
 
 
2020 COVID-19 Preparedness Plan for Hastings Public Schools 
(This preparedness plan will be revised as necessary - last updated July 22, 2020) 
 

 
Hastings Public Schools is committed to providing a safe and healthy workplace for all our 
employees, students, parents, and visitors. To ensure we have a safe and healthy workplace, 
Hastings Public Schools has developed the following COVID-19 Preparedness Plan in response to 
the COVID-19 pandemic. Supervisors and employees are all responsible for implementing this plan. 
Our goal is to mitigate the potential for transmission of COVID-19 in our workplaces and 
communities, and that requires full cooperation among all of our employees. Only through this 
cooperative effort can we establish and maintain the safety and health of all persons in our 
workplaces. 
 
Our employees are our most important assets. Hastings Public Schools is serious about safety and 
health and protecting its employees. Employee involvement is essential in developing and 
implementing a successful COVID-19 Preparedness Plan. If you have suggestions for improving 
this plan please contact the Coordinator of District Services or the Superintendent with your 
suggestions.   
 
Hastings Public Schools' COVID-19 Preparedness Plan follows the industry guidance developed by 
the state of Minnesota, which is based upon Centers for Disease Control and Prevention (CDC) 
and Minnesota Department of Health (MDH) guidelines for COVID-19, Minnesota Occupational 
Safety and Health Administration (MNOSHA) statutes, rules and standards, and Minnesota’s 
relevant and current executive orders. It addresses: 

● Ensuring sick employees stay home and prompt identification and isolation of sick persons; 
● Social distancing – employees must be at least six-feet apart; 
● Employee hygiene and source controls; 
● Workplace building and ventilation protocol; 
● Workplace cleaning and disinfection protocol; 
● Drop-off, pick-up and delivery practices and protocol; and 
● Communications and training practices and protocol. 

 
Ensure sick employees stay home and prompt identification and 
isolation of sick persons protocol 
 
Employees have been informed of and encouraged to self-monitor for signs and symptoms of 
COVID-19. The following procedures are being implemented to assess employees’ health 
status prior to entering the workplace and for employees to report when they are sick or 
experiencing symptoms. 
 

● Educate students and staff to ensure those who develop symptoms are not attending 
school. 

● Provide parent education about the importance of monitoring symptoms and staying 
home while ill through classroom applications and other district messaging. 

● Partner with nursing staff who are following MDH guidelines. 
● Working with local county health services for additional guidance and suggestions. 
● Encourage all people entering the facility to wash or sanitize hands. 
● Masks are being worn at all times when individuals are in the presence of others. 
● Send home or deny entry to children, care providers, staff, or community members with 

any symptoms of illness consistent with COVID-19 per MDH and CDC. 
● Individuals with scheduled appointments should use video conferencing and other digital 

means when at all possible. 
● Floor markings for directional flow and social distancing. 

 



 
If a student becomes sick, demonstrating COVID symptoms, while onsite the following steps 
are taken: 
 

1. School staff will contact director/principal/supervisor. 
2. The director/principal/supervisor will contact the Coordinator of District Services. 

immediately. 
3. Mask and isolate the student immediately. A staff member should gather the student’s 

belongings, and the student should wait in the site’s designated isolation room until 
the parent arrives. 

4. Contact the parents for the student to be picked up immediately and advise the 
parent/guardian to pick up from a separate door from the main entrance, whenever 
possible. 

5. Custodial staff will clean and disinfect the area(s) as per CDC/MDH guidelines. 
6. Inform parent/guardian that the student must remain home in quarantine as per 

CDC/MDH guidelines. 
 
If a staff member becomes sick, demonstrating COVID symptoms, while onsite the following 
steps are taken: 
 

1. Contact supervisor/director/principal. 
2. The supervisor/director/principal will coordinate necessary coverage of the 

students/program. 
3. The supervisor/director/principal will contact the Coordinator of District Services 

immediately. 
4. Staff member should leave as soon as possible. 
5. Staff member will keep the supervisor/director/principal informed on their status of health 

condition. 
a. Employees may be asked: 

i. Who you have had contact with. 
ii. What areas you have been in at your site. 

b. The employee will provide a copy of all doctor’s letters and information 
from MDH (if available) to the district office. 

c. The employee and district will follow all doctor and MDH recommendations (if 
applicable). 

