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Logistical Planning Guide for Hybrid Instruction:
General Expectations
Revise master schedules and assign class locations to minimize movement as much as reasonably possible.
Administration should seek to reduce hallway traffic by 50% of its normal use.

Develop school specific plans for special populations, such as pre‐kindergarten, special education specialized
programs, and English Learners.

Order appropriate Personal Protective Equipment (PPE) to adequately address the immediate needs of the staff
and students.

Ensure mask designs/decoration adhere to BOE policy 439, Dress Code for Students (Appendix A).
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Logistical Planning Guide for Hybrid Instruction:

Personal Protective Equipment (PPE)
Schools will not be permitted to open for the hybrid model until school administration has secured and
deployed required PPE throughout the building and campus.
School staff can obtain PPE through the FCPS warehouse. Appendix B explains the different types of PPE,
purpose and ordering information. If you have special requests for PPE that are not on the document, please
contact Dan Lippy or Cathy Menzel to determine if it can be purchased and the procedures involved.
 Each classroom must have a hand sanitizer dispenser, spray bottle of cleaner and a microfiber towel.
 General guideline for determining the number of face coverings to order is enough face coverings for
10 percent of the school’s student population. Although it is anticipated that most students will supply
their own face coverings, the warehouse has an ample supply of masks to meet school needs.
 The number of gloves stocked by the custodial staff is sufficient to meet the needs in each building. The
warehouse has sufficient stock of gloves to replenish school inventories upon request.
 Personal Protective Equipment Description and Ordering Information (Appendix B)
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FCPS Positive COVID Cases Protocol
Building level principals will immediately phone their director and Jen Waters (FCPS Health Services Specialist)
who will then collaborate with the Frederick County Health Department to respond to reports of individuals
with confirmed cases of COVID‐19 or cases of COVID‐19‐like illness in their buildings.
Appendix C – MDH/MSDE – COVID‐19 Decision Aid

Cleaning and Disinfecting the Building or Area if Someone is Sick
If a student or staff member becomes sick while in the building, or if a person who has been working in the building tests
positive for COVID‐19, the following actions will be taken immediately.
Close off area used by the person(s).

Increase air circulation in the area.

Wait 24 hours before cleaning or disinfecting the main working space occupied by the person who is sick. If 24
hours is not feasible, wait as long as possible.
Clean and disinfect all areas used by the person(s) who is sick, such as offices, bathrooms, common areas,
shared electronic equipment like tablets, touch screens, keyboards and remote controls.
Vacuum the space, if needed, with a vacuum that has a high‐efficiency, particulate air (HEPA) filter, if available.

Reopen the space for use once the area has been thoroughly cleaned and disinfected.

Permit staff and students who were not in close contact with the sick person to return to work immediately.
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FCPS Expectations for Face Coverings in School Buildings
Expectations:
Governor Hogan’s Executive Order 20‐08‐03‐01 and the subsequent guidance from the Maryland Department of Health
(MDH) and Maryland State Department of Education (MSDE), requires the use of cloth face coverings in schools when
not contraindicated due to a:
 medical condition
 disability
 developmental immaturity
 or other health or safety concerns as indicated by the CDC.
In the event a family believes a child meets the requirement for an exception as noted above, they should review and
complete the process contained within the Request for Exception form (Request for Exception/Accommodation, COVID‐
19 Student Face Covering – Appendix D).

 Wearing face coverings in the school building both models and reinforces the importance of face coverings to
students. The following information is intended to provide clarity about the FCPS requirements for wearing face
coverings in school buildings.
Barring the exceptions identified below, staff and students are required to wear face coverings while in the school
building, which includes at all times when moving within a school building, including hallways, common spaces, and
office areas and when entering and exiting the building.

 Visitors are required to wear a face covering at all times when in a school building and when entering and
exiting the building.

 Students are required to wear a face covering on the bus. Drivers and assistants are required to wear face
coverings at all times when students are on the bus.

 Staff and students are authorized to use their own face coverings, but FCPS will provide them if students or staff
do not want to bring their own.

