
 

      
Amherst Central School District 

COVID-19 Reopening Safety Plan & Training 
 

Beginning June 8, 2020 
 
 
This document outlines the beginning of our reopening plan and provides you with the 
necessary practices you will need to support a safe work environment.  The District considered 
guidance from a number of federal and state public health and safety agencies in the creation of 
this plan including, but not limited to, the Centers for Disease Control and Prevention (CDC), 
U.S. Department of Labor, U.S. Department of Health, Occupational Safety and Health 
Administration (OSHA), and the U.S. Equal Opportunity Commission (EEOC).  Additional 
guidance will be provided and shared with you as it becomes available. 
 
As many stay-at-home orders expire, the District is implementing plans such as this and 
creating further plans to safely reopen schools. Amherst Central Schools is focused on making 
decisions that protect and support our staff, students and community.  Therefore, it is critical 
that detailed strategies and protocols are in place for bringing staff back to offices that adhere to 
relevant Executive Orders issued by Governor Cuomo as well as guidance from governmental 
entities.  The District expects all staff to comply with the guidelines outlined herein as directed 
by federal, state, and local health authorities. 
 
This plan outlines how essential staff will resume greater on-site duties while maintaining a safe 
workplace. This plan will be retained at the District Office in each building on District premises, 
and will be available to the New York State Department of Health or local health and safety 
authorities, as requested.  It is also available on the District’s website, 
https://www.amherstschools.org/.  
 
“Essential” staff will resume daily on-site work beginning on June 8, 2020.  
 
Essential staff include: 

○ Administration 
○ Clerical 
○ District Office Non-Represented Staff 
○ Facilities Staff: Custodial, Laborers, Buildings & Grounds 

 

 

https://www.amherstschools.org/


 

This list of essential staff is subject to the Superintendent's discretion, and may be adjusted 
throughout this first stage of reopening. 
The following safety actions are necessary as the District continues its gradual scale up of 
operations: 

● Physical or social distancing 
● Personal Protective Equipment 
● Hygiene & Cleaning 
● Communication 
● Health Screening 

 
These safety actions are subject to the Superintendent’s discretion, and may be adjusted 
throughout this first stage of reopening.  
 
Physical or Social Distancing 
 
Physical or social distancing requires avoiding unnecessary physical proximity with others. It is 
an important infection control measure because, according to the CDC, the Coronavirus is 
spread in two primary ways: 

● Between people who are within about 6 feet of each other, and 
● By droplets produced by coughs and sneezes (airborne or on surfaces). 

 
This is not just about your own health, but the health of all to whom you might pass the virus. 
Each person has a part to play in slowing down the spread as much as possible.  While subject 
to change, below are the social distancing practices all staff must follow: 

● Staff are encouraged to bring their own meals that can be eaten without the use of a 
microwave or refrigerator.  

● If a microwave, refrigerator or any other communal equipment is used, staff must 
disinfect any equipment touched after each use using disinfectant products provided by 
the District. 

● Keep your distance: Whenever possible, staff should stay at least 6 feet away from each 
other. Staff are prohibited from gathering in groups of two or more, unless otherwise 
authorized by an Administrator. 

● The District reserves the right to stagger shifts and breaks, possibly creating the need for 
additional shifts or a relocation of individual workspaces. 

● Only one person may enter an elevator or other tightly confined space (i.e. where a 
distance of at least 6 feet between people cannot be maintained) at a time.  If more than 
one occupant is required, all occupants must wear face coverings at all times.  

● Staff must refrain from any physical contact including hugs or handshakes. Do not forget 
to say hello, but now is the time to stick to a wave or verbal greeting. 

● Faculty rooms and large gathering spaces may not be used for eating or gathering. 
● Utilize virtual or telephonic communication or other online platforms to conduct meetings 

or check-in with colleagues.  

 



 

● You are not permitted to gather in groups inside or outside of District buildings or on 
District premises for your safety and that of others.  

● Limit all ride sharing when possible.  
● The District has temporarily suspended all business-related travel for employees.  
● Speak with your administrator/supervisor if you would like to inquire about any helpful 

changes to your workspace. 
● Maintain a clean and clutter free workspace, with nonessential items stored away. 

