
Health Protocols for Staff Reporting to Buildings 

What steps is SCPS taking to protect the physical health of staff when we 
return to schools? 

SCPS is following the requirements of the Centers for Disease Control as well as the Virginia 
Department of Health as part of Phase 3 of the Forward Virginia framework. 

Staff can expect the following safety protocols when they return to buildings: 

● All staff must complete a daily Covid-19 symptom questionnaire prior to reporting to the 
building to be reviewed by the health services staff member (for schools, their school 
nurse) to preemptively identify potential symptomatic cases of Covid-19 among staff. 

● All visitors to the building, including volunteers, vendors, and contractors, must complete 
a symptom questionnaire as well and schedule appointments to visit the school. Any 
reports of symptoms will cause the appointment to be delayed. 

● All staff must wear masks (either surgical facemasks or cloth face coverings) whenever 
they are 

○ Moving in areas of significant congregation (e.g., hallways, cafeteria, shared 
workrooms) 

○ Working with individual students or small groups where distancing is not possible 
● The space around teachers’ desks should be taped off to provide personal 

space/distance wherever possible. 
● Supplemental air cleaners will be utilized in clinics and front office areas. 
● Hand sanitizer dispensers will be placed throughout schools, and school schedules will 

include regular intervals for handwashing / sanitizing for staff and students. 
● Spray bottles of disinfectant will be provided and utilized. 

What personal protective equipment (PPE) will SCPS provide to staff? 

SCPS staff will be asked to provide their own facemask or cloth face covering for regular use; 
emergency supplies will be available at each worksite, however, when an employee does not 
bring their mask with them to work. Additional PPE will be provided in specific circumstances: 

● Healthcare-quality masks: These will be provided by SCPS for staff/students reporting 
Covid-19 symptoms as they move through the school building to isolation room(s) and 
exiting the building. 

● Plastic face shields: SCPS has ordered face shields and these will be available for staff 
whose job responsibilities make visibility of their mouth and/or close physical presence 
with children important to maintain (e.g., early childhood educators; speech 



pathologists), staff who have health conditions that make wearing a facemask or cloth 
face covering inadvisable, or who have a strong preference for a clear face shield. 

● Plexiglass screens or face shields: Plexiglass screens or face shields will be provided at 
locations where staff regularly need to interact with others and distancing is not feasible. 
Examples include school and department front offices / reception areas and library 
circulation desks. 

If a staff member reports symptoms similar to Covid-19, what should they 
do? 

If the staff member reports the symptoms via the daily questionnaire, they should remain home 
and not report to work pending consultation with their site’s health services staff member. 
Depending on an evaluation of the symptoms, an employee may still be able to report to work, 
or they may be encouraged to seek testing for Covid-19 and remain out of the office. 

If the staff member reports the symptoms upon arrival to work or during the work day, the school 
will implement emergency procedures in accordance with the Health Services Plan submitted to 
VDOE. These include the following: 

● Immediate isolation of the staff member from others and requirement the staff member 
wear a facemask (unless unable to do so for other health reasons). 

● Determination of whether the person needs immediate medical attention or emergency 
care. If non-emergency care is needed, refer the staff member to a healthcare facility 
other than an emergency room. 

Alternate Work Arrangements (including Telework and 
Virtual Instruction) 

I have a health-based concern about returning to work in person. How do I 
request consideration for modifications to my work assignment? 

Please complete the Request for Alternative Work Arrangements form by Sunday, July 12. 
Human Resources staff will review responses and medical documentation shared to identify 
where alternative arrangements should be offered. All submitted medical documentation will 
remain confidential and no staff outside of Human Resources have access to the information. 

Human Resources staff will work with staff and supervisors to provide alternative arrangements 
wherever possible. However, we cannot guarantee remote assignments for all staff who request 
them. 

https://docs.google.com/forms/d/e/1FAIpQLSf_nM9CpfQZuIA_amKqUz4Kmt0ls_oa4tadrlGTnjobE1qb-g/viewform?usp=sf_link
https://docs.google.com/forms/d/e/1FAIpQLSf_nM9CpfQZuIA_amKqUz4Kmt0ls_oa4tadrlGTnjobE1qb-g/viewform?usp=sf_link


What is the timeline for evaluating health-based requests for alternative 
arrangements? 

Staff must submit their request no later than Sunday, July 12. This will enable us to engage 
supervisors/principals of staff with significant health concerns to identify potential alternatives 
with enough time to adjust other staffing plans for the coming year. If circumstances warrant, we 
may reopen the survey at a later date should individuals with new needs 

If I want to request modifications to my work assignment—for example, 
ongoing telework—but do not have a specific health-based concern that 
places me or a member of my household at higher risk, what are my 
options? 

Staff are welcome to discuss alternative arrangements directly with their supervisor. While not 
all jobs can be completed via remote work, we encourage supervisors and staff to think 
creatively and identify opportunities for remote work wherever possible. 

For teachers, principals are collaborating with Human Resources and Learning & Organizational 
Development to identify teachers who are willing to teach in the fully virtual instructional model, 
but not requesting a health-based reassignment. 