 Face shields alone are not a substitution for a face covering and must only be used in limited situations. FCPS
will provide face shields for staff who must work in close proximity to students and where viewing the face is
beneficial (e.g., language instruction, working with students with special education needs, etc.). Staff may
choose to wear a personally provided face shield in addition to a face covering, if they desire.

 Students may remove face coverings while eating lunch, snacks, or drinking when there is proper social
distancing.

 Staff and students may remove face coverings during outside activities on school grounds, if social distancing (6
ft.) can be maintained.
Staff are only exempt from wearing a face covering if they meet one of the exemption criteria outlined in Governor
Hogan’s executive order and should contact Human Resources Benefits for guidance. In addition to the exemption
criteria outlined in the executive order, staff are authorized not to wear a face covering in a school building only in the
following situations:

 In a staff lounge when properly socially distanced and seated to eat or drink; or
 Alone in a classroom with no students present; or
 Alone in an office or at a desk when no other individuals are present; or
 Working alone or socially distanced in mechanical spaces, or where a face covering presents safety concerns.
In order to ensure a safe learning environment in our schools for staff, students and visitors, the following guidance is
provided to school based administrators.
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Responding to Mask Non‐Compliance:
A clear response is outlined for a lack of compliance with FCPS Expectations on Face Coverings in School Buildings.
Staff Non‐Compliance:
Progressive Discipline‐ Face Covering Infractions
When evaluating concerns related to staff not following face covering protocols, the following progressive discipline
is to be followed if an investigation concludes an intentional violation of requirements has occurred:
verbal warning to include corrective counseling was provided; email documentation as follow up
letter of warning
letter of reprimand
suspension without pay and/or termination (in consultation with the appropriate SAIL Director)
Any disciplinary action should ensure due process rights are afforded which includes an investigation into the
concern and providing the employee notice and an opportunity to respond as well as representation.
Secondary students:

Elementary students:

Tier 1: Staff Managed
Staff reminder/request to comply
Staff contacts parent

Tier 1: Staff Managed
Reminder with re‐teaching as needed
https://consciousdiscipline.com/resources/the‐task‐of‐
the‐mask/
Parent contact

Tier 2: Counselor/Administrator Support
Warning and conference with:
Counselor or administrator
Review Face Covering resources and expectations
Tier 3: Administrator Managed
Referral and parent conference/contact
Return to full virtual learning:
First Offense ‐ 1 week
Second Offense ‐ 2 weeks
Third Offense ‐ until the end of the semester or until
masks are no longer required.

Tier 2: Counselor/Administrator Support
Formal warning (further non‐compliance may result in
virtual placement for student)
Review Face covering resources and expectations
Parent conference/contact with administration
Tier 3: Administrator Managed
Behavior referral and parent conference/contact
Return to full virtual learning:
1st Disciplinary response ‐ 1 week
2nd Disciplinary response ‐ 2 weeks
3rd Disciplinary response ‐ until the end of the semester
or until masks are no longer required.

Volunteers and Visitors Non‐Compliance:
Staff request to comply and reported to school administration
Contact by School Administrator
No Trespass Letter issued
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School Building Guidelines
Arrival
Send a weekly screening protocol to families via Schoology at the start of each week.

Post the most current FCPS signage in highly visible locations (e.g., school entrances, classrooms, restrooms)
that promote everyday protective measures and describe how to stop the spread of germs (such as properly
wearing a cloth face covering).
Designate multiple locations for student entry into the building that allow for physical distancing.

Provide a disposable mask to students who forget their face covering or are wearing an inadequate face
covering.
Determine supervision logistics for students who are not going directly to a classroom.

Evaluate and identify drop‐off locations to ensure physical distancing (e.g., staggering drop‐off points from
vehicles) as students enter the school building.
Evaluate emergency plans and modify to ensure appropriate safety measures such as physical distancing are
established.

Movement and Use of Common Areas
Students and staff will follow visual cues including signage, floor and wall decals, and colored tape indicating
physical distancing parameters and directing traffic flow through building entrances, exits and other common
areas.
Require the use of face coverings during movement around the building and encourage physical distancing to
the greatest extent possible.
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Movement and Use of Common Areas (continued)
Minimize movement around the building to the extent possible.

