.  All cleaning supplies used are in compliance with the 
lists of approved disinfectants.  
 

 
 

Reporting Positive Cases & Responding to Positive Cases 
If we have a confirmed case of COVID-19 in our school community, we will adhere to the reporting protocols set 
forth by the CDPH outlined below.  After a confirmed case is reported, certain safety protocols must be followed 
and the information about the case(s) must be appropriately shared with the school community.  Parents will be 
notified per the following plan using the SB Office of Public Health template letter. 
 

A. When a student, teacher or staff member tests positive for COVID-19 and has exposed others at the 

school, we will implement the following steps: 

a. Contact SBCPHD Community Health Nurse/Disease Control at 805-681-5280 

b. Isolate the case and exclude from the school until criteria for a return have been met. 

c. Send the school community notification of a known COVID-19 case. 

d. Identify contacts, quarantine and exclude exposed contacts (i.e., likely the entire cohort) for 14 

days after the last case was present in the school while infectious. 

e. Recommend testing of contacts and prioritize symptomatic contacts.  (Testing does not shorten 

the 14-day quarantine period). 

f. Disinfect and clean the classroom and spaces where the known case spent significant time. 

The rest of the school will remain open. 

 

B. When a student, teacher or staff has COVID-19 symptoms, answers yes to a health screening or has a 

temperature of 99.4 or above, we will implement the following steps: 

a. The individual will be sent home for quarantine. 
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b. The individual or family contacts their healthcare provider immediately for a medical evaluation 

which may include testing. If the test is positive, we will follow steps listed in section A.  If the 

test is negative, we will follow steps D and E. 

The cohort and rest of the school remains open.  

 

C. When a student, staff or teacher has close contact (a person is within six feet from a confirmed positive 

case for longer than 15 minutes) with a confirmed case of COVID-19, we will implement the following 

steps: 

a. The individual will be sent home for home quarantine. 

b. The length of quarantine will be for 14 days from last exposure. 

c. Recommend testing. (Testing does not shorten the 14-day quarantine period). 

d. If any symptoms develop, the individual will contact a medical provider for evaluation.  

The cohort remains open.  

The school will send community notification of a known close contact.  

 

D. When a student, teacher or staff tests negative for COVID-19 after having COVID-19 symptoms but 

no known exposure to a positive COVID-19 case, the school will implement the following steps: 

a. The person may return to school three days after the symptoms resolve. 

The cohort remains open.  

 

E. When a student, teacher or staff that has had symptoms of COVID-19 for whom a medical provider 

diagnoses another cause of the symptoms, the school will implement the following steps: 

a. The individual will need to provide a note from their medical provider with return to school 

instructions following the guidelines for the specific illness.  

The cohort remains open.  
 

 
Plan for Partial or Full Campus Closure 
In the event that we are required by the county health department to close campus for some or all students, we 
are prepared to continue to support our students through distance learning instruction. In an abundance of 
caution and commitment to health and safety,  our school has implemented a “no more than 3.5%” closure policy. 
If more than 5 students or staff are diagnosed with COVID-19 within a 14-day period, we will close the entire 
campus, which is more stringent than the Department of Public Health guidance. We have made this policy in 
consultation with the Our Lady of Sorrows Parish and our community partners 
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