
 

Updated September 10, 2020 

COVID-19 Preparedness Plan for  

Intermediate School District 917 

Intermediate School District 917 is committed to providing a safe and healthy workplace for all our workers. To 

ensure that, we have developed the following Preparedness Plan in response to the COVID-19 pandemic. 

Managers 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 that requires full cooperation among all employees and 

management. Only through this cooperative effort can we establish and maintain the safety and health of our 

entire staff, students, and each worksite.  

The strategies and expectations described in this document are intended for all ISD 917 employees until further 

notice.  During the timeframe covered herein, the primary instructional model will be a hybrid model combining 

both on-line and face-to-face instruction.  Most employees who report to a physical location to work will do so 

in an office setting where employees will be reporting to an individual workstation.  Staff that work in direct 

contact with students in the childcare setting will need to modify the practices described herein to balance the 

safety of students and staff, with the unique needs of the children they are caring for.   

All employees are responsible for implementing and complying with all aspects of this Preparedness Plan. The 

district managers and supervisors have our full support in enforcing the provisions of this plan. 

Our employees are our most important assets. We are serious about safety and health and keeping our 

employees working at ISD 917. Employee involvement is essential in developing and implementing a successful 

COVID-19 Preparedness Plan. To ensure that the practical implications of this plan reflect the unique nature of 

the district, we have consulted several of the district nurses in the development of the plan.  We invite staff 

members to consult with their site or program managers should they have any questions or recommendations.  

Our Preparedness Plan follows Centers for Disease Control and Prevention (CDC) and Minnesota Department of 

Health (MDH) guidelines and federal OSHA standards related to COVID-19 and addresses:  

• hygiene and respiratory etiquette; 

• engineering and administrative controls for social distancing; 

• housekeeping – cleaning, disinfection, and decontamination; 

• prompt identification and isolation of sick persons; 

• communications and training that will be provided to managers and employees; and 

• management and supervision necessary to ensure effective implementation of the plan. 



Employees are encouraged to work from home 

Employees are encouraged to work from home whenever possible.  Employees who must work at a school site 

to accomplish their duties are expected to review and follow the provisions of the COVID-19 Preparedness Plan 

for ISD 917.   

The DCTC site is open from 6:30 a.m. to 4:00 p.m. on Monday through Friday.  Other school sites are open when 

school is in session.  Access to school sites may be limited, and must be approved by the ISD 917 program 

supervisor for that site.   

Screening and policies for employees exhibiting signs and symptoms of 

COVID-19 

Employees have been informed of and encouraged to self-monitor for signs and symptoms of COVID-19. The 

following policies and procedures are being implemented to assess employees’ status prior to entering the 

workplace and for employees to report when they are sick or experiencing symptoms.  

Guidelines for those symptomatic for COVID-19: ISD 917 follows the guidelines provided by the Minnesota 

Department of Health for staff who are or who have been symptomatic for COVID-19: 

● Tested negative and asymptomatic - may return to work immediately. 

● Tested negative and symptomatic- Return to school or program 24 hours after symptoms improved. 

● Tested Positive- Stay at home in isolation for at least 10 days from time symptoms started until 

symptoms improved AND no fever for 24 hours (without fever reducing medications). 

● No test and symptomatic- Stay at home in isolation for at least 10 days from time symptoms started 

until symptoms improved AND no fever for 24 hours (without fever reducing medications) 

 

Status of childcare workers: Childcare workers are considered a priority group for testing. Those experiencing 

symptoms should be encouraged to express this to their healthcare provider. 

Sign-in procedure:  If you are working at DCTC the directions below are required for all staff and students each 

day.  You will be asked to show proof that you did the health self-assessment as you enter the building. 

● Complete the COVID-19 health self-assessment prior to coming on campus each day. Keep your results with 
you. Everyone must complete the screening: www.minnstate.edu/CV19-DCTC. 

● Masks are required for everyone. 
● The West entrance will be closed, except from 7:45 to 8:15 a.m. on Monday, Tuesday, Thursday and Friday to 

allow access for students in the TESA program to arrive by bus or van.  
● All other staff and visitors must enter through the main (North) or East entrances. 

