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OVERVIEW 
 

As stay-at-home orders are lifted for multiple industries to promote California’s economic 
recovery and the needs of Sacramento State Students, Staff, and Faculty, the need for child 
care and other supports has increased.  The ASI Children’s Center developed this plan to 
minimize the spread of COVID-19 and to ensure the health and safety of children, families, and 
employees. As the Center begins to provide child care, all employees and families will be 
trained on the updated policies and procedures.  All families and employees will sign 
acknowledgements and release of liabilities. 

The ASI Children’s Center is regulated by California Department of Social Services (CDSS) and 
California Department of Education (CDE) and both agencies provided consultation when 
developing this plan (See Appendix 1 & 2).  Both agencies continually send updates as 
regulations or guidance change in conjunction with Sacramento County Public Health and the 
Center for Disease Control (CDC) (See Appendix 3 & 4). In addition to regulatory agencies, the 
ASI Children’s Center maintains exceptionally high standards for quality care as the Center is 
accredited through the National Association for the Education of Young Children (NAEYC) and 
is rated for high quality child care through the Sacramento County Office of Education (SCOE) 
Raising Quality Together.   

Regulatory agencies acknowledge social distancing with young children has challenges and 
provided detailed guidance.  The recommendations set forth aim to keep children and providers 
safe and healthy, while ensuring children and families still receive high quality care and 
education.  Families will receive initial training on the policies and procedures and ongoing 
communications about the policies and practices implemented.  Initially, the Center will begin 
serving families with a soft opening where employees, families, and children are slowly 
transitioned back into child care with supports and time to in bed the new procedures that will 
ensure proper social distancing, hygiene, and health practices. 

Prior to re-opening, the Center environment will be thoroughly cleaned and sanitized, marked 
for social distancing, and stocked with Personal Protection Equipment (PPE) for employees, 
EPA approved disinfectants/sanitizers, and hygiene supplies.   Staff will be issued PPE and 
trained on proper procedures.  

This COVID-19 plan is based on the most current data produced by California’s public health 
system.  The Center’s goal is to exceed recommended practices to ensure every effort is made 
to ensure the health and safety of every person who enters the facility.  As new data and 
practices emerge, policies and procedures will be updated.   

The target date to resume on campus services is July 27, 2020. 

  

The California Department of Social Services (CDSS) worked in collaboration with the California  
Department of Education (CDE) to develop the guidance.  
   



ASI Children’s Center-Guidance for Families and Children 

 

Page 6 of 124 
 

Essential Protective Equipment and Supplies  
 
 

Items  Child Care Workforce  Children  

Cloth Face 
Coverings*  

YES  
ASI will provide PPE. 

Staff will wear face shields 
when working in the 

classrooms and kitchen. 
Office staff and administrators 
will wear face shields and/or 

masks. 
(Appendix 7F) 

YES 
 

Never place face coverings on babies or 
children under 2 because of danger of 

suffocation.  
  

Children and adults 2 years of age and 
older will wear face coverings when 
entering and exiting the facility. 

 
Masks will be provided to children as 
needed. 

Gloves  

YES,  
for tasks such as serving food, 

handling trash, changing diapers, 
cleaning wounds, and/or using  

cleaning and disinfectant  
products  

 

NO 
(unsafe for children) 

Hand Sanitizer  
Should contain at 
least 60% ethyl  

alcohol (preferred) or 
at least 70%  

isopropyl alcohol  
(a neurotoxin and 

eye irritant).  

YES 
Sanitization stations 

throughout the Center both 
indoors and outdoors.  

 
Frequent handwashing is more 
effective than the use of hand 

sanitizers  

 
YES 

 
May be used with children 2 years of 
age and older under adult supervision 

only and must be kept  
out of children’s reach. Call Poison 

Control if consumed:  
800-222-1222  

  
Frequent handwashing is more effective 

than use of hand  
sanitizers.   

  
 
 

https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/diy-cloth-face-coverings.html
https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/diy-cloth-face-coverings.html
https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/diy-cloth-face-coverings.html
https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/diy-cloth-face-coverings.html
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Disinfectant 
Cleaning Products  

YES  
EPA approved products that 
are safe for young children. 
Provide training and required 

protective equipment per 
manufacturer’s  

recommendations. Must be kept 
out of children’s reach.  

NO  

*Masks or face shields will be worn. Current data shows that face shields provide more 
protection than masks and are readily available, therefore staff will use face shields when 
working with children.   

The Healthy Schools Act requires that anyone using disinfectants at child care centers complete 
annual California Department of Pesticide Regulation-approved training. Online training can be 
found by going to https://apps.cdpr.ca.gov/schoolipm/.  
All staff have received this training.  

https://apps.cdpr.ca.gov/schoolipm/
https://apps.cdpr.ca.gov/schoolipm/
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Planning  
• The Children’s Center created health and safety protocols to help protect staff, 

children, and family members. Individuals who are at higher risk for severe 
illness will limit time in the facility in addition to following all health and safety 
precautions put in place.  
 

• Due to COVID-19 the Center is not serving Sac State volunteers, service 
learning students, or observers. Entry to the facility is limited to families and 
personnel essential to the maintenance and running of the program. This 
includes:  

o Children enrolled in the program 
o Caregivers/family members picking up, dropping off, and/or 

otherwise involved in the care of the child 
o Non enrolled siblings who must remain under the supervision of their 

adult and may not interact with other children or play with materials 
o Program Staff 
o Government regulator officials 
o Maintenance workers 
o Intervention specialists 

 
• Events such as festivals, holiday events and special performances will be 

postponed/cancelled. Campus field trips will be limited and will avoid highly 
populated areas of campus. 