How will SCPS determine which staff will receive an alternative work 
arrangement? 

For those staff with health-based concerns, Human Resources will evaluate requests on a 
holistic basis, , taking into account the health concerns documented by the requesting staff 
member either for themselves or a member of their immediate household and the latest CDC 
guidance. Human Resources will then work with the staff member’s supervisor / principal to 
identify the feasibility of various solutions, including but not limited to remote work, additional 
protective equipment, and/or modifications to work site or responsibilities to minimize exposure. 
Health information shared by employees will remain confidential within Human Resources. 

Our priority is to identify and implement adequate alternatives for all staff with health concerns, 
but we want to prioritize staff with the most significant risk factors for severe illness if infected by 
Covid-19. 

Can SCPS guarantee that I will get a remote teaching assignment if I ask for 
one? 

Unfortunately, no. While we will seek to offer remote assignments wherever possible for staff 
with health-based concerns, the availability of remote teaching assignments will be driven by 
student enrollment in the fully virtual instruction model. SCPS must still ensure that teachers in 



the fully virtual model have appropriate credentials for their assigned grade/subject; to maximize 
flexibility in staffing, instructional staff who work in the fully virtual model may be asked to teach 
a grade/subject different from what they would have taught at their base school, but only where 
they are credentialed in the assigned area. 

Is the fully virtual instructional model the only assignment possibility for 
teachers who need a fully remote position for health concerns? 

Not necessarily. While our primary goal will be to ensure appropriate staffing of the fully virtual 
model, there may be school-based opportunities for fully virtual teaching roles. This is ultimately 
at the discretion of the building principal as they consider their own instructional staffing needs. 
Human Resources and the Instructional Leadership Team will work with principals to consider 
specific options as warranted. 

It is not possible to do my job in a remote environment. Will I be required to 
report to work physically, even if I have a documented health concern 
related to Covid-19? 

Human Resources will do everything it can to work with supervisors to identify alternatives for 
staff with health-based concerns. Where telework is not possible for the staff member’s current 
job, we will work to identify what accommodations or additional protections can be provided to 
the staff member to increase the safety of their work environment. As an emergency plan, we 
may investigate whether there are other, similar jobs within the division for which the staff 
member is qualified where health-based concerns can be better addressed. We will provide as 
much information as possible about the details of whatever arrangement is proposed so staff 
can make informed decisions about their next steps. 

Conditions and Effects of Quarantine 

Under what conditions must staff self-quarantine? 

SCPS will follow CDC and VDH guidelines when determining when staff will be asked to 
self-quarantine due to concerns about exposure to Covid-19. Some common situations: 

● Travel: VDH currently recommends that individuals returning from international travel, 
cruise or riverboat travel self-quarantine for a fourteen day period. As of July 12, neither 
CDC nor VDH recommends self-quarantine based on travel within the United States, 
however. 

● Close Contact with Confirmed Case: VDH and CDC recommend that an individual 
self-quarantine for fourteen days if they were (a) in close contact (within approximately 

https://www.cdc.gov/coronavirus/2019-ncov/php/contact-tracing/contact-tracing-plan/appendix.html#contact


six feet, without face coverings), (b) with someone with a confirmed or suspected case of 
Covid-19, and (c) for a prolonged period of time (15 minutes or longer). 

What if there is a confirmed case of Covid-19 in my classroom? My school? 
My workplace? Will everyone in that shared space be required to 
quarantine? 

SCPS will make decisions on whether to require staff to self-quarantine on a case-by-case basis 
based VDH guidance. Right now, the “close contact” test above is the recommended approach. 
As a result, a confirmed case in a classroom or workplace would always require that the area be 
disinfected, but only those who were in close contact with the individual with the confirmed 
Covid-19 diagnosis would possibly need to self-quarantine. 

If I am required to self-quarantine, must I use my own sick leave if I cannot 
work remotely? 

SCPS staff have access to up to two weeks of paid emergency sick leave that does not count 
against their own sick leave accruals under the Families First Coronavirus Recovery Act 
(FFCRA) if they get ill from Covid-19, have a suspected case of Covid-19 and are awaiting test 
results, or are ordered by a medical provider to self-isolate or self-quarantine. More information 
on Emergency Sick Leave is available below under Compensation and Leave. The form to 
request Emergency Sick Leave added to your ESS account is here. 

If a staff member is asked to quarantine at home due to documented exposure to Covid-19 at 
the workplace, and is able and willing to work, but cannot complete work via telework, SCPS will 
provide Emergency Sick Leave that does not charge against the staff member’s own accrual 
balances, regardless of whether the staff member has exhausted the amount of leave 
guaranteed under FFCRA. 

Considerations for SCPS Employees with School-aged 
Children 

I have children who will need care during the day when they are not in 
school. What options will be available if I need to report to work every day? 