Post signage, floor and wall decals and colored tape to remind students and staff of the requirement to
maintain six feet physical distancing while moving through building entrances, exists and other common areas.
Require staff and students to adhere to elevator capacity rules with a maximum of two people per elevator.
Use the stairs whenever possible.
Establish staggered times for hallway transitions to reduce the number of students changing classes at identified
times to the extent possible.
Establish maximum capacities for restroom use and schedule specific times for usage. Prioritize the cleaning
and disinfecting of restrooms as much as possible.

Utilize larger spaces for instruction, such as auditoriums, libraries, conference rooms or other communal spaces
to assist with physical distancing and minimize the number of students in a classroom.
Create one way direction stairway movement when possible; if not possible, delineate lanes for traffic.
One Way

Classroom Design and Safety Measures
Hand sanitizer dispensers need to be available in all classrooms. Hand sanitizers can be a substitute for
handwashing, if soap and water are not available.
Schools will use a combination of some or all of the following measures to maximize distance between students
and staff during face‐to‐face instruction.
 Assign seats, spacing desks six (6) feet apart.
 Remove unused desks where possible, or placing an “X” visibly on desks where needed.
 Use visual aids on floors and walls to illustrate movement and spacing within classrooms.
 Arrange all desks to face in the same direction.
 At large tables, locate students at the ends of the table.
Staff may provide “mask breaks” for all students (time to remove the face covering) in a safe space that allows
for physical distancing.
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Classroom Design and Safety Measures (continued)
Students are required to wear face coverings while in the school building, which includes at all times when
moving within a school building.

Instructional Materials
Create personal kits of common supplies that are provided to students to reduce the sharing of instructional
materials.
Designate materials as either “home” or “school” to the greatest extent possible; this minimizes exposure
between locations (Chromebooks are the exception to this rule).
Keep each student’s belongings separate from each other (on buses and in buildings).

Clean and disinfect shared items on a daily basis.

Ensure adequate supplies to minimize sharing of high‐touch materials to the maximum extent possible or limit
to one group of students at a time with cleaning between uses.

Limit use and types of lab equipment, musical instruments, art supplies, and physical education supplies.

Reinforce with staff the importance of avoiding shared use of cell phones, desks, offices or other work tools and
equipment.

Recess and Use of Outdoor Spaces
Delineate distance parameters and establish flow paths in outdoor spaces that could be used by students.

Create a recess schedule that provides for physical distancing in the outdoor space and ensures students remain
with their classroom (homeroom/cohort) of students.
Implement games and activities which promote physical exercise and minimize the use of shared equipment
while physical distancing.
Students may remove face coverings during outside activities on school grounds , if social distancing (6 ft.) can
be maintained.
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Food Service and Cafeteria
Breakfast: All students will be offered a grab‐and‐go breakfast as they enter the school building for
consumption.
Lunch: Students will either 1) maintain six feet physical distancing while traveling through serving lines and sit
at assigned seats in the cafeteria and/or return to their classroom to consume their meal or 2) come to the
designated food station in the hallway and return to the classroom to consume their meal.
Students will be required to clean their hands with soap and water or hand sanitizer prior to and immediately
after eating.
Students should bring their own water bottles that are clearly labeled with their name.

Water fountains will be opened for the sole purpose of refilling water bottles.

Assign student cafeteria seats six feet apart.

Reinforce with students that they should not be sharing food and/or beverages.

Schedule cafeteria use to maximize capacity while ensuring physical distancing.

Place signage and floor decals near the entrance of and inside the cafeteria to promote physical distancing.

Health Suite
Each school will have a Health Room Technician (HRT) and/or Registered Nurse (RN) onsite in the school health
room daily to respond to student illnesses, injuries, and/or emergencies. Daily medications should be
administered at home to the extent possible.
School nurses and other health services staff will follow FCPS requirements regarding cloth face coverings and
use appropriate PPE when working with students per school health protocols.
The school health room must be notified before any student is sent to the school health room. The nature of
the health room visit should be communicated to the HRT or RN so they are able to prepare for students being
sent for illness rather than injury and to maximize the ability to provide appropriate physical distancing. The
health suite will have a primary and secondary location. Symptomatic students will be isolated from their peers
until a parent/guardian can pick them up from school.