6. Employee names will not be identified but contact tracing will need to occur. 
7. The district may contact/report with local, state, federal agencies. 
8. Employees can use sick leave, vacation, COVID19 leave, if applicable. Contact Jenny 

Burg, 651-480-7006 for further information. If paid time is not available, unpaid time will 
need to be used. 

 
Confirmed Case of COVID-19 
If there is a confirmed case of COVID-19 from a child or staff currently working in the district, in 
certain cases we will be notified from the Minnesota Department of Health and will follow state 
instructions on how to proceed. If anyone informs a staff person of a confirmed case (lab or clinical) 
inform your supervisor immediately. More information can be found on the CDC Website. 
 
IMPORTANT NOTICE: 
Privacy of students and families is critical during this time. In accordance with HIPAA (Health 
Insurance Portability and Accountability Act), names and information of those that have been 
identified as positive or those that went home sick are not to be shared (staff or child). Sharing of 
this information violates HIPAA and can result in discipline. Hastings Public Schools cannot 
disclose or assume the health conditions of children, staff or families to anyone. Please note that 
families are adjusting to these unique times and may choose to remove their child from 
care/school/activities for a variety of reasons. 
 
 

https://www.cdc.gov/coronavirus/2019-ncov/community/schools-childcare/guidance-for-schools.html
https://www.cdc.gov/coronavirus/2019-ncov/community/schools-childcare/guidance-for-schools.html


Hastings Public Schools has implemented leave policies that promote employees staying at 
home when they are sick, when household members are sick, or when required by a health care 
provider to isolate or quarantine themselves or a member of their household. Accommodations 
for employees with underlying medical conditions or who have household members with 
underlying health conditions have been implemented. Hastings Public Schools will follow local, 
state and federal leave laws.  
 
The House and Senate have passed and President Trump has signed the Families First 
Coronavirus Response Act (the Act) into law. The Act, which passed with bipartisan support, seeks 
to ensure the safety of Americans and ease the economic toll of the 2019 Novel Coronavirus 
(COVID-19) by strengthening the social safety net. 
 
Emergency Paid Sick Leave 
For many employers and their employees, the most significant provision is the introduction of 
Emergency Paid Sick Leave. This Act requires employers with fewer than 500 employees and 
government employers to provide employees who are unable to work or telework with two weeks 
of paid sick leave (according to actual hours worked), calculated using the employee’s regular 
rate of pay, due to one of the following reasons: 

1. The employee is subject to a Federal, State, or local quarantine or isolation 
order related to COVID-19. 

2. The employee has been advised by a health care provider to self-quarantine due to 
concerns related to COVID-19. 

3. The employee is experiencing symptoms of COVID-19 and seeking a medical 
diagnosis. 
 

Under the Act, an employer’s obligations are limited to paid leave of up to $511 per day ($5,110 
in the aggregate) where leave is taken for reasons (1), (2), and (3) above (i.e., an employee’s 
own illness or quarantine) calculated using 100% of an employee’s regular rate of pay. 
 

4. The employee is caring for an individual who is subject to a quarantine or isolation 
order as described in (1), above, or has been advised as described in (2), above. 

5. The employee is caring for his or her child whose school or place of care is closed 
(or child care provider is unavailable) due to COVID-19 related reasons; 

6. The employee is experiencing any other substantially similar condition specified by 
the Secretary of Health and Human Services in consultation with the Secretary of the 
Treasury and the Secretary of Labor. 

 
Under the Act, an employer’s obligations are limited to paid leave of 2/3 of their salary up to 
$200 per day ($2,000 in the aggregate) where leave is taken for reasons (4), (5), or (6) (i.e., 
care for others or school closures) calculated using two-thirds an the employee’s regular rate of 
pay. 
 
Under the Act, Emergency Paid Sick Leave expires on December 31, 2020 and any unused 
paid leave granted by the Act does not carry over into 2021. 
 
H ow do Hastings Employees request leave? 
If employees are unable to work (and unable to work remotely) because of the reasons above, 
please follow the information below. You must communicate with your supervisor (principal or 
director) regarding the request for the leave.  Documentation regarding the leave will be required. 
 