 
• COVID-19 specific resources including information about social distancing, 

COVID-19 symptoms, Multisystem Inflammatory Syndrome, and when to 
seek medical assistance will be provided to families. Families may request 
resources available in their preferred language. 
 

• Signage promoting healthy practices including stopping the spread of germs 
and appropriate handwashing are posted throughout the facility. (See 
Appendix 7A & 7E)   
 

• Classroom curriculum includes activities which promote health and 
model/educate children on handwashing, social distancing and health and 
safety. 

 
• While waiting for entry into the facility (and when in shared interior spaces) 

families and staff will maintain social distancing using the floor markers. 
Visible A-frame signage will also support physical distancing. (See Appendix 
5 & 7A)  
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• Families and staff will adhered to the maximum capacity posted for each 
room. 

• Families and preschool aged children will receive information on : 

o Hygiene practices for adults and children 
o How to protect themselves and other-prevention- of-spread of 

COVID-19  
o Procedures for handwashing, coughing, and sneezing etiquette 
o Physical distancing guidelines 
o Use of face coverings and PPE 
o Screening practices for health and safety 
o COVID-19 specific exclusion criteria 

 

Hygiene 
 

Personal Hygiene  
• Upon entry to the facility, every adult and child 2 years of age and older must 

wear face coverings. Individuals without face coverings will not be allowed in 
the facility. Enrolled children may remove their face covering while in the 
classroom and playgrounds with their designated peer group.  
 

• Upon entry to the facility, families will sanitize their hands and wash their 
children’s hands with soap and water.  

 
• Hand sanitation stations are conveniently located throughout the program to 

allow for individuals to sanitize as needed after touching high-traffic services.  
 

• Staff and children must follow recommended handwashing procedures. Wash 
hands for 20 seconds with soap, rubbing thoroughly after application, and use 
paper towels (or single use cloth towels) to dry hands thoroughly. Hand 
washing procedures are posted at all sinks. (See Appendix 7A & 7E)   

 
• All personal items will be labeled and stored in their individual cubby to ensure 

personal items are self-contained.  Personal toys will be sent home. 
 

• Children’s bedding (sheets and blankets, sleeping bags) will be stored in each 
child’s cubbies, or bags. Cots and mats will be labeled for each child.  Bedding 
will be sent home weekly to be laundered by the family. 

 
• All personal toys will remain at home. 
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Educating Children on Hygiene  
• Families and classroom staff will use bathroom time as an opportunity to 

reinforce healthy habits and monitor proper handwashing.   
 

• Families and staff will teach children to avoid contact with one’s eyes, nose 
and mouth, and use tissue to wipe their nose and to cough/sneeze inside their 
elbow.  

 
• Families and staff will model and practice handwashing before and after eating, 

after coughing or sneezing, after playing outside, and after using the restroom.   
 

• The Center will discontinue tooth brushing in the classroom.  

 

Arrival Procedures  
 

 
• Families are encouraged to wash their own and their child’s hands before 

dropping off, prior to coming for pick up, and as soon as they get home.  
 

• When waiting for entry to the facility and while passing through the office and 
other shared spaces, families will follow social distancing protocol adhering to 
floor markers. (See Appendix 5)  

 
• All individuals over the age of two entering the facility must sanitize their hands 

using the sanitizing stations. Sanitizing stations are conveniently located in 
classroom entries and high-traffic areas and are out of the reach of children. 
Families and children must wash their hands in the classroom sinks upon 
arrival. 
 

• Whenever possible caregivers/families and staff will meet at the designated 
classroom entry way to pick-up and drop-off children.  
 

• Entry ways are clearly marked and visible designating where families should 
stop when entering the classroom. 

 
• During high traffic arrival and departure time’s office/admin and exterior gate 

will be used to help mitigate traffic flow and will be monitored by office/admin 
staff. In addition, doors will be propped open to reduce caregivers/families 
contact with door handles/knobs.   

• Families and classroom staff must enter and exit through doorways one and a 
time to allow for social distancing. Individuals exiting a space will have the 
right-of-way. 
 

https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/prevention-H.pdf
https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/prevention-H.pdf
https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/prevention-H.pdf
https://www.cdc.gov/healthywater/hygiene/etiquette/coughing_sneezing.html
https://www.cdc.gov/healthywater/hygiene/etiquette/coughing_sneezing.html
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• One family at a time will be allowed in each classroom entry way.  Siblings 
must remain in close proximity/the entry way with their adult. They must 
maintain social distancing, avoid physical contact/ interaction with other 
children, and may not have contact with toys and materials.  

• Families must provide their own pens when signing children in and out. 

• When possible, the same parent should drop off and pick up the child every 
day. Those with authorizations should be informed of the Children’s Center 
procedures for picking up and dropping off. Older or at risk-
individuals/guardians are discouraged from picking up and dropping off 
children.   

 

 Health Screening  
• The Center will exclude any child, adult, or staff showing symptoms of COVID-

19. 

• Families will complete a health check on themselves and their children prior to 
arrival at the facility and sign off on the health screen log when dropping the 
child off for care.  
 

• Children and family members who are sick, exhibiting symptoms of COVID-19 
or have been in close contact with someone who has tested positive or exhibits 
symptoms of COVID-19 will not be allowed in the facility.  

 
• As recommended by DSS and CDC temperature screenings will take place for 

children entering the facility and documented on the classroom daily roster by 
a supervisor (for privacy). Temperatures will be taken using a no contact 
thermometer which will be disinfected between each use. Temperatures will be 
logged. Individuals with a temperature of 100.4 degrees Fahrenheit or over will 
not be admitted into the program. (See Appendix 1B & 3) 

 
• Upon arrival in the classroom, teachers will complete a visual health screening 

and will ask families questions about the child’s health and well-being including 
COVID-19 related symptoms within the last 24 hours.  
 