11

Logistical Planning Guide for Hybrid Instruction:
Restroom Protocol
Restroom doors should remain opened/propped when possible to limit touching without compromising privacy
and security.
Restrooms will be cleaned periodically throughout the day by custodial staff.

The number of individuals permitted in a restroom will be determined by the size of the space and layout of
restroom partitions to ensure at least six feet of distance between individuals. Capacity should be posted
outside each restroom.
Only one student per classroom will be allowed to use the restroom at a time.

Administrators will work with teachers to identify the closest bathroom to the classroom in order to reduce
movement in the building.
Restroom toilet partitions allow for adequate physical distancing; however, every other urinal must be marked
unusable to ensure physical distancing.
Students will not be permitted to access bathrooms during class exchanges to ensure physical distancing.

Dismissal
Designate multiple exits for student dismissal.

Designate pick‐up points for personal vehicle and bus riders.

Plan and prepare for an increase in the number of vehicles picking up students.

Stagger the dismissal of students to promote physical distancing and the safe management of walkers, buses
and personal vehicles.
Create a diagram that identifies each exit utilized for dismissal and distinguishes locations for bus and vehicle
pick‐ups.
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Building Cleaning and Disinfecting Processes
Building Cleaning and Disinfecting
FCPS is providing staff with additional supplies that are necessary to support the recommended cleaning and
disinfecting. The disinfectant currently used by FCPS is an Environmental Protection Agency (EPA) approved
disinfectant against COVID‐19.
FCPS purchased supplemental custodial equipment that will allow for wider, and more efficient application of
cleaners and disinfectant.
Custodians will clean and disinfect high touch surfaces multiple times throughout the instructional day, such as
door handles, handrails, sink faucets.
Cleaning and disinfectant products should be ordered from the warehouse via normal procurement procedures.

Custodians will clean and disinfect throughout the building daily.

Custodial Cleaning
The CDC’s s Considerations for Schools recommends increased cleaning and disinfecting for frequently touched
surfaces.
An additional staff member will be scheduled to begin coinciding with student arrival. This individual will assist
with increased cleaning and disinfection of frequently‐touched surfaces while students are present.
To facilitate efficient disinfection, each school will receive one (1) electrostatic backpack sprayer, and each
secondary school will receive one (1) misting (or “fogger” machine) to facilitate the disinfecting in large areas,
including physical education and athletic spaces.
FCPS Custodial Services Office will provide each school’s custodial team with professional learning and written
direction on increased, routine cleaning and disinfection. Instructions will focus on frequently touched areas,
such as door handles, faucets, sinks, stair rails, and drinking water fountains.
Custodial Services will ensure adequate provision and distribution of cleaning supplies, such as hand soap
microfiber cloths, paper towels, EPA approved disinfectant and Green‐Seal certified.

Staff Cleaning Supplies
Each classroom will be supplied with a spray bottle of an approved solution and microfiber cleaning cloths that
will be replaced daily and laundered in the vendor’s industrial washing process.
The provision of these items is in response to the Frederick County Teachers Association’s request to make such
supplies more widely available to instructional staff.
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Building Cleaning and Disinfecting Processes (continued)
Staff Cleaning Supplies (continued)

Custodians will focus on frequently touched surfaces, and the availability of products for instructional staff is
intended to support their request and does not serve as a directive for instructional staff to clean classrooms or
equipment.

CTE and Shared Equipment
CTE and shared equipment and spaces will receive routine cleaning and disinfection.

CTE staff will help to ensure that any equipment or supplies that students share will be cleaned in‐between
uses.
In situations where shared items cannot be expected to receive such cleaning and disinfecting, students will be
provided with disposable gloves and aprons for added precaution, if feasible and safe.

