NY FORWARD SAFETY PLAN TEMPLATE
Each business or entity, including those that have been designated as essential under Empire State
Development's Essential Business Guidance, must develop a written Safety Plan outlining how its workplace
will prevent the spread of COVID-19. A business may fill out this template to fulfill the requirement, or may
develop its own Safety Plan. This plan does not need to be submitted to a state agency for approval but
must be retained on the premises of the business and must made available to the New York State
Department of Health (DOH) or local health or safety authorities in the event of an inspection.
Business owners should refer to the State’s industry-specific guidance for more information on how to safely
operate. For a list of regions and sectors that are authorized to re-open, as well as detailed guidance for each
sector, please visit: forward.ny.gov. If your industry is not included in the posted guidance but your
businesses has been operating as essential, please refer to ESD's Essential Business Guidance and adhere
to the guidelines within this Safety Plan. Please continue to regularly check the New York Forward site for
guidance that is applicable to your business or certain parts of your business functions, and consult the state
and federal resources listed below.

COVID-19 Reopening Safety Plan
Name of Business:
Southside Academy Charter School

Industry:
K-8 Public Charter School

Address:
2200 Onondaga Creek Blvd, Syracuse, NY 13207

Contact Information:
Tammy Pugh - 44.tpugh@nhaschools.com - 315-476-3019

Owner/Manager of Business:
Tammy Pugh, Principal

Human Resources Representative and Contact Information, if applicable:

I. PEOPLE
A. Physical Distancing. To ensure employees comply with physical distancing requirements, you agree
that you will do the following:
✔

✔

Ensure 6 ft. distance between personnel, unless safety or core function of the work activity requires
a shorter distance. Any time personnel are less than 6 ft. apart from one another, personnel must
wear acceptable face coverings.
Tightly confined spaces will be occupied by only one individual at a time, unless all occupants are
wearing face coverings. If occupied by more than one person, will keep occupancy under 50% of
maximum capacity.
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✔

Post social distancing markers using tape or signs that denote 6 ft. of spacing in commonly used
and other applicable areas on the site (e.g. clock in/out stations, health screening stations)

✔

Limit in-person gatherings as much as possible and use tele- or video-conferencing whenever
possible. Essential in-person gatherings (e.g. meetings) should be held in open, well-ventilated
spaces with appropriate social distancing among participants.

✔

Establish designated areas for pick-ups and deliveries, limiting contact to the extent possible.
List common situations that may not allow for 6 ft. of distance between individuals. What measures
will you implement to ensure the safety of your employees in such situations?
To maintain the health and safety of our school community, at least one of the following measures will be required at all
times: Social distancing of six feet, Barriers. or Use of masks/face coverings. Desks will be spaced with six feet of
distance whenever possible. In classrooms where that may not be possible, barriers and/or face coverings will be
utilized. Masks must be worn within six feet of another person, in hallways, in restrooms, and in other congregate
spaces.

How you will manage engagement with customers and visitors on these requirements (as applicable)?
The school will limit additional individuals from entering the building as much as possible. Family members of students
will be asked to remain outside the building, unless absolutely necessary. Visitors will be allowed by appointment only,
and at the discretion of the front office and principal. Any necessary guests will be screened for symptoms, required to
wear a mask, and asked to sanitize hands upon entering. A log will be kept of all visitors entering and exiting the
building. Disposable masks will be available for students, staff, or visitors who do not arrive on school grounds without
their own.

How you will manage industry-specific physical social distancing (e.g., shift changes, lunch breaks)
(as applicable)?
o Multiple entrances will be utilized for student arrival. We will implement a staggered approach to accommodate for
temperature screenings and to also allow for social distancing.
o Middle school students will not utilize lockers. Southside will purchase coat hooks to place inside of each classroom to
eliminate the use of shared lockers. Both teachers and the school’s facilities team will sanitize hooks on a nightly basis.
o Students will eat lunch within the classroom. They will remain in their seats and seek permission from a classroom
teacher in order to wash their hands or utilize the restroom. While out of their classroom seat, students are required to
properly wear a face mask (if medically able to do so). Meals will be distributed by classroom teachers, limiting
excessive student movement. Upon the completion of lunch, classroom staff will collect and dispose of any/all waste.
Students will then be instructed to wash their hands. All student movement during lunch will be monitored by classroom
staff.
II. PLACES
At dismissal, DriveLIne is used to release only so many students at a time. Staff a posted at various locations to ensure
A. Protective
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agree that you will do the following:
✔