• Children will be monitored throughout the day for signs of illness.  Children who 
become ill while in program will be isolated using the designated special care 
room. Caregivers will be contacted for pick up and will be required to pick up or 
have a designated representative to pick up within 1 hour.  

 
• If an individual becomes ill due to COVID-19, they may return only after being 

released by a medical professional, and under the following circumstances:  
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o At least 3 days (72 hours) have passed since the individual last had a 
fever without the use of fever-reducing medication  

o The individual no longer has respiratory symptoms (e.g. cough, 
shortness of breath) and  

o At least 10 days have passed since symptoms 1st appeared.  
 

• The Children’s Center will work cooperatively with ASI’s Human Resource 
Department to document/track incidents of possible exposure and notify local 
health officials, staff, and families immediately of any possible case of COVID-
19 while maintaining confidentiality as required by the Americans with 
Disabilities Act (ADA). 

 

Coronavirus Symptoms  
In addition to temperature screenings staff will provide health checks for children entering the 
program.  

o Fever  
o Cough  
o Shortness of breath or difficulty breathing  
o Chills  
o Repeated shaking with chills  
o Muscle pain  
o Headache  
o Sore throat  
o New loss of taste or smell 

 

Multisystem Inflammatory Syndrome (MIS-C) 
The CDC identified the MIS-C which is associated with COVID-19.  Families and staff will be   
trained to identify the following symptoms which will exclude the child from child care.  All 
children may not have all the same symptoms. 

o Fever 
o Abdominal pain 
o Vomiting 
o Diarrhea 
o Neck pain 
o Rash 
o Bloodshot eyes 
o Feeling extra tired 
o Trouble breathing 
o Pain or pressure in the chest 
o New confusion  
o Inability to wake or stay awake 
o Bluish lips or face 
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Group Size and Staffing  
• Classroom group size will be limited to 10 children per room. If the state 

increases group size or grants a waiver, provider may increase the size of 
their group accordingly. (Appendix 1B) 
 

• Each classroom will be staffed with the same individuals to minimize 
exposure.  

 
 

Classroom Space / Physical Distancing  
• Classroom staff will implement developmentally appropriate activities for 

smaller group activities and rearrange furniture and play spaces to 
maintain 6 feet of separation, when possible.    
 

• Children may not visit other classrooms. Teaching staff will remain in their 
assigned classrooms with their assigned children unless otherwise 
instructed.  

 
• During nap time, cots and mats will be placed 6 feet apart with                            

heads in opposite directions. 
 

• Whenever possible, staff will reduce time spent indoors by bringing 
children outside, if weather permitting, while maintaining physical 
distancing.   

 
• Staff will offer more opportunities for individual play and will plan activities 

that do not require close physical contact between multiple children.  
 

• Indoor and outdoor play will be staggered and schedules adjusted to 
reduce the number of children in the same area.  Classrooms will not 
merge and children in shared spaces will not co-mingle.  

 
• Outdoor play equipment is cleaned routinely. Materials brought outside 

will be disinfected prior to being rotated back into the play space.  
 

• Staff will support children with social distancing through use of visual cues 
with children and giving frequent verbal reminders when appropriate.  
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Meal Times  
• Staff will utilize more tables to spread children out or use name cards to 

ensure adequate spacing of children.   
 

• Staff and children will practice proper handwashing before and after 
eating.   

 
• Children will only be allowed to touch their own food.  

 
• Tables will be cleaned and disinfected immediately following meals.  

 
• Meals are provided and will be individually plated by the teaching staff   

by staff wearing gloves. (Children may no longer serve themselves). 
 

• Outdoor meal times if space and weather allow.  

 

 

   

Resources  
• California Department of Social Services, Community Care Licensing, Child 

Care Page: https://www.cdss.ca.gov/inforesources/child-carelicensing  
 

• California Division of Occupational Safety and Health (Cal/OSHA): 
https://www.dir.ca.gov/dosh/Coronavirus/COVID-19-InfectionPrevention-in-
Childcare-Programs-Guidance.pdf  
 

• California Coronavirus (COVID-19) Resources: https://covid19.ca.gov/  
California Department of Pesticide Regulation Health Schools Act 
information: https://apps.cdpr.ca.gov/schoolipm/  

 
• Centers for Disease Control and Prevention (CDC):  

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

 

  

 

https://www.cdss.ca.gov/inforesources/child-care-licensing
https://www.cdss.ca.gov/inforesources/child-care-licensing
https://www.cdss.ca.gov/inforesources/child-care-licensing
https://www.cdss.ca.gov/inforesources/child-care-licensing
https://www.cdss.ca.gov/inforesources/child-care-licensing
https://www.cdss.ca.gov/inforesources/child-care-licensing
https://www.dir.ca.gov/dosh/Coronavirus/COVID-19-Infection-Prevention-in-Childcare-Programs-Guidance.pdf
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OVERVIEW  
Below are guidelines for ASI Children’s Center employees which includes administrators, 
teachers, kitchen, and office staff. The goal is a safe environment for workers and customers by 
ensuring social distancing, screenings for potential exposure to COVID 19, and implementing 
hygiene and sanitizing practices and procedures.  Once employees have received training, they 
will sign documents where they acknowledge requirements to follow the updated procedures.   

  
In order to resume campus operations the Children’s Center and ASI: 

1. Have performed a detailed risk assessment and implemented a site-specific protection plan 

2. Will train employees on how to limit the spread of COVID-19, including how to screen 
themselves for symptoms and stay home if they have them 

3. Will implement individual control measures and screenings 

4. Will implement disinfecting protocols 

5. Will implement physical distancing guidelines 

As stay-at-home orders are modified, we will continue to take all possible steps be taken to ensure 
the safety of workers and the public.   