Facility Enhancements and Modifications
The focus on facility enhancements is centered around operational changes in each building and does not include
construction of new spaces. The operational changes are intended to support the instructional needs and facilitate a
safe and healthy learning environment. Enhancements include modifications such as classroom layouts, increased
supply inventory, ventilation changes, and facility use.

Ventilation
Maintenance will consider all modifications that can reasonably increase the delivery of clean air and dilute
potential contaminants in school buildings.
Maintenance will modify the ventilation schedules to bring in more outside air, to be accomplished by starting
the occupied mode two hours prior to staff arrival and continue through the end of the school day.
Staff may not open doors and windows for increased ventilation, due to security and health concerns.

Maintenance will procure and install increased air filtration as much as possible without significantly diminishing
design airflow. Staff will continue to consult the guidelines for schools recommended by the American Society
of Heating, Refrigerating and Air Conditioning Engineers (ASHRAE) in response to COVID‐19.

Protective Barriers
Each school front office will be provided with two clear, desktop shields that will provide a barrier between the
school secretaries and office visitors.
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Building Cleaning and Disinfecting Processes (continued)
Protective Barriers (continued)
FCPS will restrict the number of front‐office visitors, but recognizes that there are situations in which front
office staff will need to interact with staff, students, and visitors.
Schools will provide and place a table in the security vestibule (or main‐entry hallway, if no vestibule exists) to
facilitate transfer of items without visitors needing to enter the main office. This table will be used by parents
to drop‐off or pick up items to be transferred between the parent and student, or parent and school staff. The
school will print and affix a sign to the table to promote effective use of this procedure.

Playgrounds
Playgrounds will be open for use during the school day for students.

Administration should work with teachers to strategically plan movement to playgrounds with the aim of
accessing the closest reasonable exit and minimizing movement throughout the building.
Before and after recess, students will be required to wash their hands.

Lockers
Lockers will not be used, and will be secured and shut because students cannot access lockers due to physical
distancing requirements.
Elementary cubbies will also not be used for the aforementioned reason.

Students will place items in their assigned workstations during the school day and will not leave any items/
articles behind when their workspace will subsequently be occupied by another student.
With one half of the students present and given student mobility will be limited during the day, there will be
sufficient classroom space (adjacent to the students’ seating area) to accommodate student belongings.
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Bus Transportation
Together we will provide a clean bus environment for students and staff.
Students
Students shall follow all federal, state, and local guidelines for COVID‐19 screenings and procedures prior to
being transported.
Face coverings are required for all students while riding the school bus.
 “All students, school staff, and bus drivers must wear a cloth face covering while on a school bus when
not contraindicated due to medical condition or development or safety consideration” (Guidance for
Use of Cloth Face Coverings in Schools – Page 4).
Face coverings and proper physical distancing are recommended while waiting at the bus stop.

Students will be assigned seats based on the route, filling seats back to front.

While waiting to exit the bus, students shall remain seated and will not congregate in the aisle.

Students shall adhere to all directives provided by the driver and follow all Transportation Bus Rules.

Drivers and Assistants
Drivers and assistants shall wear appropriate PPE
 Face Coverings
o “All students, school staff, and bus drivers must wear a cloth face covering while on a school bus
when not contraindicated due to medical condition or development or safety consideration”
(Guidance for Use of Cloth Face Coverings in Schools – Page 4).
If a driver or assistant becomes ill during their route, they shall contact their or supervisor immediately.

Drivers and assistants will not report to work if they:
 Have a temperature greater than 100.4° degrees Fahrenheit.
 Show symptoms of COVID‐19 per CDC guidelines and FCPS Daily Employee Screening Protocol.
 Are in quarantine period due to possible exposure.