Employers must provide employees with an acceptable face covering at no-cost to the employee
and have an adequate supply of coverings in case of replacement.
What quantity of face coverings – and any other PPE – will you need to procure to ensure that
you always have a sufficient supply on hand for employees and visitors? How will you procure
these supplies?
Disposable masks will be available for students, staff, or visitors who do not arrive on school grounds without their own.
Appropriate face coverings include, but are not limited to, cloth-based face coverings (e.g., homemade sewn, quick cut,
bandana, etc.) and surgical masks that cover both the mouth and nose. NHA has distributed 200 cloth masks to the
school for staff use. We average stocking 5 100-count boxes on site to ensure enough for employees, visitors, and
students. When we need to re-order masks, we can do so through our Staples account or Amazon.
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✔

Face coverings must be cleaned or replaced after use or when damaged or soiled, may not be
shared, and should be properly stored or discarded.
What policy will you implement to ensure that PPE is appropriately cleaned, stored, and/or discarded?
Staff and students will be encouraged to routinely clean and/or dispose of masks, as appropriate. If a staff member
refuses to comply with the mask requirement, the school will use its standard disciplinary process for policy violations.
This may include coaching, conversations, verbal warnings, written warnings, a final written warning, or termination. In
situations where a student is refusing to wear a mask, we will offer education to emphasize the importance of a healthy
and safe school community. In the event of continued non-compliance, the school will reach out to the parent/guardian
for support.

✔

Limit the sharing of objects and discourage touching of shared surfaces; or, when in contact with
shared objects or frequently touched areas, wear gloves (trade-appropriate or medical); or, sanitize
or wash hands before and after contact.
List common objects that are likely to be shared between employees. What measures will you
implement to ensure the safety of your employees when using these objects?
When possible, teachers will rotate in and out of classrooms, as opposed to student transitions. However, if student
movement does take place, the teacher will be responsible for ensuring that every desk has been disinfected before a
new group of students enters the classroom. Each classroom will have materials to disinfect commonly shared items
such as computers and curricular tools.
Whenever possible specials teachers will rotate in and out of the classrooms. However, when necessary to use a
specials space, all hands-on classrooms will be disinfected between student groups. Students will not be sharing
personaland
materials
such asTo
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B.
agree that you will do the following:
✔

you

Adhere to hygiene and sanitation requirements from the Centers for Disease Control and Prevention
(CDC) and Department of Health (DOH) and maintain cleaning logs on site that document date, time,
and scope of cleaning.
Who will be responsible for maintaining a cleaning log? Where will the log be kept?
Our Aramark cleaning crew employees are responsible for maintaining the cleaning logs. These logs are stored in the
front office.

✔

Provide and maintain hand hygiene stations for personnel, including handwashing with soap, water,
and paper towels, or an alcohol-based hand sanitizer containing 60% or more alcohol for areas
where handwashing is not feasible.
Where on the work location will you provide employees with access to the appropriate hand
hygiene and/or sanitizing products and how will you promote good hand hygiene?
Staff and students will be encouraged to practice good hand hygiene. Effective handwashing techniques will be taught
and reinforced by school staff at the start of the year and will continue throughout, including washing with soap and
water for at least 20 seconds, and the safe use of hand sanitizer. Handwashing posters instructing and reinforcing
proper handwashing techniques will be placed in bathrooms. Hand sanitizer will be provided in all classrooms and front
office.
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✔

Conduct regular cleaning and disinfection at least after every shift, daily, or more frequently as
needed, and frequent cleaning and disinfection of shared objects (e.g. tools, machinery) and
surfaces, as well as high transit areas, such as restrooms and common areas, must be completed.
What policies will you implement to ensure regular cleaning and disinfection of your worksite and
any shared objects or materials, using products identified as effective against COVID-19?
Several significant changes are being made with our custodial service partner, Aramark. This includes increased
staffing, changes in management structure, improved training, greater accountability, and monthly audits. In addition to
our baseline custodial services, Aramark is also providing additional cleaning services due to COVID-19. All
 high touch
point locations such as light switches, door handles, bathroom faucet handles, etc. will be disinfected three times per
day (mid-morning, mid-afternoon, and evening).

C. Communication. To ensure the business and its employees comply with communication requirements,
you agree that you will do the following:
✔

Post signage throughout the site to remind personnel to adhere to proper hygiene, social distancing
rules, appropriate use of PPE, and cleaning and disinfecting protocols.

✔

Establish a communication plan for employees, visitors, and customers with a consistent means to
provide updated information.