Key prevention practices include:  
 physical distancing to the maximum extent possible,   
 use of face coverings by employees (where respiratory protection is not required) and 

customers/clients,   
 frequent handwashing and regular cleaning and disinfection,  
 training employees on these and other elements of the COVID-19 prevention plan.  

In addition, we will follow appropriate processes to identify new cases of illness in workplaces and, 
when they are identified, to intervene quickly and work with public health authorities to halt the 
spread of the virus.   

Worksite and Workspace Specific Plan Elements 

I. COVID-19 Return to Work Requirements and Office Workspace Protocol will be 
communicated to each employees through mandated trainings. 

II. COVID Workplace Coordinator –Samantha Criswell and Kim Madrona have been 
designated as work place coordinators and will report any suspected exposures of 
COVID 19 directly to ASI Human Resources. 

III. Contact information for the local health department. 

Sacramento County Public Health COVID-19 
Hotline:  (916) 875-5881 
211:  Dial     2-1-1      OR     1-800-500-4931     OR     (916) 498-1000 

https://covid19.ca.gov/roadmap/#guidance
https://www.cdc.gov/coronavirus/2019-ncov/symptoms-testing/symptoms.html?CDC_AA_refVal=https%3A%2F%2Fwww.cdc.gov%2Fcoronavirus%2F2019-ncov%2Fsymptoms-testing%2Findex.html
https://www.cdc.gov/coronavirus/2019-ncov/symptoms-testing/symptoms.html?CDC_AA_refVal=https%3A%2F%2Fwww.cdc.gov%2Fcoronavirus%2F2019-ncov%2Fsymptoms-testing%2Findex.html
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Email  info@211sacramento.org 
 
311:  Dial    3-1-1      OR      (916) 808-5011      OR     (916) 264-5011 

Email  311@cityofsacramento.org 
 
       ASI Human Resources – Maria Waterford (916) 278-5484    

Email  waterford@csus.edu 
 

IV. Training and communication for employees on the plan.  

V. ASI shall investigate any COVID-19 illness and determine if any work-related 
factors could have contributed to risk of infection.  ASI shall update the plan as 
needed to prevent further cases.  

▪ Identify close contacts (within six feet for 10 minutes or more) of an infected 
employee and take steps to isolate COVID-19 positive employee(s) and close 
contacts.   

VI. Employees are expected to follow guidelines. Failure to do so could result in 
workplace illnesses that may cause operations to be temporarily closed, limited 
services, and/or may result in disciplinary action. 

 
  

Topics for Employee Training  
• COVID – 19 ASI Return to Work Requirements (Appendix 6) 

• How to Protect Yourself and Others - prevention of spread of COVID-19, 
including the use of face coverings. 

• Employee Self-screening at Home, including temperature and/or symptom 
checks using CDC guidelines, when to seek medical attention and when to get 
tested for COVID-19. 

• Families First Coronavirus paid leave of absence for COVID-19 related absences.  

• Guidance for Families and Children  

• The Importance of Physical Distancing- both at work and off work time (See 
Physical Distancing section).  

• Cleaning, Sanitizing and Disinfecting Procedures-including when to use each 
product and safety.  

• Coughing and Sneezing Etiquette & Methods to Avoid Touching Eyes Nose and 
Mouth  

mailto:info@211sacramento.org
mailto:311@cityofsacramento.org
mailto:waterford@csus.edu
https://www.cdc.gov/coronavirus/2019-ncov/index.html
https://www.cdc.gov/coronavirus/2019-ncov/index.html
https://www.cdc.gov/coronavirus/2019-ncov/index.html
https://www.cdc.gov/coronavirus/2019-ncov/index.html
https://www.cdc.gov/coronavirus/2019-ncov/symptoms-testing/symptoms.html
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• Procedures for Handwashing- including how and when to wash hands   
 

• Meal Service and Food Handling Procedures  
 

• Job Hazzard Analysis and Safety Measures  
 

• Screening Practices- wellness checks, COVID-19 Symptoms in Children, 
Multisystem Inflammatory Syndrome (MIS-C), as well as exclusion policies.  

 
• Third Party vendors will be informed that they must adhere to all current public 

health guidelines for preventing the spread of COVID-19 including cleaning and 
disinfecting, social distancing when providing services on site.  

        For more training information See Appendix 7D  
 
 

Individual Control Measures and Screening  
Screening  

• Employees will complete a health check prior to arrival. Their temperature will be 
taken (but not recorded). They will sign off they have completed a self-screening, 
do not have symptoms, and did not have close contact with someone presenting 
or diagnosed with COVID-19 at the start of every shift. 

• If a staff member becomes sick and/or has a temperature of 100.4 or higher will be 
released to go home. 

Exclusion from Program 
• The Center must exclude any staff, child, or adult showing symptoms of COVID-

19. Staff will communicate with families regarding child’s health history. 
 

• Employees are required to stay home if they are sick or exhibiting symptoms of 
COVID-19. Employees shall notify their supervisors who will in turn notify ASI 
Human Resources. Employees must also report if they have a close family 
member or friend, or someone who lives in their household who has COVID-19.  

• If an individual becomes ill due to COVID-19, they may return only after being 
released by a medical professional, and under the following circumstances:  

o At least 3 days (72 hours) have passed since the individual last had a fever 
without the use of fever-reducing medication  

o The individual no longer has respiratory symptoms (e.g. cough, shortness 
of breath) and  

o At least 10 days have passed since symptoms 1st appeared.  
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Control Measures 

• Entry to the facility beyond the office will be limited to: staff, children enrolled in the 
program, caregivers/families picking up, dropping off or otherwise involved in the 
care of their child and non-enrolled sibling which must remain under the care 
givers supervisor. Regulatory Officials (Department of Social Services, Ca 
Department of ED, and NAEYC), maintenance workers, and intervention services 
will be allowed entry as needed. Observers, volunteers and field work students are 
not permitted at this time.   