To minimize exposure, drivers are encouraged to refrain from exiting their school buses while on school
property or congregate in any manner unless necessary. This includes but not limited to, while waiting in line‐
up at school or during any other time that requires them to sit in the bus seat.
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Bus Transportation (continued)
Drivers and Attendants (continued)
Proper hand hygiene reminders:
 Drivers should wash hands regularly with soap and water for at least 20 seconds. If soap and water are
not readily available, use an alcohol‐based hand sanitizer containing at least 60% alcohol.
“Local school systems may not be able to meet the demands of adherence to CDC recommendations. However,
each school system must put into practice, innovate ways to combat the spread of COVID‐19” (Maryland
Together: Maryland’s Recovery Plan for Education).
The seat behind the driver may remain empty during every trip unless the occupant(s) resides in the same
household as the driver.
Maximum number of students per bus will be determined as one student per seat, unless from the same
household within physical distancing guidelines.
To ensure physical distancing:
If there are seats that must remain vacant, they will be marked or blocked.
 All students will have assigned seats if possible, the seat will be based on the route, so students are
loading in the rear and working forward, and vice versa on the return trip.
 Visual reminders will be posted for students regarding physical distancing.
 Students shall adhere to all directions provided by the driver and follow all Transportation Bus Rules.
To increase/improve airflow:
 Whenever possible, windows may be opened to the maximum extent possible when weather permits.
 Roof hatches and three windows on each side of the bus will be partially opened to increase the air
flow.
 Driver side window may be open, and fans should be utilized to increase the air flow.

Bus Cleaning/Specialized Equipment
Disposable gloves may be worn to clean and disinfect.

Buses and specialized equipment shall be cleaned at the conclusion of each run and cleaned in between
morning and afternoon routes and at the conclusion of the day.
The focus for cleaning will be on “high‐touch” areas of the bus, such as:
 Handholds/rails, steering wheels, door handles, shift knobs, and dashboard controls.
 Window ledges
 Clean seats and seat backs
 Specialized equipment required for transport will be cleaned in between each bus run.
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Bus Transportation (continued)
Bus Cleaning/Specialized Equipment (continued)
If a student or staff member has a confirmed exposure to COVID‐19 per the school system, the bus shall be
immediately taken out of service for cleaning and disinfecting prior to being placed back into service.
Additional routine cleaning schedules may be necessary.
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Handling of Shared instructional Materials
The following are guidelines for the handling of instructional materials. The overall goal is to prevent sharing of
materials that might result in the transmission of the COVID‐19 virus. Ideally, having students have their own materials
is the first choice. However, this may not always be possible so options are outlined for cleaning, disinfecting and
quarantining materials.
Based on science from the REALM Project* which indicates that the novel coronavirus can live on stacked books for six
days, all returned materials to the library will be quarantined on a cart for no less than six days prior to being allowed to
recirculate. (*This may change as science evolves.)

Shared Instructional Material Decision Making Aid

Individual Materials Kits: We recommend that students have an individual materials kit to the greatest extent
possible.
The “At‐School” Kit: When possible, school staff should allocate school supplies to students individually and not
permit sharing of these materials. Currently, as schools are serving small groups, these kits are typically placed into
large ziploc bags or other containers, labeled with student names, and given to students at the start of the school
day or period. These kits can be stored in the classroom.
The “Transport” Kit also to be considered, is an individual materials kit that students can transport to, from and
around school as students will likely need certain materials at home for the days they do not attend school.
Some schools have used a combination of individual “At‐School” and “Transport” materials kits.
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Shared Instructional Material Cleaning: Shared materials need to be cleaned/disinfected prior to use by another
student. The peroxide cleaner supplied by FCPS will remove the microbes from the surface of objects when used
with the microfiber towel supplied for each classroom. The disinfectant can be used, but must sit for the
10‐minute duration of the dwell time. After the 10‐minute dwell time of the disinfectant, the disinfectant residue
on the materials can be wiped off and/or rewashed with soap and water to be used by other students.
Both cleaning and disinfecting are appropriate for preparing materials for use by another group of students. The
individual cleaning the materials should wash or sanitize their hands prior to and following the material
preparation. e.g. paint brushes ‐ clean, disinfect (10‐minute dwell time), rinse to remove disinfectant residue; PE
recreational balls ‐ disinfect, wipe off residue
Items to Disinfect Between Use: If materials of instruction can not be distributed via individual materials kits (see
above), then cleaning and/or disinfecting items between uses is an option. These items, of course, should only be
cleaned and/or disinfected if the material itself would not be ruined in the process. The following items are
examples of items that could be disinfected:
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