 
The following are the established areas/supervisors for pick up and deliveries, in order to limit 
contact with external visitors/vendors: 
 
Deliveries: 

Building Coordinator Location 

Smallwood Elementary Head Custodian/Office 
Clerical 

Loading Dock/Main Entry 

Windermere Elementary Head Custodian/Office 
Clerical 

Loading Dock/Main Entry 

Amherst Middle Head Custodian/Office 
Clerical 

Loading Dock/Main Entry 

Amherst High Head Custodian/Office 
Clerical 

Loading Dock/Main Entry 

District Office MS Head Custodian/Director 
of Facilities 

Loading Dock/Main Entry 

 
 
Communication of Physical Distancing 
 

● Social distancing markers will be identified through signage that denote 6 feet of spacing 
in all hallways and other high-traffic areas. 

 
Personal Protective Equipment (PPE) 
 
All staff working in-District must wear masks/face covering upon arrival, and throughout the 
workday when maintaining social distancing in accordance with Executive Orders issued by 
Governor Cuomo. The District will provide appropriate face coverings for staff, but staff are 
allowed to use face coverings of their own if they prefer.  
 
 

 

https://drive.google.com/file/d/1WxoXUL-qUhhE53g0mZx-22nV2kXKvKZ_/view?usp=sharing


 

Guidelines for Face Coverings: 
● Face coverings must cover your mouth and nose. 
● Contact an administrator if you are in need of a mask before you return to work, and one 

will be provided.  
● Do not enter the workplace without a face covering. 
● Masks must be worn when physical distancing cannot be accomplished, however, staff 

are encouraged to wear a mask in all situations. 
● Face coverings/masks must be cleaned or replaced after each use, when they are 

damaged, and when they are soiled.  Masks should be washed daily, if washable, or 
replaced daily, if they are not reusable.  

● Face coverings/masks may not be shared and should be safely stored away from others. 
● All individuals on site must wear a protective face mask/covering.  This includes all 

visitors and vendors. 
● Acceptable face coverings include but are not limited to cloth (e.g. homemade sewn or 

quick cut, bandana) and surgical masks, unless the nature of the work requires stricter 
PPE (e.g. N95 respirator, face shield). 

 
Work Materials 
 
Sharing of work materials, objects, and small spaces is discouraged. 

● If sharing work materials is necessary, gloves must be worn or objects must be sanitized 
between each use. 

● Staff must wash and/or disinfect their hands after touching highly-touched objects or 
spaces.  Some examples of commonly used items include:  Work/construction tools, 
copiers, folders, filing cabinets, etc. 

● Staff must refrain from shared writing utensils or other work equipment. 
 
Hygiene & Cleaning 
 
The CDC has released guidance regarding preparations to re-open, including procedures and 
requirements surrounding hygiene and sanitation. Our cleaning practices adhere to hygiene and 
sanitation requirements from the CDC and Department of Health (DOH).  The District will 
conduct regular cleaning and disinfection daily, and more frequent cleaning and disinfection of 
highly-touched objects and surfaces, as well as high transit areas, such as restrooms and 
common areas.  Cleaning logs will be maintained by the Director of Facilities in collaboration 
with building-level administration and the Head Custodian for each of our sites. In addition: 
 

● All staff must wash and/or disinfect hands upon arrival to work, after each time they 
touch highly-touched objects, and throughout the day as possible and necessary. 
(Signage provided) 

● Staff must wash their hands for at least 20 seconds with soap and water frequently 
during the day when possible, before and after meals, and after using the restroom. 

 

https://drive.google.com/file/d/1e6SoWVmVs2fx7KDumKxVJV8Z7uVonN-L/view?usp=sharing


 

● Hand sanitizer, with 60% or greater alcohol, will be provided to each office area for use 
throughout the day or when hand washing is not possible. However, hand washing with 
soap and water pursuant to the protocol outlined in the preceding bullet is specifically 
required when hands are soiled. 

● Staff may request disposable gloves from their supervisor.  Disposable gloves are not 
required, particularly if hand hygiene recommendations are followed, but are available to 
any employee who wishes to wear them. 

● All staff are instructed to cover their mouth and nose with either their sleeve or a tissue 
when coughing or sneezing. Subsequently, staff are to dispose of a tissue if utilized and 
complete hand hygiene procedures. 

● If cleaning or disinfection products, or the act of cleaning and disinfecting, causes safety 
hazards or degrades the material or machinery, staff will have access to a hand hygiene 
station between use and/or will be supplied with disposable gloves. 

● When possible, staff are encouraged to increase ventilation in offices and workspaces, 
which can be improved by opening windows and doors. 

● All shared food/drink is prohibited. 
 
Communication 
 
Please contact your administrator or the District Personnel Office at Ext. 3060 if you have any 
concerns relative to your working conditions during this time.  If you have concerns specific to 
COVID-19 testing, the New York State hotline is listed below. 
 