• Signage has been posted in strategic and highly-visible locations, to remind the 
public to practice physical distancing and wear face coverings. Staff must remind 
families and children to adhere to social distancing. (See Appendix 5 and 7A) 

• If siblings enter a classroom the staff must ensure they maintain physical 
distancing, avoid interactions with other children and refrain from touch toys and 
materials to prevent the possible spread of germs.  

 

Personal Health and Hygiene  
• ASI will provide all employees PPE which includes a mask and/or face shield.  

Staff are required to wear a mask to enter the facility and sanitize their hands at 
the entrance. During the work day, staff will be provided clean ASI aprons, hand 
sanitizers, and gloves. 

• Wall mount hand sanitation stations are located in the entry way of the building 
and in every classroom. Additional hand sanitation stations are available in 
outdoor spaces as well to provide the opportunity for individuals to disinfect hands 
at any time. 

• Employees have been trained on and will adhere to hygiene practices including:              
o How to avoid touching eyes, nose, mouth and face while working 
o Covering any sneeze or cough into your elbow and disinfect hands and 

elbow  after 
o Effective hand hygiene including washing/sanitizing hands for at least 20 

seconds  
 

• All employees are required to wash hands when:  
o Entering the center 
o When entering the classroom prior to engaging with children 
o Before and after servicing food 
o Changing diapers/clothing 
o Using the bathroom 
o Caring for someone who is sick with vomiting or diarrhea 
o Treating a cut/wound 



ASI Children’s Center-Workplace Safety for Employees 

 

 

 Page 20 of 124 

 

o After blowing nose/sneezing/coughing, after touching animals/animal 
feed/animal waste & after touching garbage. (See Appendix 6E) 

 
• ASI will provide and ensure employees use all required personal protective 

equipment including face coverings/shields/masks. ASI shall take reasonable 
measures to remind employees they should use provided personal protective 
equipment. Face covering will be issued and worn when at work, in offices, or in a 
vehicle during work-related travel with others. Face coverings and other PPE must 
not be shared.  
 

• Classroom Staff are encouraged to bring a change of clothes to use in the event 
the clothing becomes contaminated. Staff working in the classrooms and/or food 
are all required to wear ¾ length Children Center aprons to help limit the risk of 
contamination.   

 
• Employees are encouraged to wear hair up and away from their face as 

recommended by CDC. 
 

 Cleaning and Disinfecting Protocols  
Cleaning Products  

• The Children’s Center uses cleaners approved for use against COVID-19 on the 
Environmental Protection Agency (EPA)-approved list “N” and follow product 
instructions. Products include asthma-safe ingredients (Hydrogen peroxide, citric 
acid or lactic acid).  (See Appendix 7C) 

• The Center uses disinfectants labeled to be effective against emerging viral 
pathogens, following label directions for appropriate dilution rates and contact times. 
Provide employees training on manufacturer’s directions, on Cal/OSHA 
requirements for safe use and as required by the Healthy Schools Act training (for 
child care centers only).  

• Workers using cleaners or disinfectants wear gloves and/or eye protection as 
required by the product instructions.    

• All products must be kept out of children’s reach.  

• Cleaning and sanitation stations are available in each classroom, bathroom and 
shared office space. Stations are kept out of the reach of children. Signage 
instructing users how to clean and disinfect will be posted at each station.  

https://www.epa.gov/pesticide-registration/list-n-disinfectants-use-against-sars-cov-2
https://www.epa.gov/pesticide-registration/list-n-disinfectants-use-against-sars-cov-2
https://www.epa.gov/pesticide-registration/list-n-disinfectants-use-against-sars-cov-2
https://www.epa.gov/pesticide-registration/list-n-disinfectants-use-against-sars-cov-2
https://www.epa.gov/pesticide-registration/list-n-disinfectants-use-against-sars-cov-2
https://www.epa.gov/pesticide-registration/list-n-disinfectants-use-against-sars-cov-2
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• ASI will ensure that sanitary supplies are stocked at all times and provide 
additional soap, paper towels, and hand sanitizer when needed.  Items will be 
located in the janitor’s closet or front office.  
 

• Soft surfaces will be laundered and disinfected using hot water and detergent 
in the onsite laundry facilities per CDC recommendations. 

 
• Per CDC recommendations, outdoor equipment will be cleaned using soap and 

water as needed.  

Cleaning and Disinfecting Procedures 
Staff will follow specified cleaning procedures for each area of the facility:  

o Pre-Clean:  Pre-clean with soap and water visibly soiled areas prior to disinfecting.  
o Disinfect:  Spray the approved disinfectant on the surface 
o Wait:  Allow surface to remain wet for the designated amount of time (1-5 Minutes) 
o Dry:  Dry surface as needed after the surface has remained wet for the designated 

period of time 
                    (See Appendix 7C)  

Routine Cleaning and Disinfecting  
• Classroom staff will continue general preventative cleaning and sanitation throughout the 

day including but not limited to tables and chairs at meal service or after activities, 
changing tables, countertops, sinks and mouthed and contaminated toys. (See 
Appendix 7B) 
 

• Mouthed toys will be removed from the environment to be cleaned and sanitized.  

• The Center uses toys and materials which can be cleaned and sanitized.  Multiple toys 
and materials are available to facilitate the rotation of materials for cleaning and 
sanitizing. 
 

• Children’s cots and nap mats will be disinfected daily after each use.  

• Shelves, classroom equipment, and materials will be cleaned as needed throughout the 
day during activities and will also be disinfected at the end of each day. 

• Schedules and rotations for cleaning and disinfecting shared spaces and high touch 
surfaces will be implemented. Cleaning check lists/schedules will be posted and staff will 
initial as cleaning is completed. (See Appendix 7B) 
 

• Employees are required to clean and disinfect personal work areas often. ASI will supply 
the necessary cleaning products at the start and before ending their shifts.  
 