In addition, it is expected that all employees be aware of the people whom they have close contact with while at 

the work site.  Close contact is defined as being within six feet of another person for 15 minutes or longer.   

https://nam02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fminnstate.edu%2FCV19-DCTC&data=02%7C01%7CLynne.Weierke%40dctc.edu%7C39a207595d95412293d308d847a681ce%7C5011c7c60ab446ab9ef4fae74a921a7f%7C0%7C0%7C637338127749855530&sdata=KtmaJ1yBi5OxiEM%2FXHoNHD6VGQ%2BLuLvqUNg31Q3D7Sw%3D&reserved=0
https://nam02.safelinks.protection.outlook.com/?url=http%3A%2F%2Fwww.minnstate.edu%2FCV19-DCTC&data=02%7C01%7CLynne.Weierke%40dctc.edu%7C39a207595d95412293d308d847a681ce%7C5011c7c60ab446ab9ef4fae74a921a7f%7C0%7C0%7C637338127749855530&sdata=C0%2FOritnVA%2FMqp1fTE4KyUHPubiDIrNAkY4JRlMalME%3D&reserved=0


Each school site has a sign-in and sign-out protocol.  If you are at a school site that you are generally not 

assigned to, you are classified as a visitor at that site.  All efforts should be made to ensure that visiting 

additional sites should be restricted to reduce cross-contamination and the spread of COVID-19 from site to site.   

Signage: The document, “SELF MONITORING TOOL,” is posted at the entrances to the ISD 917 offices at all sites.  

This document expresses the expectation that ill persons do not report to work.  It also expresses the 

expectation to wear a mask while in the common areas of the building, and while the employee is away from 

their work station, and when social distancing may be a concern.   

Self-Quarantine: Expectations of the SELF MONITORING TOOL also accomodate the need for employees to self-

quarantine if they have had close contact with someone who was diagnosed or suspected to have COVID-19 

within the last 14 days. Close contact has been defined as (1) within six feet for a period of time- including caring 

for, living with, or visiting; and/or (2) in direct contact with body fluids.   

Self-report to supervisor or manager: If a person is unable to report to work because they are COVID-19 

positive, symptomatic of COVID-19, or in self-quarantine due to potential exposure, they should inform their 

program supervisor or a supporting leader (dean or lead teacher).  At the time of this report, the employee 

should be ready to inform the supervisor of any contacts they have had in the workplace since the time of a 

possible exposure, or in the three days prior to the first concerning symptoms.  Due to the important and urgent 

work related to the contact tracing in the workplace, the potentially contagious employee should inform their 

supervisor/manager as soon as possible, including on weekends or in the evenings outside of work time.   

The supervisor, with the assistance of the LSN from the affected program, will use the information from the 

employee and the daily sign-in logs to determine any persons that may have been in contact with the potentially 

contagious employee.    

The supervisor will help to arrange for a substitute for the employee and notify staff that may have been 

exposed.  While informing staff that may have been informed, it is imperative that the supervisor does not 

disclose the identity of the person that may have been contagious while at work. 

The supervisor and LSN will also determine the extent to which the workplace needs to be cleaned and 

disinfected.   

ISD 917 has implemented leave procedures that promote workers 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. An employee with questions regarding the leave provisions related to their 

contract and the COVID-19 pandemic should contact Mr. Jacob Edlund, Benefits Specialist.  Accommodations for 

workers with underlying medical conditions or who have household members with underlying health conditions 

have been implemented.  An employee who cannot work directly with other persons because of a qualifying 

pre-existing health condition, should inform their supervisor.  Reasonable accommodations will be made for the 

employee, unless there are no potential duties for the person within the scope of their job assignment. 

ISD 917 has also implemented a procedure for informing workers 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.  The employee 

will not need to utilize their own accrued leave to be absent due to a work-related exposure.   



Handwashing 

Basic infection prevention measures are being implemented at our workplaces at all times. Employees 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 their shift, prior to any mealtimes and after using the restroom.  All 

visitors to the facility will be required to wash their hands prior to or immediately upon entering the facility. 

Some workplaces may have hand-sanitizer dispensers (that use sanitizers of greater than 60% alcohol) that can 

be used for hand hygiene in place of soap and water, as long as hands are not visibly soiled.  Hand sanitizer is 

also available for use while at work and can be requested from the site level administrative assistant.  

Respiratory etiquette:  Cover your cough or sneeze 

Employees and visitors should cover their mouth and nose with their sleeve or a tissue when coughing or 

sneezing and to avoid touching their face, in particular their mouth, nose and eyes, with their hands. They 

should dispose of tissues in the trash and wash or sanitize their hands immediately afterward. Respiratory 

etiquette will be demonstrated on posters and supported by making tissues and trash receptacles available to all 

employees and visitors. 

All employees are required to wear a face mask as they enter and leave the building as the entrances of 

buildings are a challenging area to avoid social congestion.   

Wear your face mask while in the building when you are in common areas and while you are working within 

another person’s work space and read the following:  

• Be careful not to touch your eyes, nose, and mouth while wearing cloth masks to prevent potential 

contamination. 

• Wash your hands thoroughly before putting on the mask.  

• Remove the mask carefully and wash your hands thoroughly after removing.  

• Wash the mask after each use.  

• Wearing masks does not replace the need to continue frequent hand washing, avoiding touching the 

face, and practicing social distancing, which are our best tools to help prevent the spread of illness. 

• If the wearer is constantly touching or removing/replacing their mask, it defeats the purpose of 

wearing the mask in the first place.  

Social distancing 

Social distancing is being implemented in the workplace through the following engineering and administrative 

controls:  

● All employees are encouraged to work from home whenever possible.  



● Most employees who are working at a school site during distance learning are working in an office,  a 

cubicle, or classroom where they work at least six feet away from other persons.   

● Employees should avoid taking breaks together, sharing food, or touching things that other employees 

are likely to touch.   

● When an employee is working at their own workstation, it will generally not be necessary for them to 

wear their face mask because most work stations provide for appropriate social distancing.   

● If your workstation is not sufficiently private to provide six feet of distance between you and the nearest 

person, you should protect both you and the other person by wearing a face covering.   

● When an employee is in areas where other employees travel, they need to wear their face mask.   

● If an employee enters another person’s workstation, then both persons must wear a face mask.   

● Employees should maintain six feet between other people while at work.  

● If two employees are riding together in a vehicle during the work day, they  must both be wearing face 

masks while in the vehicle.   

● Necessary personal protective equipment such as face masks, gloves, and shields are provided by the 

district.    

Employees and visitors are directed not to gather in groups and confined areas, including elevators, and from 

using other workers’ personal protective equipment, phones, computer equipment, desks, cubicles, 

workstations, offices or other personal work tools and equipment. 

Housekeeping 

Regular housekeeping practices are being implemented, including routine cleaning and disinfecting of work 

surfaces, equipment, tools and machinery, and areas in the work environment, including restrooms, break 

rooms, lunch rooms and meeting rooms. Frequent cleaning and disinfecting will be conducted in high-touch 

areas, such as phones, keyboards, touch screens, controls, door handles, elevator panels, railings, copy 

machines, etc.  

Employees are asked to assist in the daily cleaning and disinfection of touched surfaces.  Cleaning supplies, 

tissues, and sanitizing gel will be provided by the district.   

At the beginning and end of each day, employees are asked to wipe down their computer keyboard, telephones, 

and workstation surfaces.   

The district follows the Center for Disease Control cleaning and disinfection guidelines for daily cleaning.   

If an employee is either COVID-19 positive or COVID-19 suspect, then the areas that they have occupied within 

the last three days will be cleaned and disinfected.   