✔

Maintain a continuous log of every person, including workers and visitors, who may have close
contact with other individuals at the work site or area; excluding deliveries that are performed with
appropriate PPE or through contactless means; excluding customers, who may be encouraged to
provide contact information to be logged but are not mandated to do so.
Which employee(s) will be in charge of maintaining a log of each person that enters the site
(excluding customers and deliveries that are performed with appropriate PPE or through contactless
means), and where will the log be kept?
Visitors will be allowed by appointment only, and at the discretion of the front office and principal. Any necessary guests
will be screened for symptoms, required to wear a mask, and asked to sanitize hands upon entering. Visitors must
answer No to all COVID questions and sign the visitor log located in the main office vestibule area.
Staff members are required to complete daily wellness checks before arriving at work to ensure they do not exhibit
COVID-19 symptoms (fever, cough, shortness of breath, or difficulty breathing). To assist with this, a daily
health-screening app was created by our management partner, National Heritage Academies. Staff members can use
their mobile device to scan a QR code and complete the required screening survey.

✔

If a worker tests positive for COVID-19, employer must immediately notify state and local health
departments and cooperate with contact tracing efforts, including notification of potential
contacts, such as workers or visitors who had close contact with the individual, while maintaining
confidentiality required by state and federal law and regulations.

If a worker tests positive for COVID-19, which employee(s) will be responsible for notifying state and
local health departments?
If there is a confirmed case of COVID-19 at our school, the NHA People Services Business Partner will report the case
to the local health department. The People Services Business Partner will work with NHA’s Facilities Team to ensure
proper cleaning is done. NHA’s Communications Team will make certain proper stakeholders are notified in a timely
manner, while also ensuring compliance with employee and student confidentiality and HIPAA requirements. Staff and
students with suspected or confirmed cases of COVID-19 can return to school when they have received a negative
COVID-19 test, it’s been 10 days since the individual first had symptoms or it has been at least three days since the
individual had a fever or symptoms have improved (when they have been released from isolation per the CDC and local
health department guidelines).
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III. PROCESS
A. Screening. To ensure the business and its employees comply with protective equipment requirements,
you agree that you will do the following:
✔

Implement mandatory health screening assessment (e.g. questionnaire, temperature check) before
employees begin work each day and for essential visitors, asking about (1) COVID-19 symptoms in
past 14 days, (2) positive COVID-19 test in past 14 days, and/or (3) close contact with confirmed or
suspected COVID-19 case in past 14 days. Assessment responses must be reviewed every day and
such review must be documented.
What type(s) of daily health and screening practices will you implement? Will the screening be done
before employee gets to work or on site? Who will be responsible for performing them, and how will
those individuals be trained?
The school will conduct a temperature scan of students as they arrive at the building This will be done by trained staff
who have appropriate PPE that includes gloves, disposable face masks, and face shields. Temperatures will be taken
outside our school facility before students enter the building by trained staff members who have appropriate PPE that
includes gloves, disposable face masks, and face shields. This will help ensure social distancing guidelines are followed
until screenings are complete. Temperature checks are also done for staff members daily.
Staff members are required to complete daily wellness checks before arriving at work to ensure they do not exhibit
COVID-19 symptoms (fever, cough, shortness of breath, or difficulty breathing). To assist with this, a daily
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screening practices? How will you supply this PPE?

The school will conduct a temperature scan of students as they arrive at the building. This will be done by trained staff
who have appropriate PPE that includes gloves, disposable face masks, and face shields. 15 face shields have been
ordered and are on hand to conduct these screenings.

B. Contact tracing and disinfection of contaminated areas. To ensure the business and its employees
comply with contact tracing and disinfection requirements, you agree that you will do the following:
✔

Have a plan for cleaning, disinfection, and contact tracing in the event of a positive case.
In the case of an employee testing positive for COVID-19, how will you clean the applicable
contaminated areas? What products identified as effective against COVID-19 will you need and how
will you acquire them?
Upon notice of suspected or confirmed COVID-19 cases in the building, the Facilities Preparedness and Response Plan
calls for a move into a Level 3 Response Procedure. Within 24 hours of the last known presence of a
suspected/confirmed case in the facility, all known areas accessed will be vacated and closed. Partial or full building
closure will be determined by the school leadership and in collaboration with the local health department. Aramark
personnel will prepare for full disinfection cleaning after 24 hours have passed. Aramark personnel will utilize enhanced
PPE (gloves, face masks, gowns) during their disinfection cleaning. Re-entry will not be permitted until disinfection
cleaning is complete. The duration of disinfection cleaning will depend on the extent of areas visited in the facility by the
suspected/confirmed case. Return to school will be coordinated with the local health department, as necessary. Aramark
willthe
obtain,
supply,
stock all cleaning
In
case
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workplace? How will you inform close contacts that they may have been exposed to COVID-19?
The People Services Business Partner will work with NHA’s Facilities Team to ensure proper cleaning is done. NHA’s
Communications Team will make certain proper stakeholders are notified in a timely manner, while also ensuring
compliance with employee and student confidentiality and HIPAA requirements. The school will cooperate with the local
health department in contact tracing efforts.
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IV. OTHER
Please use this space to provide additional details about your business’s Safety Plan, including
anything to address specific industry guidance.
• Closure Triggers
o Within 24 hours of the last known presence of a suspected/confirmed case in the facility, all known areas will be vacated
and closed. Partial or full building closure will be determined by the school leadership and in collaboration with the local health
department. Any and all closures will be done in accordance with state and local guidelines and requirements.