• Time clocks – hand sanitizers and disinfectant will be available next to time clocks. 
Individuals using the time clock must sanitize their hands before clocking and must 
disinfect the time clock after use. 
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• When taking a payment the client will both insert their card and enter their PIN. The point 

of sales machinery will be disinfected between each use by the office staff.  
 

• Sinks and toilet handles will be sanitized between uses in the classroom. Both child and 
adult bathrooms will be disinfected at scheduled intervals through the day 
 

• Each classroom will have a designated container for toys that need to be cleaned, 
sanitized, or disinfected before being introduced back into the classroom environment 
 

• The Center adjusted operating hours to provide adequate time for regular thorough 
cleaning and disinfection of office and classroom spaces. Specific cleaning and sanitation 
schedules will be implemented to ensure regular cleaning. 
 

• Thermometers, supplies, and equipment used for health screenings are disinfected after 
each use. 
 

• If COVID-19 is confirmed in a child or staff member, the following procedure will be 
followed:  

o Close off area used by the person who is sick         
o Open outside doors and windows to increase air circulation in the areas.  
o Wait up to 24 hours or as long as possible before you clean or disinfect 
o Clean and disinfect all areas used by the person who is sick, such as offices, 

bathrooms. Allow respiratory droplets to settle before cleaning and disinfecting 
and common areas 

o If more than 7 days have passed since the person who is sick visited or used 
the facility additional cleaning and disinfecting is not necessary. Continue 
routine cleaning and disinfecting.  
 
 

Preventative Measures   
• Windows will be opened before and after children arrive (and when feasible during 

the day) to allow for ventilation. Air filters will be changed out as needed during 
existing maintenance.  
 

• Personal items for teaching staff will be stored in assigned staff lockers. Lockers 
may not be shared. 

 
• Employees shall avoid sharing phones, other work supplies, or office equipment 

wherever possible. Sanitize supplies between uses.  
 

• Employees will provide their own dishware for meals and are responsible to take 
them home at the end of each day.  
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• Shared equipment such as copiers, fax machines, printers, telephones, 
keyboards, staplers, surfaces in reception areas, shared work stations, etc. must 
be disinfected between shifts or uses, and whichever is more frequent, with a 
cleaner appropriate for the surface.   

 
• To limit contact with door handles the office door leading to the interior of the 

building will be propped open during high traffic times when feasible.  
 

• Employees must sanitize/wash their hands after touching areas high of traffic.   

 

  
 

Physical Distancing Guidelines  
The ASI Children’s Center will follow the Social Distancing Protocol as required 
by the Sacramento Public Health Order and all applicable agencies.  

• Staff are prohibited from handshaking and similar greetings that break physical 
distance when interacting with adults. Interactions and physical contact with the 
children in care is permitted.  
 

• Staff will follow signage and floor markings indicating where to stand/wait and will 
help families and children with social distancing with reminders as needed. 

 
• Individuals will enter/exit through doorways one at a time to allow for social 

distancing. The individual exiting will have the right of way when passing through 
halls and offices. 

• Limitations on the number of workers in enclosed areas at any given time to 
ensure at least six feet of separation to limit transmission of the virus. 
https://www.usfa.fema.gov/coronavirus/planning_response/occupancy_social_distanci
ng.html . Number of allowed employees per room is as follows: 

• FRONT OFFICE: 614 sq. ft.  5 maximum: Front Office Associate 
and Administrative Assistant at the front, separated by Plexiglas; 2 clients at 
most in the lobby (families must stay close together), separated from the 
counter by Plexiglas; 1 person to be able to pass through the office (to use 
the restroom, enter conference room/staff room, etc.) 

• DIRECTOR’S OFFICE: 157 sq. ft.  2 maximum, if one person is by 
the desk and the other is on the couch; otherwise, 1 person allowed 

• ASSOCIATE DIRECTOR’S OFFICE: 132 sq. ft.  2 maximum 

• OPERATIONS MANAGER’S OFFICE: 100 sq. ft.  1 maximum 

https://www.usfa.fema.gov/coronavirus/planning_response/occupancy_social_distancing.html
https://www.usfa.fema.gov/coronavirus/planning_response/occupancy_social_distancing.html
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• CONFERENCE ROOM: 287 sq. ft.  4 maximum, if each person is 
by each corner of the room; otherwise, 3 people allowed 

• STAFF ROOM: 262 sq. ft.  2 maximum 

• KITCHEN: 475 sq. ft.  2 maximum 

• BELLA ROOM: 1255 sq. ft.  11 maximum  

• LOCKER HALLWAY: 267 sq. ft.  2 maximum 

• BAMBINI OFFICE SPACE: 75 sq. ft.  1 maximum 

• LA CASITA OFFICE SPACE: 80 sq. ft.  1 maximum 

• CASA OFFICE SPACE: 75 sq. ft.  1 maximum 

Classrooms  
• Whenever possible families and staff will meet at the designated classroom entry 
way to pick-up and drop off children. Teachers will have the child’s possessions and 
information readily available to ensure brief conversations. 

• Entry ways will be clearly marked and visible designating where families should 
stop and wait when entering the classroom. One family at time will be allowed in the 
classroom. If a sibling is present they must stay with the caregiver, maintain social 
distancing and refrain from engaging with children and materials within the classroom.  

• One family may wait at the designated entry way while one family exits through 
the back of the classroom during high traffic times. 

• When in the classroom staff and families will keep interaction brief. Classroom 
staff and families are encouraged to communicate via phone and email when possible 
for extended conversations.  