You may be entitled to request earned paid leave, if you have a current balance, per your contract. 
After you have communicated with your supervisor, put the absence into Aesop/TimeClock+. If you 
qualify you may also be entitled to leave through the Families First Coronavirus Response Act 
(FFCRA) 
 
The federal government enacted the Families First Coronavirus Response Act (FFCRA) is 
available for use through December 31, 2020 for employees unable to work from home.  



 
The two provisions provided under the FFCRA are:  

Emergency Paid Sick Leave  
• Provides employees up to 10 days of additional paid sick leave  
• Must be specific reason related to COVID-19  
• No minimum employment time, all employees are eligible at average scheduled hours  

 
Emergency Family and Medical Leave Act Expansion  

• FMLA benefits up to 12 weeks to care for a son or daughter under 18 if school or 
place of care is closed due to COVID-19  

• Must be employed 30 days prior to leave  
 
All ISD 200 employees are expected to report for work assignments. If you do not meet the 
leave requirements under FFCRA you must use your own available leave or pay deduction if 
you have no leave available  
 
INSTRUCTIONS TO REQUEST A LEAVE UNDER FFCRA:  
You must complete the FFCRA Leave Request Form, which is available on our website and submit it 
to Jenny Burg at jburg@hastings.k12.mn.us or via fax at 651-480-7004.  Please send all requested 
documentation with the form. 
 
Note:  If you have previously submitted documentation please indicate this on the form.  You will 
receive an email notification once your leave request has been processed.  If you are unsure if you 
qualify for leave, please contact a healthcare provider.  

 
Prior to your return to work, you must contact Jenny Burg at jburg@hastings.k12.mn.us or 
651-480-7006.  
 
Hastings Public Schools is also implemented a policy for informing employees if they have been 
exposed to a person with COVID-19 at their workplace and requiring them to quarantine for the 
required amount of time. Hastings Public School employees must quarantine for 14 days or get 
tested for COVID-19. If the employee gets tested for COVID-19, the employee must share the 
results with the employer. Please contact your direct supervisor with the results.  A procedure is 
in place to protect the privacy of employees’ health status and health information. 
 

Social distancing protocol 
Social distancing of at least six feet will be implemented and maintained between employees, 
students, parents, and visitors in the workplace throughout the following engineering and 
administrative controls, whenever possible: 
 
Promote/Maintain a safe program environment: 
 

● Adapt practices to allow physical distancing of at least 6 feet whenever possible. 
● Adhere to MDH/CDC student/participant ratios. If social distancing cannot be attained 

with the group size, then the number must be reduced. 
● Whenever possible, implement programming that reduces travel (e.g., music, art, 

physical education) for the students/participants. If travel is necessary, limit the 
interaction with other staff and students/participants. 

● Wherever possible, hold activities outdoors and encourage students/participants to 
spread out. 

● Arrange classrooms to allow staff and students/participants to practice social distancing. 
● Plans are in place for back-up staffing in case a staff member becomes ill during the 

day/program. 
● Hold staff meetings/professional development virtually or in a large enough space to 

accommodate social distancing. 
● Where appropriate consider allowing remote work opportunities. 
● Transportation services adheres to MDH/CDC student/participant ratios. 

http://www.hastings.k12.mn.us/UserFiles/Servers/Server_92158/File/About%20Us/Human%20Rights/FFCRA%20Leave%20Request%20-updated.pdf
mailto:jburg@hastings.k12.mn.us
mailto:jburg@hastings.k12.mn.us


● Avoid community/shared supplies when possible, this includes but not limited to: 
phones, pens, computer equipment, desks, cubicles, workstations, offices or other 
personal work tools and equipment. 

● The district has signage, markings and instructions to address social distancing 
reminders. 

● Ride-sharing or sharing of vehicles should be limited as per CDC/MDH guidelines. 
● The District provides recommended PPE, such as masks, nonmedical cloth face 

coverings, gloves, and disinfectants for staff. 
● Limit nonessential visitors, encouraging remote/phone interactions. 
● Mask are to be worn at all times when in the presence of other individuals.  

 
Hygiene protocol 
Basic infection prevention measures are being implemented at our workplaces at all times. Staff, 
students and visitors are instructed to wash their hands for at least 20 seconds with soap and 
water frequently throughout the day, but especially at the beginning and end of the day, prior to 
any mealtimes and after using the restroom. All Staff, students and visitors are required to wash 
or sanitize their hands prior to or immediately upon entering the facility. Hand-sanitizer 
dispensers are at main building entrances and locations within each site. 
 