SCPS is presently exploring a wide range of options. First, we plan to expand our partnership 
with the YMCA to provide school-age child care for children of staff aged 5-12 at several sites 
throughout the county. We will share details once we have finalized the locations of the YMCA 
programs. 

https://docs.google.com/forms/d/e/1FAIpQLSe-WRA6lJlPVWvK4O6Ei8yRhQeGdOjax_PhmWWNt0pJzzXpKg/viewform?usp=sf_link
https://docs.google.com/forms/d/e/1FAIpQLSe-WRA6lJlPVWvK4O6Ei8yRhQeGdOjax_PhmWWNt0pJzzXpKg/viewform?usp=sf_link


We are also exploring opportunities to enable elementary-aged students of SCPS staff 
members to come to their regular school—though not necessarily their regular classroom—on 
all days when their parent is expected to be on site. This option is still in the exploratory phase 
and we will provide updates as quickly as we can. 

Finally, we have reached out to existing child care providers in the county to identify those who 
may have additional capacity for school age children. We will publish and update details about 
these providers in the next few weeks.. 

At this point, we do not have specific plans to offer care options for children who are not yet 
school aged or who are over the age of 12. 

Will school-age child care programs be available to children of SCPS staff 
members if the children do not attend SCPS schools? 

Yes. The YMCA is willing to provide school age child care for children of SCPS staff who do not 
attend SCPS. 

Will before and after care still be available through the YMCA? 

Yes, the YMCA will still offer before and after care at all of their normal school-age child care 
sites throughout the county. 

I need to be able to stay home to take care of my children and can neither 
work nor telework, but I do not want to leave my position. What are my 
options? 

Under the Families First Coronavirus Recovery Act (FFCRA), staff are eligible for up to 12 
weeks of partially paid Emergency Family and Medical Leave to care for dependent children 
whose school or daycare center is closed due to coronavirus. More information on Emergency 
FMLA leave is available below under Compensation and Leave. 

Compensation and Leave 

Will teacher contracts or compensation be modified for teachers who work 
in the fully virtual instructional model? 
No. The terms of teachers’ contracts, including compensation, will remain the same regardless 
of the instructional model to which they are assigned. 

Will staff who report to work in person receive hazard pay? 



No. SCPS is working to provide a safe environment for all staff in compliance with CDC, VDH, 
and OSHA guidance. While risk of exposure to infection cannot be eliminated (as with any other 
contagious disease), SCPS believes the return to learning plans, emphasizing reduced numbers 
of students in buildings each day, physical barriers and regular cleaning, hygiene standards for 
masks and handwashing, and procedures for handling identified infections make a return to 
learning safe. 

Will staff who have been selected for co-curricular positions receive 
contracts? 
SCPS is waiting for further guidance from VHSL on its recommendations for sponsored 
activities to inform our own decision on co-curricular activities. We will update staff as we have 
more information. 

Will hourly staff who are unable to work receive pay as they did in the 
spring? 
Unfortunately, no. Our spring policy to provide active hourly staff with monthly pay equal to their 
average monthly earnings from the prior six months ended with the June 1 payroll. 

If I am diagnosed with Covid-19, or ordered to quarantine due to close 
contact to an infected individual, do I have access to emergency leave or 
do I need to use my own sick leave balance? 
If you are both unable to physically report to your work site for a specific reason related to 
COVID-19 and cannot complete your job responsibilities via telework, you have access to up to 
two weeks’ worth of no-charge, emergency leave in accordance with the Families First 
Coronavirus Recovery Act (FFCRA).  
 
FFCRA creates two new benefits - emergency paid sick leave and emergency family and 
medical leave - related to the COVID-19 pandemic, and places specific restrictions for how 
these benefits are accessed.  
 
Before using either emergency sick leave or emergency FMLA, all staff are strongly encouraged 
to speak with their supervisors to identify whether they can complete their responsibilities via 
telework, if they are not already reporting via telework. 
 
Emergency Sick Leave 
Federal law provides emergency sick leave for six reasons related to Covid-19. Depending on 
the reason, the leave is either fully paid or partially paid.  
 
Emergency - COVID 19 Leave - all staff have access to up to two weeks of paid* sick 
leave--prorated for part time staff--above and beyond their existing sick leave account. This 



leave category can only be used for three situations related to your own health if they result in 
your inability to work or telework: 

● You are subject to a quarantine or isolation order related to COVID-19 
● You have been advised by a healthcare provider to self-quarantine related to COVID-19 
● You are experiencing COVID-19 symptoms and seeking a medical diagnosis.  

 
* Leave in this category is paid at the employee's full daily rate, to a maximum of $511 per day.  
 
FFCRA 66% Leave - all staff have access to up to two weeks of partially paid* sick 
leave--prorated for part-time staff--for other situations related to COVID-19 that leave you 
unable to work or telework: 

● You are experiencing other "substantially similar condition" to COVID-19 (e.g., flu-like 
symptoms) 

● You are caring for an individual who has been ordered to quarantine or isolate, or 
recommended to self-quarantine, for reasons related to COVID-19. 

● You are caring for a child whose school or child care provider has closed for reasons 
related to COVID-19. 

 
* Leave in this category is paid at two thirds of the employee's daily rate, to a maximum of $200 
per day.  
 
Important notes for both types of Emergency Sick Leave 

● Emergency sick leave is available to all employees regardless of service date.  
● