
 
 

 Ja’Duke Preschool Guidelines and Policies for COVID-19 
All guidelines are tentative and may be altered as restrictions change per the 

state’s recommendations for best practices.  
 

 

General Guidelines 
 
Pick Up and Drop Off Procedures 
The drop off and pick up of all classes will be staggered to allow physical distancing 
and safety for all students, families and staff. 
 
Drop Off 
8:00-8:15 am Infant Rooms (Orange & Purple 1 Infant) 
8:15-8:30am Toddler Rooms (Green & Purple 2 Toddler) 
8:30-8:45am Preschool Rooms (Yellow & Teal 1) 
8:45-9:00am PreK and Adventure Camp (Blue & Teal 2) 
9:00-9:15am Late Drop Off 
9:30am Doors Close 
 
Outside each Preschool entrance there will be a Health Checkpoint. One family at a 
time will be allowed to step up to the table. All family members and students (if able 
and over 2 years) must be wearing masks at all times while on the premises. Upon 
arrival, all families will follow these steps: 
 

(1) Immediately upon stepping up to the table, students and parents/caregivers 
must sanitize hands. Hand sanitizer will be available at each Health 
Checkpoint. 

(2) The Health Assessor will conduct a temperature check using a contactless 
thermometer. 

(3) If temperature is below 99°F, the Health Assessor will begin the verbal screen 
by asking the following questions.  

 
-Today or in the past 24 hours, have you or any household members 
had any of the following symptoms? 

- Fever (temperature of 100.0°F or above)? 
- Chills? 
- Cough? 
- Sore throat? 
- Difficulty breathing? 
- Gastrointestinal symptoms (diarrhea, nausea, vomiting)? 



- Abdominal pain? 
- Unexplained Rash? 
- Fatigue? 
- Headache? 
- New loss of smell/taste? 
- New muscle aches? 

 
In the past 14 days, have you had close contact with a person known to 
be infected with coronavirus (COVID-19)? 

 
If the answer to any of these questions is yes, the student must return home with 
their parent or caregiver.  
 

(4) Staff will make a visual inspection of each child for signs of illness, which could 
include flushed cheeks, rapid breathing or difficulty breathing (without recent 
physical activity), fatigue, or extreme fussiness. Confirm that the child is not 
experiencing coughing or shortness of breath.  

 
(5) Once the student has been cleared, their teacher will take them and their 

belongings straight to their classroom.  
 
 
Pick Up 
3:00-3:15pm Infant Rooms (Orange & Purple 1 Infant) 
3:15-3:30pm Toddler Rooms (Green and Purple 2 Toddler) 
3:30-3:45pm Preschool Rooms (Yellow and Teal 1) 
3:45-4:00pm PreK and Adventure Camp (Blue & Teal 2) 
 
Pick up will occur at the same Health Checkpoints where the students were 
dropped off. At Pick Up time, all families will follow these steps: 
 

(1) As they arrive parents/caregivers should wait in the designated 
physically-distanced areas.  

(2) The Health Assessor will notify the classroom teachers upon parent/caregiver 
arrival. 

(3) One teacher will bring students one at a time out to parents/caregiver. 
(4) Parents/caregiver must stay in the designated area until the child comes to 

them or is given to them. 
(5) Once the child is with the parent/caregiver, all may leave the designated area 

and the Health Assessor will check them out. 
 
Class Sizes 
In order to adhere to the EEC and Massachusetts State guidelines, strict ratios are in 
place to ensure smaller groups of children are together and can stay physically 
distanced. 
 

Infant rooms will have seven infants to two teachers 



Toddler rooms will have nine toddlers to two teachers 
Preschool rooms will have ten students to two teachers 
Pre-K rooms will have ten students to two teachers 
Adventure rooms will have ten students to one teacher 

 
Schedules 
Weekly Schedule 
Because of group and exposure limitations, there will be no half day programs and 
students will be in one of the three following schedules: 

Monday/Tuesday/Wednesday/Thursday/Friday 
Monday/Wednesday/Friday 
Tuesday/Thursday 
 

Daily Schedule 
Daily schedules will be adjusted in each classroom to allow for staggered outdoor 
time, physically distanced play, and proper sanitization practices. 
 
 
Closing of Program 
If Covid-19 spreads in an uncontrollable manner, Ja’Duke Preschool may need to 
close with little to no notice. At this time, all enrollment will cease and tuition will not 
be owed for this closure.  
 
 

Health and Safety 
 

Face Masks 
Ja’Duke will encourage the wearing of masks or cloth face coverings for children age 
2 and older who can safely and appropriately wear, remove, and handle masks. 
Whenever 6 feet of physical distancing is not possible, masks must be worn.  
 
Additional guidance on use of face coverings and masks by children is as follows: 

● Children under the age of 2 years should not wear face coverings or masks. 
● When children can be safely kept at least 6 feet away from others, they do not 

need to be encouraged to wear a mask. 
● Masks must not be worn while children are eating/drinking, sleeping, and 

napping. Strict and consistent physical distancing must be practiced at all 
times during these activities. Masks do not need to be worn while engaging in 
active outdoor play, if children are able to keep physical distance from others. 

● Children 2 years of age and older must be supervised when wearing a mask. If 
wearing the face covering causes the child to touch their face more 
frequently, staff must reconsider whether the mask is appropriate for the 
child. 

 
 
 



Families should provide their children with a sufficient supply of clean masks and 
face coverings to allow replacing the covering as needed. Ja’Duke recommends 
each student has at least two extra masks in a ziplock bag labeled with the students 
name and room. Each day, worn masks must be taken home for washing and 
replacement masks brought back for the following day. Masks must be washed in a 
washing machine in hot water and dried fully before wearing again. 
 
If families are unable to provide masks, Ja’Duke will provide masks for children and 
youth, as necessary.  
 
Exceptions for Face Masks 
Exceptions for wearing face masks include situations that may inhibit an individual 
from wearing a face mask safely. These may include, but are not limited to: 

● Children under the age of 2 years. 
● Children who cannot safely and appropriately wear, remove, and handle 

masks. 
● Children who have difficulty breathing with the face covering or who are 

unconscious, incapacitated, or otherwise unable to remove the cover without 
assistance. 

● Children with severe cognitive or respiratory impairments that may have a 
hard time tolerating a face mask. 

● Children where the only option for a face covering presents a potential 
choking or strangulation hazard. 

● Individuals who cannot breathe safely with a face covering, including those 
who require supplemental oxygen to breathe. 

● Individuals who, due to a behavioral health diagnosis or an intellectual 
impairment, are unable to wear a face covering safely. 

● Individuals who need to communicate with people who rely upon lip-reading. 
 
 
 
Hand Washing 
Hand washing facilities with soap and water will be readily accessible to all children 
and staff. Hand washing instructions will be posted near every sink and where they 
can easily be seen by children and staff. 
 

● Hand sanitizer with at least 60% alcohol will be utilized at times when hand 
washing is not available, as appropriate to the ages of children. Hand sanitizer 
will be stored securely and used only under supervision of staff. Staff will make 
sure children do not put hands wet with sanitizer in their mouth and will 
teach children proper use. 

 
● Children and staff will wash their hands or use hand sanitizer often, making 

sure to wash all surfaces of their hands (e.g., front and back, wrists, between 
fingers). We will reinforce to staff and children that they must be regularly 
washing their hands with soap and water for at least 20 seconds when the 
following criteria are met: 



○ Upon entry into and exit from program space 
○ When coming into the program space from outside activities 
○ Before and after eating 
○ After sneezing, coughing or nose blowing 
○ After toileting and diapering 
○ Before handling food 
○ After touching or cleaning surfaces that may be contaminated 
○ After using any shared equipment like toys 
○ After assisting children with handwashing 
○ Before and after administration of medication 
○ After contact with facemask or cloth face covering 
○ Before and after changes of gloves. 

 
Gloves 
Ja’Duke staff must wear gloves when appropriate and at all times during the 
following activities: 

● Diapering/toileting 
● Food preparation 
● Screening activities requiring contact 

 
To reduce cross-contamination, disposable gloves should always be discarded after 
the above instances. After removing gloves for any reason, hand hygiene should be 
performed with alcohol-based hand sanitizer or soap and water. 
 
Physical Distancing 
Whenever possible, Ja’Duke will promote at least 6 feet of distance of all times and 
limit contact between individuals and groups. When 6 feet is not possible, 
individuals must wear masks or cloth face coverings. 
 
 
Food Safety 
No food will be prepared or served by Ja’Duke.  

● All families must provide morning snack, lunch and afternoon snack. In 
addition, they will need a clean water bottle each day that is labeled with their 
name.  

● Tables, chairs, highchairs and trays used for meals will be cleaned and 
sanitized before and after use.  
 

Medication 
Please see Ja’Duke Preschool Parent Handbook about administration of medication. 
When possible, nebulizer use will be prohibited and students will be sent home for 
the administration of this medication.  
 
Sunscreen 
Students should come to the summer program with a layer of sunscreen already 
applied. If another layer of sunscreen is needed for outdoor time, teachers will apply 



another layer while wearing gloves and a spray bottle. Parents are required to fill out 
and sign the sunscreen waiver (found online at 
www.jadukepreschool.com/parent-portal). If a different brand, besides Water Babies 
is desired, parents must provide sunscreen.  
 
 
Cleaning Protocol 
At all times, the protocol below will be followed by all staff at Ja’Duke: 

 
● All surfaces will be sanitized and disinfected with soap and water followed by 

bleach and water solution after use. Bleach and water solution will be sprayed 
directly on the surface and left to air dry. Both the soap and water solutions 
and bleach and water solutions will be freshly mixed every morning before 
students arrive. When preparing sanitizing and disinfecting solutions, staff will 
always add bleach/soap to water (⅓ cup bleach to 1 gallon of water or 4 
teaspoons bleach to 1 quart of water).  In the case of being unable to use the 
bleach and water solutions we will use EPA registered disinfectants and 
sanitizers.  

● All sanitizing and disinfecting solutions will be labeled properly to identify 
contents and will be kept out of the reach of children and stored separately 
from food items. They will be stored in a pump or trigger spray container. 

● Disinfecting and sanitizing solutions will never be used in close proximity to 
students. When possible, students will be moved to another area when 
sanitizing and disinfecting solutions are being used.  

● All frequently touched surfaces (doors, bathrooms and sinks, tables and chairs, 
step stools) will be sanitized and disinfected before students arrive, 
mid-morning, at naptime and after pickup. 

● Toys, activity items, and rest mats will be cleaned and disinfected at the end of 
each day. Any items that have been put in children’s mouths will be removed 
from circulation, sanitized and disinfected before another child is allowed to 
use it. No cloth or fabric toys will be used. Books and other paper-based 
materials will be regularly inspected and disposed of if they are soiled or 
damaged.  

● Each group that enters the outdoor playground area will sanitize and disinfect 
tables and other outdoor activity equipment upon departure.  

● Staff will wear gloves whenever possible when sanitizing and disinfecting. 
● Upon suspicion of potential exposure, classroom and playground and other 

areas visited by the ill person will be closed off. Staff will open all doors and 
windows and use ventilating fans in the potentially exposed areas. Children 
will be moved to our alternative classroom for care on the premises. The class 
will remain in the alternative classroom for the rest of the school day. After 
hours the exposed classroom will be sanitized and disinfected and students 
will return to their normal classroom the next morning if possible. 

 
 
Cleaning Supply Inventory 



We will obtain and maintain inventory of all essential cleaning supplies through the 
following sources: WB Mason, Amazon, Chamber of Commerce, local retail, and 
donations.  
 
 
 
 

Sick & Symptomatic Children and Staff 
 

Plan of Action 
All staff have been educated on the symptoms and signs of COVID-19 and will be 
monitoring children throughout the day for signs of illness. Ja’Duke will remain in 
contact with the Montague Board of Health (413-863-3200 ext. 205). At all times, the 
protocol below will be followed in the instances of sick or symptomatic children or 
staff at Ja’Duke. 
 
Immediate Action 

● Children who are symptomatic will remain in their classroom and use their 
assigned bathroom. The rest of the class will be removed to the alternative 
classroom for care. The administrator will immediately contact 
parents/caregivers and will supervise the isolated child until they are picked 
up. Both the administrator and child will wear appropriate PPE (2 years and 
up). 

● Staff who are symptomatic will cease childcare duties immediately and 
remain in their classroom until they are able to leave the building. The rest of 
the class will be removed to the alternative classroom for care. A Ja’Duke 
substitute will be notified and will promptly replace the symptomatic staff 
member. 

● We will have additional PPE on hand for those who require it in these 
situations. 

● Children or Staff who are symptomatic or have become sick must use the 
closest fire exit to leave the building. 

 
Follow Up Action 
If a child or staff member at Ja’Duke is symptomatic and presumed to have 
COVID-19: 

● They must be directed to stay home for a minimum of 10 days from the 
1st day of symptoms appearing AND be fever-free for 72 hours without 
fever reducing medications AND experience significant improvements 
in symptoms before returning to the program. 

● If COVID-19 test is negative, students and staff should follow standard 
protocol from the Ja’Duke Preschool Parent Handbook/Ja’Duke 
Employee Handbook regarding return to the program. 

 
If a child or staff member at Ja’Duke tests positive for COVID-19: 



● Ja’Duke will notify the following people: Employees and families that 
have come in contact  (maintaining confidentiality), the Montague 
Board of Health, and the EEC.  

● They must be directed to stay home and self quarantine for 14 days 
from the 1st day of symptoms appearing AND be fever-free for 72 hours 
without fever reducing medications AND experience significant 
improvements in symptoms before returning to the program. 

 
If a child or staff member is exposed to someone who has tested positive for 
COVID-19: 

● Exposed individuals must be directed to stay home for at least 14 days 
after the last day of contact with the person who is sick. The program 
must consult the local board of health for guidance on quarantine for 
other children and staff and what additional precautions will be needed 
to ensure the program space is safe for continued child care services. 

● If the exposed individual remains asymptomatic and/or tests negative 
for COVID-19, they must remain in quarantine and continue to monitor 
for the full 14 days. 

 
If someone in a child’s or staff member’s household tests positive for COVID-19: 

● The child or staff must stay home and self-quarantine for the full 14 
days after the last time they were exposed. 
 

If a child is absent from school due to COVID-19 symptoms or exposure, tuition will 
not be due for this missed time.  
 
If staff members are unable to work due to COVID-19 symptoms or exposure, they 
will not be penalized for missed time and may use any accrued sick time towards 
absence.  
 

External Relations 
 

Parent Communication 
Upon enrollment, Ja’Duke will obtain email addresses and home, work, and mobile 
phone numbers from parents/caregivers of children at the program so that the 
program can reach them at any time. 

● At the start of the summer program we will test the communication systems. 
● Weekly emails and other communication (text, call, social media and 

newsletter) will be sent out to keep families updated. 
● Additionally, the preschool director will contact all families via email and/or 

text to notify them if/when an exposure occurs.  
● We will provide all families with a copy of this document that details our 

procedures and policies. 

 
Health Department 



We will work closely with the local and state health departments to: 
Ensure appropriate local protocols and guidelines are followed, such as 
updated/additional guidance for cleaning and disinfection and instructions 
and availability of COVID-19 testing. 

 
Deliveries 
All deliveries will be made at the back door of the main building using the service 
access driveway to maintain contactless deliveries and pick-ups. 
 
Transportation 
Our program does not use transportation services for students or staff. 
 
Attendance 
 
Monitoring  
All student and staff attendance will be recorded and monitored through Ja’Duke 
Preschool’s web-based software in order to identify any trends in employee or child 
absences due to illness. The preschool director will be monitoring these records and 
will be responsible for responding to COVID-19 concerns, alerting the Montague 
Board of Health and EEC of changes in attendance and maintaining open 
communication with Ja’Duke staff and families regarding COVID-19.  
 
Substitute Procedure 
In the event a staff member is symptomatic or exposed to COVID-19, Ja’Duke will 
have a list of substitutes to call in to replace this staff member. This staff member will 
be the temporary teacher until the permanent teacher can return.   
 
Individualized Education Plans 
When needed, additional space outside of the classroom will be provided to facilitate 
support services for children. All specialists will be required to adhere to social 
distancing and proper PPE guidelines. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



INFO ABOUT CORONAVIRUS/COVID-19 
 
What is COVID-19? 

A mild to severe respiratory illness that is caused by a coronavirus (severe 
acute respiratory syndrome coronavirus 2 of the genus betacoronavirus), is 
transmitted chiefly by contact with infectious material (such as respiratory droplets) 
or with objects or surfaces contaminated by the causative virus, and is characterized 
especially by fever, cough, and shortness of breath and may progress to pneumonia 
and respiratory failure. 
 
What are the symptoms of COVID-19? 

- Fever (temperature of 100.0°F or above) 
- Chills 
- Cough 
- Sore throat 
- Difficulty breathing 
- Gastrointestinal symptoms (diarrhea, nausea, vomiting) 
- Abdominal pain 
- Unexplained Rash 
- Fatigue 
- Headache 
- New loss of smell/taste 
- New muscle aches 

 
How does it travel from person to person? 

The primary and most important mode of transmission for COVID-19 is 
through close contact from person-to-person. Based on data from lab studies on 
COVID-19 and what we know about similar respiratory diseases, it may be possible 
that a person can get COVID-19 by touching a surface or object that has the virus on 
it and then touching their own mouth, nose, or possibly eyes, however this is not 
thought to be the main way the virus spreads. 
 
To help prevent the spread of COVID-19, everyone should: 

- Clean your hands often, either with soap and water for 20 seconds or a hand 
sanitizer that contains at least 60% alcohol. 

- Avoid close contact with people who are sick. 
- Put distance between yourself and other people (at least 6 feet). 
- Cover your mouth and nose with a cloth face cover when around others. 
- Cover your cough or sneeze with a tissue, then throw the tissue in the trash 

and wash hands after.  
- Clean and disinfect frequently touched objects and surfaces daily. 

 
Emergency Warning Signs 



According to the Centers for Disease Control and Prevention (CDC), patients 
who develop any emergency warning signs for COVID-19 should get medical 
attention immediately. The warning signs include, but are not limited to: 

● Trouble breathing 
● Persistent pain or pressure in the chest 
● New confusion or lethargy 
● Bluish lips or face 

 

Talk to your children about COVID-19 

It’s important to talk to your children about COVID-19 and the changes they 
will encounter when returning to school. Below are some helpful resources that are 
geared towards children. 

 

Video 

What is Coronavirus? 

https://www.youtube.com/watch?v=6p9t6rPExpQ 

 

E-Books 

Covid-19 Helpers by Beth Bacon and Kary Lee 

In PDF 
http://www.globalhealth.emory.edu/pdfs/Covid-19-Helpers-Author-Beth-Bacon-Illust
rator-Kary-Lee_opt.pdf 

 

Together: Living Life During COVID-19 by Kevin Poplawski and Michael Rausch 

In PDF: 

http://www.globalhealth.emory.edu/pdfs/Together_Poplawski_Rausch.pdf 

 

Other teaching tools 

Understanding Coronavirus: Coloring Book 

https://www.amazon.com/Understanding-Coronavirus-COVID-19-Coloring-Activity/d
p/1619533146 

https://www.cdc.gov/coronavirus/2019-ncov/if-you-are-sick/steps-when-sick.html
https://www.youtube.com/watch?v=6p9t6rPExpQ
http://www.globalhealth.emory.edu/pdfs/Covid-19-Helpers-Author-Beth-Bacon-Illustrator-Kary-Lee_opt.pdf
http://www.globalhealth.emory.edu/pdfs/Covid-19-Helpers-Author-Beth-Bacon-Illustrator-Kary-Lee_opt.pdf
http://www.globalhealth.emory.edu/pdfs/Together_Poplawski_Rausch.pdf
https://www.amazon.com/Understanding-Coronavirus-COVID-19-Coloring-Activity/dp/1619533146
https://www.amazon.com/Understanding-Coronavirus-COVID-19-Coloring-Activity/dp/1619533146