Staff, students and visitors are being instructed to cover their mouth and nose with their sleeve or 
a tissue when coughing or sneezing, and to avoid touching their face, particularly their mouth, 
nose and eyes, with their hands. Staff, students and visitors should wash or sanitize their hands 
immediately afterward. 
 
Hygiene etiquette will be demonstrated on posters and will be communicated to staff and 
students on a regular basis in various forms. 
 
Building and ventilation protocol 
Operation of the building in which the workplace is located, includes necessary sanitation, 
assessment and maintenance of building systems, including water, plumbing, electrical, and 
heating, ventilation and air conditioning (HVAC) systems. The district follows all industry 
guidance recommendations. Fresh air recirculation and ventilation are properly maintained and 
monitored. 
 
Cleaning and disinfection protocol 
Regular practices of cleaning and disinfecting have been implemented, including a schedule for 
routine cleaning and disinfecting of occupied spaces, including but not limited to: classrooms, 
gyms, cafeteria, common areas, work surfaces, equipment, tools and machinery, vehicles, 
meeting rooms, and drop-off and pick-up locations. Frequent cleaning and disinfecting is being 
conducted of high-touch areas. 
 
Appropriate and effective cleaning and disinfecting supplies have been purchased and are 
available for use in accordance with product labels, safety data sheets and manufacturer 
specifications, and are being used with required personal protective equipment for the product. 
 
All staff are trained on how to safety use cleaning and disinfecting supplies. The custodians perform 
thorough cleaning and disinfecting of occupied areas every night. 
 
All students and staff are encouraged to continuously wash their hands throughout the day 
(between every activity, at every transition, before after meal times, after bathroom use, before 
and after outside, etc. 
 
 
Drop-off, pick-up and delivery protocol 
When guidance is finalized for the 2020-2021 school year additional best practices and 
protocols will be issued for student drop-off and pick-up. As of July 20th, Hastings Public Schools 



will utilize passive screening practices at all sites.  
● Each morning, parents are encouraged to review health screening information with their 

child. 
● There are designated doors for entering and exiting the building. 
● All visitors enter a secure vestibule and electronically sign our visitor management 

system, while practicing social distancing. 
● Building staff will direct the visitor, as appropriate. 
● Hand sanitizing options are available for visitors/students to use as they enter the 

building. 
● If medications need to be dropped off, they will need to be in a sealed bag with medical 

providers orders and our form giving permission. 
● Ideally, the same parent or designated person should drop off and pick up the student 

(s) every day.  
• We are accepting deliveries at our loading docks, practicing hygiene and social distancing 

protocols. 
• The Camp Horizon Summer Childcare Program will be utilizing additional screening 

protocols, please Click Here to view their summer screening procedures.   
 

Communications and training protocol 
This COVID-19 Preparedness Plan was communicated, by email as well and posted in each 
school site, to all employees on July 20, 2020. Communication and training will be ongoing by 
email and building/department level meetings. The COVID Preparedness Plan will be provided 
to all new employees prior to initial assignment. 
 
The Hastings Public Schools COVID-19 Preparedness Plan will be posted and available in the 
buildings for all students, employees, including temporary employees, independent contractors, 
subcontractors, vendors, guests, volunteers and visitors about protections and protocols. All 
students, employees, including temporary employees, independent contractors, subcontractors, 
vendors, guests, volunteers and visitors will also be advised not to enter the workplace if they 
are experiencing symptoms or have contracted COVID-19. 
 
Principals, directors and supervisors are expected to monitor how effective the program has 
been implemented. Follow up with principals, directors and supervisors will take place on a 
regular basis. All employees are encouraged to take an active role and collaborate in carrying 
out the various aspects of this plan, and update the protections, protocols,work-practices and 
training as necessary. 
 
This COVID-19 Preparedness Plan has been certified by Hastings Public Schools management 
and the plan was posted throughout the workplace and made readily available to employees 
July 20, 2020. It will be updated as necessary by Hastings Public Schools Leadership Team. 
 
Certified by: 
Dr. Robert McDowell, Superintendent of Schools 
 

https://docs.google.com/document/d/11-in8lbTn-k_8qMtetWsi60bQa15GDp2EX_RPk3uchA/edit
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