
 

 

      All Saints Catholic School- Bangor-Re-Opening Checklist 

Preparing the Facilities: Date Completed: By Whom: 

1. Identify and procure necessary equipment, materials, 
supplies for supporting the health and safety guidelines. 

June 30 Matthew Houghton 
Tim MacKay 

2. Purchase PPE Supplies 

• Masks 

• Gloves 

• Thermometer 

• Cleaning supplies 

June to August 
28 and ongoing 

Matthew Houghton 
Cathy Taft 
Tim MacKay 

3. Develop Janitor’s Daily Checklist hour by hour. You may 
need to add additional janitorial staff.  

June through 
August 28th 

Matthew Houghton 
Blake Langley 
Tim MacKay 

4. Communicate and consult with business managers, as 
well as facilities, grounds, and maintenance teams. 

March through 
August 28th 

Matthew Houghton 
Tim MacKay 
Cathy Taft 
Blake Langley 

5. Thoroughly clean buildings and classrooms. March through 
August 28th 

Matthew Houghton 
Blake Langley 
Tim MacKay 

6. Remove any furniture, toys, rugs, and other items that 
cannot be easily cleaned each day. 

July- August 28th Matthew Houghton 
Teachers at ASCS 
Tim MacKay 

7. Disinfect high-touch areas (doorknobs, desktops, 
faucets, etc.) This includes playground equipment.  

May to August 
28th 

Matthew Houghton 
Blake Langley 
3-Point Cleaners 
Tim MacKay 
Teachers 

8. Mark 6’ standing spaces on the floor near doors, 
bathrooms, sinks or other places where students may 
line up. 

July to August 
28th 

Matthew Houghton 
Teachers 

9. Mark one-way directions if possible; mark hallways to 
keep traffic flow to the right side where one-way 
passage is not possible. 

July to August 
28th 

Matthew Houghton 
Teachers 
 

10. Post signs to remind students to keep hands to selves, 
fun examples of 6’ distance, face coverings, 
handwashing protocols, etc. 

July to August 
28th 

Matthew Houghton 
Teachers 
 

11. Plan vehicle traffic flow, drop-off, and pick-up logistics 
and place signage as needed. 

August 28th Matthew Houghton 
Teacher Leaders 



12. If needed, set up additional hand washing or sanitizing 
stations outside school entrances and at convenient 
locations outside classrooms and common areas. 

July through 
August 28th and 
ongoing 

Matthew Houghton 
Tim MacKay 
Blake Langley 
Teachers 

  



Preparing the Facilities (cont.): Date Completed: By Whom: 

13. Ensure ventilation systems operate properly and 
increase circulation of outdoor air as much as possible, 
for example by opening windows and doors. Do not 
open windows and doors if doing so poses a safety or 
health risk (e.g., risk of falling, triggering asthma 
symptoms) to children using the facility.  Purchase fans 
as need and plan to use a fan to increase ventilation. 

July and August Matthew Houghton 
Tim MacKay 
Mechanical Services 
Portland Glass Company 

14. Secure Plexiglass divider for office area if needed August 28 Tim MacKay 

15. Secure Plexiglass divider between bathroom sinks and 
urinals. 

DNA DNA 

16. Secure the principal’s office for your own safety, 
consider Plexiglass. 

August 28th Matthew Houghton 
Tim MacKay 

17. Select, clean and secure an isolation room to be used 
should anyone in the building show COVID-19 
symptoms. 

August 28 Matthew Houghton 
Tim MacKay 
Secretaries 

 

Educating staff, families, and students PRIOR to re-entry: Date Completed:
  

By Whom: 

1. All staff should watch the video “The New Normal” 
from NEASC https://youtu.be/uSVsRFQgwuQ  

August 27 
Staff Workshop 
days 

Matthew Houghton 
Teachers 
Staff at ASCS 

2. Teachers need to collaborate on common language for 
students in regard to safety procedures. 

August 26-27 
Workshop days 

Matthew Houghton 
Staff at ASCS 

3. Secure a school nurse or have access to a school nurse. July through 
August 28 and 
ongoing 

Matthew Houghton 
 

4. Train custodial staff in enhanced cleaning and 
disinfecting protocols, work with Denis Lafreniere at 
the Diocese. 

July through 
August and 
ongoing 

3-Point Cleaners 
Tim MacKay 
Blake Langley 

5. Train food services staff in new protocols.        DNA DNA 

6. Train all staff in teaching and reinforcing health and 
safety guidelines to students within their purview 
(classroom/cafeteria/office/gym/bus…) 

July through 
August 28th and 
ongoing 

Matthew Houghton 
All Teachers and Staff at 
ASCS 

7. Establish morning health check routine (see Matt’s 
form for outside car check in’s). 

April through 
August 28th and 
ongoing 

Matthew Houghton 
Mary Soucy-childcare 
director, Teachers at ASCS 

 

  

https://youtu.be/uSVsRFQgwuQ


ORIENTATION for Students and Parents Date Completed: By Whom: 

1. Revisit your school calendar. Consider adding additional 
days to the teacher orientation/staff days to fully prepare 
your teachers for the year. Revisit your school day, you may 
need to shorten the day to allow teachers time to assist 
students choosing distance learning.  

August 26-27 
ongoing 

Matthew Houghton 
Teachers 
Staff 
School Board 

2. Prior to opening school conduct a virtual “open house” or 
pre-entry webinar for families to explain new protocols and 
rules, health and safety guidelines, drop-off and pick-up 
routines, limitations on building access by family and 
community members, recognizing COVID-19 symptoms. 

August 20-28 Matthew Houghton 
All classroom 
teachers at ASCS 

3. Have each teacher create and share a welcoming video 
with their students that is distributed no later than two 
weeks prior to the opening of school.  Have the teacher 
wear and demonstrate that they will be using a mask or 
face shield, so students are familiar with what their teacher 
will look like. 

August 20 - 28 Matthew Houghton 
Classroom teachers 

4. Following the distribution of the video, within one week 
follow up with a virtual question and answer session for 
parents, consider breaking this down by combining two 
grade levels at a time. 

August 28 Matthew Houghton 

5. One week prior to school opening, the teacher hosts a 
classroom zoom meeting for parents and a separate Zoom 
meeting for students. 

August 24-28 Matthew Houghton 
Classroom teachers 

6. Offer kid-friendly videos to teach proper donning and 
doffing of face coverings, keeping 6’ apart, and other health 
and safety guidelines. 

• 5 Tips Kids Need to Know about Covid-19: 
https://www.youtube.com/watch?v=r4i4avKYOrw  

• Wearing  A Mask: 
https://www.youtube.com/watch?v=lgaKLpSxQag 

• Wash Your Hands Song: 
https://www.youtube.com/watch?v=dDHJW4r3elE 

• The Epic Hand Washing Parody: 
https://www.youtube.com/watch?v=-gfOHEaHdjo 

August 20-28 
Staff Training Days 
Sent to Parents via 
QuickSchools 
communication  

Classroom teachers 
Matthew Houghton 
 

7. Establish plans for training staff and students about the 
unique needs of others and their abilities or possible 
struggles related to maintaining safety protocols. 

August 26-27 Staff 
Inservice 
Workshops 

Matthew Houghton 
ASCS Staff 

8. Establish protocols for face coverings. Per CDC: Face 
coverings should be worn by staff and encouraged in 
students (particularly older students) if feasible and are 
most essential in times when physical distancing is difficult.   