• During high traffic arrival and departure time’s office/admin and exterior gate will 
be used to help mitigate traffic flow and will be monitored by office/admin staff. In 
addition, doors will be propped open to reduce contact with door handles/knobs.   

• Classroom staff will remain in their assigned classroom with their assigned 
children unless otherwise instructed by administration, in a staff meeting, or on break. 
Staff may not visit other classrooms with the purpose of socially interacting. 

• As much as possible staff will store additional materials and supplies in their 
classroom environments. Teachers may gather additional supplies from other 
classrooms when children and staff are not present or when all children are sleeping 
and they must adhere to social distancing. 

Office and Shared Spaces  
• The Children’s Center retrofitted office spaces and meeting rooms to decrease the 
capacity to ensure the 6ft. social distance.  
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• Plexiglas barriers have been installed in the office. In general, families and 
children should remain on the customer side of the service counter. If using the 
restroom or accessing the computer families must adhere to floor markers. Children 
will remain in close proximity to families at all times.  (See Appendix 7A) 

• Where applicable, a staff member will direct guests to meeting rooms upon entry 
to office space rather than congregating in common areas.  

• Staff wait for assistance from office staff will adhere to the floor marking 
designating 6 foot distancing. (See Appendix 5 and 7A) 

• The copy machine will be limited to the office staff. Kitchen and classroom staff 
may email files, place files in the designated folder on the shared drive or leave hard 
copies in the designated drop off location for copying/printing. Completed printing will 
be placed in the teachers designated box for pick up.  

• Staff will adhere to the limit of occupants posted for shared office as well as the 
staff room and conference room spaces.  Employees shall stagger meal and rest 
breaks, within compliance with wage and hour regulations, to maintain physical 
distancing protocols. Use of the conference and staff room is limited to staff on a rest 
or meal break during their scheduled shift. These areas may not be used to 
congregate before or after shifts. 

• Travel is discontinued until further notice, and will continue distance meetings via 
phone and internet.  

 
Employers must comply with all Cal/OSHA standards and be prepared to adhere to its guidance as well 
as guidance from the Centers for Disease Control and Prevention (CDC) and the California Department 
of Public Health (CDPH). Additionally, employers must be prepared to alter their operations as those 
guidelines change.  
 
Classroom Practices to Promote Health  

• Per state licensing group size is currently limited to 10 children per room or space 
(if the state increases the permitted group size, or grants a waiver providers may 
increase the size of their group accordingly). Classrooms may not merge at any 
time and may not co-mingle when in outdoor spaces.  

• Meals will no longer be served family style but will be plated for children in 
individual portions by classroom staff to avoid multiple children touching serving 
utensils. Food entering the classroom must remain covered to prevent 
contamination. Staff serving children will wear gloves as applicable. Multiple tables 
will be used to increase the distance between children. Tables will be cleaned and 
disinfected after each use.  
 

• Toys and manipulatives used in the classroom will be accessible and easy to 
clean allowing for sanitation between uses/sessions. 

https://www.dir.ca.gov/
https://www.dir.ca.gov/
https://www.cdc.gov/coronavirus/2019-ncov/community/guidance-business-response.html
https://www.cdc.gov/coronavirus/2019-ncov/community/guidance-business-response.html
https://www.cdph.ca.gov/programs/cid/dcdc/pages/guidance.aspx
https://www.cdph.ca.gov/programs/cid/dcdc/pages/guidance.aspx
https://www.cdph.ca.gov/programs/cid/dcdc/pages/guidance.aspx
https://www.cdph.ca.gov/programs/cid/dcdc/pages/guidance.aspx
https://www.cdph.ca.gov/programs/cid/dcdc/pages/guidance.aspx
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• Classrooms will offer more opportunities for individual play and solo activities 

 
• Planned activities will not require closed physical contact between multiple 

children.  
 

• Classrooms will stagger indoor and outdoor play to maintain social distancing 
between groups of children. 

 
• Staff will support social distancing through use of visual cues with children, giving 

frequent verbal reminders when age appropriate.  
 

• Staff will continue to model and reinforce correct handwashing techniques with 
children. (See Appendix 7E) 
 

• Classroom staff will continue to teach and reinforce coughing and sneezing 
etiquette when age appropriate. 
 

• Classrooms will discontinue tooth brushing.   
 

• Staff will utilize outdoor spaces whenever possible.  
 
• Cots will be spaced 6 feet apart for nap time. Staff will arrange the head of each 

bed alternately, in opposite directions to lessen possible spread of illness from 
coughing or sneezing. Sheets and blankets that come in direct contact with 
children’s skin will be sent home weekly to be cleaned. 

 
• Events such as festivals, holiday events and special performances will be 

postponed/cancelled. Additionally, field trips will be limited and should avoid highly 
populated areas of campus.   

 
Kitchen Practices to promote Health  

• Kitchen Staff will continue to follow applicable local, state and federal guidelines 
for meal preparation and service including cleaning and sanitation practices.  
 

• Kitchen Staff will follow CDC hand hygiene recommendations washing hands for 
20 seconds. (See Appendix 7E) 
 

• The kitchen will utilize EPA approved cleaners effective against COVID-19. Daily 
kitchen staff will check washing machines and quick draw machines being used to 
ensure the appropriate concentration is being dispenses. Kitchen staff will follow 
the product guidelines regarding use on kitchen and food prep surfaces.   
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• Kitchen staff will wear appropriate PPE in the Kitchen:  
o When a 6 ft. distance cannot be maintained between kitchen staff                                                            
o While preparing and plating ready serve food                                                                    
o  While washing dishes       
o  When delivering food and meal service items to the classroom 

environments. 
o  When receiving deliveries from outside vendors  

 
• When delivering food to the classroom kitchen staff will wear masks or face shields, 

remain in the designated entry and or will coordinate food delivery when children are 
in outdoor spaces whenever possible. 

