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This handbook is to help guide in the COVID-19 pandemic and may be adjusted based on the emergency needs 
of the school. We will follow all rules, regulations and requirements as well as recommendations of the local, 
state, and federal government for the health and safety of students, families and staff to the best of our ability.  
 
Please note, all procedures previously outlined in the Parent Handbook still apply, except where they conflict 
with the new guidelines. In cases of conflicting procedures, the ones outlined here take precedence.  

Operational Policy changes 
 
Hours of Operation 
Giving Tree Montessori’s new operating hours will be Monday through Friday from 8:00 AM to 5:00 PM. This 
9-hour schedule will aide Giving Tree Montessori’s effort to adhere to consistent groups of staff and children as 
much as possible.  
 
While our operating hours are set from 8:00 AM to 5:00 PM, please keep in mind that drop off and pick up 
times will be staggered throughout the day based on class.  
 
Snack and Lunch 
Classes will have snack and lunch in their own individual classes. Snack will no longer be self-served by the 
children and will instead be prepared and portioned beforehand by a staff member.  
 
We ask that parents please make sure to label all of their child’s lunch box belongings (ice packs, utensils, and 
containers). Lunches should include regular, healthy items which do not require warming. Please also keep in 
mind that the school observes a No Treat Policy.  
 
Please bring a labeled water bottle to school. This water bottle will stay at school and will be washed and sanitized 
at the end of the day. Every morning at arrival, students will fill up their water bottle after washing their hands.  
 
School Events (Parties, Conferences and Field Trips)  
In order to minimize exposure and to protect the health and safety of our students, families and staff, school 
events, for the time being, will be restricted to students and staff. Any parent related events such as Back to School 
night or Parent Teacher Conferences will take place virtually. 

Arrival and departure 

 
During arrival and departure procedures, parents must wear a face covering and comply with current social 
distancing measures, as recommended by the CDC and County of Santa Clara Public Health Department. We 
also ask that parents do not enter the school building to limit excessive exposure. A staff member will greet your 
child at the drop off location and escort them to their classrooms. Children must only come to school with the 
necessities; please keep toys and other nonessentials at home. 
 
Arrival Procedure 

1. Drop off times are staggered to limit contact of parents-to-parents and parents-to-staff.  
2. Please bring your child to the door, wait in line and stay six feet apart from other families.  
3. As you sign your child into class, a staff member will check and log the student’s temperature. If the 

reading is 100.4 degrees or higher, the student will be sent home immediately and may not return until the 
fever has subsided without fever-reducing medication for 72 hours (see Health Policy). 

4. Your child will be escorted to their classroom by a staff member and will wash hands with soap and water 
upon arrival.  
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Departure Procedure 

1. Pick-up times are staggered to limit contact of parents-to-parents and parents-to-staff.  
2. At your designated time, please come to the door, wait in line and stay six feet apart from other families. 
3. A staff member will safely escort your child out to you while you sign out.  
4. Please be patient throughout this process as it may take time to prepare your child for departure.  

Arrival and departure schedules 
 
To maintain social distancing between our families and limit the amount of people at once, we are enacting 
staggered pick up and drop off times. If you need to drop off later or pick up earlier, please call the school ahead 
of time to arrange for pick up and drop off.  

Social distancing 

 
While recognizing the effectiveness of social distancing, the importance of socialization and play is also vital in 
the growth and development of our students. Children will be encouraged to maintain distance and discouraged 
from playing games that require close or excessive contact. When we are working together, we will help the 
children maintain distance. However, we know that it is not always realistic. As long as the play is safe and our 
group size remains small, we will not separate children who wish to work together if they are not touching but 
may be closer than 6 feet.  
 
Classroom Guidelines 
Children will be separated into small groups of 14-15 per classroom. All groups must be stable, meaning the same 
children and staff should be grouped together whenever possible. Children will not switch from one group to 
another. Each group will be in their own individual classes for the duration of the day.  
 