July through 
August 28th  

Matthew Houghton 
Teachers 
Staff 

  

https://www.youtube.com/watch?v=r4i4avKYOrw
https://www.youtube.com/watch?v=lgaKLpSxQag
https://www.youtube.com/watch?v=dDHJW4r3elE
https://www.youtube.com/watch?v=-gfOHEaHdjo


ORIENTATION for Students and Parents (cont.) Date Completed: By Whom: 

9. Communicate expectations of staff and students (or 
family members as needed) for conducting a daily self-
check. Consider checking students while in their cars 
prior to drop off.  See Matt’s sample checklist. 

August 26-27 and 
ongoing 

Matthew Houghton 
Using Back2School 
screening tool 

 

Social, Emotional, Behavioral, and Mental Health Date Completed: By Whom: 

Prior to re-entry:   

1. Establish Mental health resources.  
Consult/communicate with mental health staff, 
counselors, social workers, educators. 

August 26-27 and 
ongoing 

Matthew Houghton 
Sweetser Counseling 
Services-Karen Tyler 

2. Communicate plans, schedules, and updates to staff, 
families, and community – there’s no such thing as too 
much communication when it comes to helping people 
feel safe. Consider a direct contact for each family. 

July through 
August 26-27 staff 
workshop days 
and ongoing 

Matthew Houghton 
Teachers 
Support staff 
Parents 

3. Provide (virtual) forums in which families and students 
can ask questions or share concerns and ideas. 

July through 
August 28th and 
ongoing 

QuickSchools 
Newsletter 
Webpage 
Facebook page 

4. Reach out to higher needs students and families 
throughout the remote learning period and develop 
individualized support plans as needed. 

July through 
August 28 and 
ongoing 

Matthew Houghton 
Marianne Pelletier 
School Principals 

5. Provide opportunity for student feedback on new 
procedure, to make adjustment as needed. 

July and ongoing Matthew Houghton 
Doug Fogg 
Student Leadership Team 

 

Structuring re-entry to support the unique needs of your 
school community: 

Date Completed: By Whom: 

1. Involve your pastor in all ongoing changes. July through 
August 28th and 
ongoing 

Matthew Houghton 
Msgr. Dubois 

2. Involve your School Governing Board prior to the start 
of the school in regard to all of the changes/share this 
checklist with your pastor and your board, so they can 
visualize all that needs to be accomplished.  

July through 
August  and each 
month at school 
board meeting 

Matthew Houghton 
Msgr. Dubois 
Nancy Long, Chair of 
School Board 

3. Consider your school calendar, larger schools should 
consider staggering your school opening, beginning 
with older grades the first days of school, and moving 
gradually down to the lower grades.  Allowing for the 
older students to serve as role models for the younger 
students. 

DNA DNA 



4. If possible, have last year’s teacher introduce the 
students to their new classroom teacher. 

August 20-28 Matthew Houghton 
Classroom Teachers 

  



Structuring re-entry to support the unique needs of your 
school community (cont.): 

Date Completed: By Whom: 

5. Entry point grades such as PreK, K and for SDA 6th and 
9th should host an in-person open house, staggered if 
necessary to allow for parents and students to see 
their child’s new classroom.  This should also be 
considered for new families enrolled in your school.  
Utilize your new family orientation to introduce 
parents to the facilities, staff, as well as policies and 
procedures. 

August 20-28 
School Open 
house at each 
campus 

Matthew Houghton 
Classroom Teachers 
Specials Teachers 
 

6. Consider having your teachers make a “what’s 
different this year video” to share with your families.  

DNA DNA 

7. Provide frequent check ins with staff; encourage staff 
and individual prayer and use of employee assistance 
plans for well-being.  

Each Thursday  
Ongoing 
throughout the 
year 

Matthew Houghton 
Msgr. Dubois 
Father Tony 
Father Augustin 

8. Principals offering a weekly gathering with staff, 
covering what is and isn’t working, to adopt changes to 
the plans. 

Every other 
Wednesday -Staff 
Meetings 
throughout the 
school year 

Matthew Houghton 
Teacher Leaders 
Specials Teachers 
Teachers 
Support Staff 

 

 