 
• All materials including bus tubes, dishes and carts will be cleaned and disinfected 

between uses. 
 

 

 
Appendix 
 

1.  California Department of Social Services: 
a. PIN 20-11-CCP  May 21, 2020 
b. PIN 20-06-CCP  April 7, 2020 

 
2.  California Department of Education  

c.  FAQ’s  
 

3. Center for Disease Control (CDC) 
a. Guidance for Child Care Programs that Remain Open 
b. CDC Decision Making Tree 
 

4. Cal Osha Safety & Health Guidance (Child Care Programs) 
 

5. Social Distancing Protocol 
 

6. ASI Return to Work Policy  
 

7. Children’s Center Documents 
a. Center signage 
b. Center cleaning checklists and schedules 
c. Sanitization 
d. Center Training requirements 
e. Handwashing handout 
f. Job Hazzard Analysis
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Social Distancing Protocol June 19, 2020 

Business name:  Associates Students Children’s Center    

Facility Address:  6000 J Street Sacramento CA 95819   

Approximate gross square footage of space open to the public: 13, 704 GSF 

   

Businesses must implement all applicable measures listed below, and be 
prepared to explain why any measure that is not implemented is inapplicable 
to the business.   

  
Signage:   

X Signage at each public entrance of the facility to inform all employees and 
customers that they should: avoid entering the facility if they have a cough or 
fever; maintain a minimum six-foot distance from one another; sneeze and cough 
into a cloth or tissue or, if not available, into one’s elbow; and not shake hands or 
engage in any unnecessary physical contact.  

X Signage posting a copy of the Social Distancing Protocol at each public entrance 
to the facility.  

 
Measures To Protect Employee Health (check all that apply to the facility):   

☐ Everyone who can carry out their work duties from home has been directed to do 
so.  

X All employees have been told not to come to work if sick.  

X Symptom checks are being conducted before employees may enter the work 
space.  

X All desks or individual work stations are separated by at least six feet.  

X provide face coverings for employees when six feet distance is not possible.  

X Break rooms, bathrooms, and other common areas are being disinfected 
frequently, on the following schedule:   

☐ Break rooms:  
☐ Bathrooms:  
X Other See Children’s Center Cleaning and Sanitation Schedules for 
more information  
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X Disinfectant and related supplies are available to all employees at the following 
location(s): Cleaning and Sanitation Stations located throughout the program, 
Janitors Office, Classrooms, Office Spaces, Kitchen  

X Hand sanitizer effective against COVID-19 is available to all employees at the 
following location(s): Entry of the facility and at the entrance of each classroom and 
throughout the center indoors and outdoors. 
  
X Soap and water are available to all employees at the following location(s): Adult 
bathrooms, classrooms, select teacher offices, special care room, diaper changing 
stations and the staff room.  

☐ Copies of this Protocol have been distributed to all employees.  

☐ Optional—Describe other measures: Click or tap here to enter text.  
 

Measures To Prevent Crowds From Gathering (check all that apply to the 
facility):   

X Limit the number of customers in the facility based on capacity and guidance 
which allows for customers and employees to easily maintain at least six-foot 
distance from one another at all practicable times.  

 X Post an employee at the door to ensure that the maximum number of customers 
in the facility set forth above is not exceeded.  

☐ Placing per-person limits on goods that are selling out quickly to reduce crowds 
and lines. Explain: Click or tap here to enter text.  
        
X Optional—Describe other measures: Special events/family events have been 
canceled.   
   

 
Measures To Keep People At Least Six Feet Apart (check all that apply to the 
facility)   
   
X Placing signs outside the store reminding people to be at least six feet apart, 
including when in line.     
   
X Placing tape or other markings at least six feet apart in customer line areas inside 
the store and on sidewalks at public entrances with signs directing customers to use 
the markings to maintain distance.   
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☐ Separate order areas from delivery areas to prevent customers from gathering.   
   
X All employees have been instructed to maintain at least six feet distance from 
customers and from each other, except employees may momentarily come closer 
when necessary to accept payment, deliver goods or services, or as otherwise 
necessary and to assist families and children.   
   
☐ Optional—Describe other measures: Click or tap here to enter text.   
   

 
Measures To Prevent Unnecessary Contact (check all that apply to the 
facility):   
   
☐ Preventing people from self-serving any items that are food-related.     
   

☐ Lids for cups and food-bar type items are provided by staff; not to 
customers to grab.     
   
☐ Bulk-item food bins are not available for customer self-service use.   
   

☐ Not permitting customers to bring their own bags, mugs, or other reusable items 
from home.   
   
X Providing for contactless payment systems or, if not feasible, sanitizing payment 
systems regularly.  Describe: Sanitize payment systems between uses   
   
☐ Optional—Describe other measures (e.g. providing senior-only hours): Click or 
tap here to enter text.   
   

 
Measures To Increase Sanitization (check all that apply to the facility):   
   
X At the front office and in staff and conference room disinfecting wipes that are effective 
against COVID-19 are available.    
   
☐ Employee(s) assigned to disinfect carts and baskets regularly.   
   
X Hand sanitizer, soap and water, or effective disinfectant is available to the public 
at or near the entrance of the facility, at checkout counters, and anywhere else 
inside the store or immediately outside where people have direct interactions.   
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X Disinfecting all payment portals, pens, and styluses after each use.   
   
X Disinfecting all high-contact surfaces frequently.   
   
X Optional—Describe other measures: See Center Cleaning and Sanitation 
Schedules    

   
* Any additional measures not included here should be listed on separate pages, 
which the business should attach to this document.   
   
You may contact the following person with any questions or comments 
about this protocol:   

Name:       Sherry Velte   &   Samantha Criswell                                                                             
Phone number: (916)278-5120      (916)278-5123 
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