Signage will be posted throughout the District’s buildings and hallways reminding individuals to 
adhere to proper hygiene practices, follow social distancing protocol, wear appropriate PPE, 
and adhere to cleaning/disinfecting protocols. 
 
Each main office shall be responsible for maintaining a log of all visitors.  In-person visits or 
meetings on District premises will be strictly limited to only those deemed necessary by the 
Superintendent of Schools or his designee.  Additionally, virtual or telephonic communication 
will be utilized when possible to further minimize direct personal interaction. 
 
Screening Procedures 
 
Staff must self-assess and self-monitor symptomology prior to coming to work daily. According 
to recent guidance, symptoms may appear between 2 and 14 days after exposure to the virus. If 
you believe you may have been exposed to the virus or are otherwise concerned, please stay 
home and contact your office administrator as soon as possible.  
 
As part of the self-assessment, ask yourself the following questions: 

○ Have you experienced symptoms such as fever, chills, loss of taste/smell, cough, 
shortness of breath, or sore throat over the past 14 days? 

 

https://drive.google.com/file/d/1j4RwiwvxBR1VFrQeC5mUQezvoXE2CfzY/view?usp=sharing
https://www.cdc.gov/coronavirus/2019-ncov/symptoms-testing/symptoms.html


 

○ Have you tested positive for COVID-19 in the past 14 days?  
○ Have you had contact with anyone confirmed or suspected of having COVID-19 

in the past 14 days? 
 
If you suffer from a fever and cough, or answer YES to any of the above, you must 
communicate such information to your administrator immediately and stay home.  
 
If you experience any of the above referenced symptoms while at work, you should immediately 
separate yourself from others and contact your administrator.  All areas that you accessed while 
on site will be cleaned and disinfected.  You may not return to work until you have met the 
relevant CDC/DOH criteria to discontinue home isolation.  
 
Vendors/Visitors will be asked the same questions before entering the premises with a mask 
into a designated space.  Signage will reinforce this process.  Appointments will be encouraged 
and visits minimized to those deemed necessary by the Superintendent of Schools or his 
designee. 
 
In addition to your doctor, here are the important numbers to call: 
 
NYS Hotline for Testing:  (888) 364-3065 
 
Erie County DOH Hotline:  (716) 834-3131 
WNY Testing Sites (Listing) 
 
If the District is informed that an employee has tested positive for COVID-19, the administrator 
will immediately notify the Superintendent of Schools, state and local health departments and 
subsequently cooperate with any contact tracing efforts. These contact tracing efforts will 
include informing other workers or visitors who had close contact with the individual who tested 
positive. The District will maintain confidentiality of individual health information throughout this 
process. 
 
Personnel Items 
 
If you have medical or other concerns, please communicate directly with your administrator and 
the District Personnel office to identify any steps that can be taken to alleviate your concerns 
and to determine if you qualify for an accommodation or leave.  The District will work with you 
through an “interactive evaluation process” to determine whether your disability may necessitate 
an accommodation provided it does not cause the District any undue hardship.  The District is 
committed to providing staff with proper support in an environment free from harassment, 
discrimination or retaliation. 
 
 

 

https://coronavirus.health.ny.gov/home
https://www2.erie.gov/health/
https://docs.google.com/document/d/1wX9izvOJSju_O3yuNH88ayZ7IOtrvsYHkoa2HTj62TI/edit?usp=sharing


 

Staff Certification 
 
All staff must review and certify their understanding of and compliance with this Plan.  Staff 
certification regarding their understanding of this document includes the understanding that the 
staff member will abide by all procedures and practices herein. Additional clarification is 
available upon request.  Please contact your administrator with any questions. 
 
Certification/Acknowledgment 
 
This plan has been communicated electronically to all essential staff to ensure a proper 
understanding of the District’s reopening plan, including necessary procedures/protocols. Your 
office/building administrators will help to monitor and reinforce this plan as necessary, so please 
seek clarification if you need. You are also welcome to call or email our personnel office 
(Michael Belle-Isle, Assistant Superintendent for Student & Staff Services @ ext. 3060).  
 
Please acknowledge/certify your review and understanding of this document below and 
remember that the District’s primary goal is to ensure your health and safety throughout this 
time. 
 
 
Please click here to acknowledge that you have read the District's COVID-19  

Re-opening Plan/Training 
 

 
 
 

Stay Healthy Tigers!  

 

https://docs.google.com/forms/d/e/1FAIpQLSdJGZBBv9EUNHe1LkzHDZel7Uneqc7okBnlFTYDzXRUB7TNYA/viewform?usp=pp_url