Communications and training 

This Preparedness Plan was provided via email by the Superintendent to all employees on May 21, 2020, and in 

the email each employee was directed to review and be familiar with the information in the plan. Significant 

edits to the plan were made on September 8, 2020, and all employees were provided with an updated copy of 



the plan and directed to be familiar with the expectations herein. Additional communication and training will be 

ongoing through reminders of the expectations, and employees have been asked to communicate with their 

program managers if they have any questions or recommendations.  As the plan changes, employees will be 

informed of those changes.  Employees have been informed that additional information is available through the 

Safe Schools staff development training modules under the category of Health. Managers and supervisors are to 

monitor how effective the program has been implemented by the district leadership and all employees.  Staff 

members are reminded that each of us has the responsibility to protect themselves and their colleagues. 

Management and employees are expected to comply with the guidelines expressed in this document together 

and update their training as necessary. This Preparedness Plan has been certified by ISD 917 management and 

was posted to the website and has been provided to all employees by the Superintendent on September 8, 

2020. It will be updated as necessary.  

 

Certified by: 

Mark A. Zuzek (Signed digitally, September 8, 2020) 

Superintendent   



Appendix A – Guidance for developing a COVID-19 Preparedness Plan 

General 

www.cdc.gov/coronavirus/2019-nCoV  

www.health.state.mn.us/diseases/coronavirus  

www.osha.gov 

www.dli.mn.gov 

Handwashing 

www.cdc.gov/handwashing/when-how-handwashing.html  

www.cdc.gov/handwashing 

https://youtu.be/d914EnpU4Fo  

Respiratory etiquette:  Cover your cough or sneeze 

www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/prevention.html  

www.health.state.mn.us/diseases/coronavirus/prevention.html  

www.cdc.gov/healthywater/hygiene/etiquette/coughing_sneezing.html  

Social distancing 

www.cdc.gov/coronavirus/2019-ncov/community/guidance-business-response.html  

www.health.state.mn.us/diseases/coronavirus/businesses.html  

Housekeeping 

www.cdc.gov/coronavirus/2019-ncov/community/disinfecting-building-facility.html  

www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/disinfecting-your-home.html  

www.epa.gov/pesticide-registration/list-n-disinfectants-use-against-sars-cov-2  

www.cdc.gov/coronavirus/2019-ncov/community/organizations/cleaning-disinfection.html  

Employees exhibiting signs and symptoms of COVID-19 

www.cdc.gov/coronavirus/2019-ncov/if-you-are-sick/steps-when-sick.html  

www.health.state.mn.us/diseases/coronavirus/basics.html  

http://www.cdc.gov/coronavirus/2019-nCoV
https://www.health.state.mn.us/diseases/coronavirus/index.html
http://www.osha.gov/
http://www.dli.mn.gov/
http://www.cdc.gov/handwashing/when-how-handwashing.html
https://www.cdc.gov/handwashing/index.html
https://youtu.be/d914EnpU4Fo
http://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/prevention.html
http://www.health.state.mn.us/diseases/coronavirus/prevention.html
http://www.cdc.gov/healthywater/hygiene/etiquette/coughing_sneezing.html
http://www.cdc.gov/coronavirus/2019-ncov/community/guidance-business-response.html
http://www.health.state.mn.us/diseases/coronavirus/businesses.html
http://www.cdc.gov/coronavirus/2019-ncov/community/disinfecting-building-facility.html
https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/disinfecting-your-home.html
https://www.epa.gov/pesticide-registration/list-n-disinfectants-use-against-sars-cov-2
https://www.cdc.gov/coronavirus/2019-ncov/community/organizations/cleaning-disinfection.html
http://www.cdc.gov/coronavirus/2019-ncov/if-you-are-sick/steps-when-sick.html
http://www.health.state.mn.us/diseases/coronavirus/basics.html


Training 

www.health.state.mn.us/diseases/coronavirus/about.pdf  

www.cdc.gov/coronavirus/2019-ncov/community/guidance-small-business.html  

www.osha.gov/Publications/OSHA3990.pdf  

 

 

http://www.health.state.mn.us/diseases/coronavirus/about.pdf
https://www.cdc.gov/coronavirus/2019-ncov/community/guidance-small-business.html
https://www.osha.gov/Publications/OSHA3990.pdf