If this were to happen in the middle of a school day, we will use our SchoolMessenger system to inform parents of the school
closure and the need for their student to be picked up as soon as possible. As parents arrive, support staff will escort students
out to them.
o School closure and a transition to remote learning may also be necessary based on other factors, including the number of
COVID-19 cases present in the school community, increasing COVID-19 cases in the region/county, the operation and status
of the local school district, guidelines from the local health departments, and at the discretion of school leadership and the
Director of School Quality.

• Early Warning Signs
o NHA’s People Services team is leading this initiative. If someone either tests positive or displays symptoms of COVID-19,
the school’s Business Partner at NHA will update a live tracking document. The NHA Pandemic Team reviews this document
weekly to identify trends. Our school will consult with NHA’s industrial nurse hygienist specializing in occupational health.
• Communication
o The school will ensure that it is effectively and efficiently communicating with its families, ensuring that every family is aware
of student expectations. Information will be provided in school newsletters, back to school information, social media sites, and
the school’s website as necessary. Updates and information will be broadcast to families via the school’s SchoolMessenger
system, a tool which sends an email and text to every family and generates a post on the school’s website, as necessary. All
official school communication is translated into students’ home languages, as needed.
o The school will work to efficiently communicate with families, students, and visitors via additional posted signage at the
school. This signage will educate and reiterate new protocols due to the COVID-19 pandemic. Signs have been placed at the
entrance of the building prohibiting entrance to anyone experiencing symptoms, feeling ill, or who has had closed contact with
someone confirmed to have or suspected of having COVID-19. Handwashing posters instructing and reinforcing proper
handwashing techniques will be placed in bathrooms. Social distancing reminder signs and one-way traffic floor markings will
be placed throughout the school building. Students will be taught/trained as necessary to ensure proper guidelines are
followed.
• Food Service
o The School Food Authority (SFA) will meet all guidance and procedures set forth by NYSDOH, CDC, and the local health
department as they relate to food service models and operations for students. Meals will be served in a unitized manner
during the school year to ensure items are not contaminated. Additional PPE for staff will be provided, including gloves,
masks, cleaning chemicals, and hand sanitizer.
o In the event of a COVID-19 outbreak, SFA will work with school nutrition agencies and local health departments to ensure
all necessary requirements are adhered to.
o If allowable, and in a safe manner, food may be served during a school closure. The SFA will continue to provide meal
service to the extent applicable.

Parents will be notified regarding food availability via the SchoolMessenger system, a tool which sends an email and text to
each family, school newsletters and updates, and the school website as appropriate.
o Students will eat in their classrooms and be socially distanced.
o Sneeze guards are being added to all food distribution carts.
o Cutlery, seasonings, and sauces will be placed directly on individual trays.
o The sharing of food and beverages will be strongly prohibited and monitored by the classroom teacher.
o A restroom schedule will be created for students to wash their hands before and after meals.

Staying up to date on industry-specific guidance:
To ensure that you stay up to date on the guidance that is being issued by the State, you will:
✔

Consult the NY Forward website at forward.ny.gov and applicable Executive Orders at
governor.ny.gov/executiveorders on a periodic basis or whenever notified of the availability of
new guidance.
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State and Federal Resources for Businesses and Entities
As these resources are frequently updated, please stay current on state and federal guidance issued in
response to COVID-19.
General Information
New York State Department of Health (DOH) Novel Coronavirus (COVID-19) Website
Centers for Disease Control and Prevention (CDC) Coronavirus (COVID-19) Website
Occupational Safety and Health Administration (OSHA) COVID-19 Website
Workplace Guidance
CDC Guidance for Businesses and Employers to Plan, Prepare and Respond to Coronavirus
Disease 2019
OSHA Guidance on Preparing Workplaces for COVID-19
Personal Protective Equipment Guidance
DOH Interim Guidance on Executive Order 202.16 Requiring Face Coverings for Public and
Private Employees
OSHA Personal Protective Equipment
Cleaning and Disinfecting Guidance
New York State Department of Environmental Conservation (DEC) Registered Disinfectants of COVID-19
DOH Interim Guidance for Cleaning and Disinfection of Public and Private Facilities for COVID-19
CDC Cleaning and Disinfecting Facilities
Screening and Testing Guidance
DOH COVID-19 Testing
CDC COVID-19 Symptoms
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