Staff will alternate outside playtime in order to maintain stable groups. Two different classes may be outside at 
the same time so long as they remain distant from each other and in separate areas.   
 
Children will rotate between different areas of curriculum in the classroom in order to maintain distance. We will 
limit the amount of jobs provided throughout the day in order to swap, clean and sanitize the jobs throughout the 
day. Classroom windows will remain open to allow for fresh air flow. Markers on the floor will indicate where 
children will sit during circle time. 

Healthy policy 
 
Students and staff members are encouraged to self-assess before leaving home and to stay home if they or 
someone in their home has experienced any symptoms (primarily fever, cough, difficulty breathing or other signs 
of illness) within the last 24 hours. Staff members and students will get their temperature checked and logged 
upon arrival. 
 
If a student is at school and shows any symptoms, the student will be isolated. Parents will be notified to pick up 
children immediately and instructed to seek medical advice. Students may return to school after symptoms have 
subsided without fever-reducing medication for 72 hours if cleared by a medical provider or if test results are 
negative. Please understand that we have a responsibility to all students, families and staff to keep them 
healthy. Please do not bring your child to school if he or she is ill especially during these trying times. 
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Positive cases + exposure outside of the school 
 
In situations of a positive test, the school must be notified immediately so that proper notifications can be made. 
The school shall make notifications to the school, Community Care Licensing and County of Santa Clara Public 
Health Department. All students and staff members of the affected classroom will be sent home and instructed to 
quarantine for 14 days regardless of negative test results.  
 
For students and staff members exposed to COVID-19 outside of the school, they must quarantine regardless of 
negative test results. The quarantine period should be a full 14 days from the date of last exposure to the positive 
case. For individuals who are exposed to a positive case within their household, they must quarantine for 14 days 
AFTER the positive person has ended their isolation. 

Handwashing and sanitizing 

 
Handwashing 
We will practice frequent handwashing throughout the day. Upon signing your child in, they will be escorted to 
wash their hands with soap and water before joining their class. Children will wash their hands transitioning 
between activities, before and after eating, using the restroom and after blowing their nose. After signing your 
child out, we will help gather their belongings and have them wash their hands before departing.  
 
Cleaning and Sanitizing 
Staff members will continue to regularly disinfect classrooms paying special attention to commonly touched 
surfaces such as tables, chairs, faucet handles, toilets, doorknobs and handrails.  
 
Toilets will be wiped down, cleaned and disinfected between use.  
 
Along with soap and water, Lysol Brand Spray and Disinfecting Wipes, the school is using an EPA approved 
disinfectant, Force of Nature, in order to disinfect throughout the day. Any materials that get sneezed on, coughed 
on, or touched with wet or soiled hands will be removed from circulation immediately until it is cleaned and 
sanitized. 
 
The school has purchased an E-Mist Electrostatic Disinfectant Sprayer (backordered) to be used after hours. This 
cordless sprayer will work to lay an even, uniform layer of germ-killing power.  

Facial coverings 
 
Students and Parents  
Facial coverings are required by all parents during drop off and pick up times. Students are asked and encouraged 
to wear facial coverings throughout the duration of the day with the exception of nap and during mealtimes. Please 
keep an extra mask at school in case their mask gets soiled throughout the day. The school also has extra 
disposable child sized masks in case they run out.  
 
Staff 
Staff members are required to wear facial coverings at all times. During breaks, staff members may take facial 
coverings off when separated and alone from others. If a staff member needs to take a sip of water, they must step 
away and maintain distance from the group.   
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Giving Tree Montessori Pandemic Handbook Agreement 
I acknowledge that I have received and read the Pandemic Handbook and agree to the terms. I understand that 
these policies and those outlined in the Parent Handbook are the current policies and procedures of the school 
and that in areas of conflict between the two documents, the policies outlined here take precedence. I realize 
that policies may be replaced, amended, or terminated by Giving Tree Montessori.  

 

 

________________________________ 

                  Child's Name 

 

________________________________ ________________________________ ______________  

    Parent’s Name     Signature    Date 

 

 
 


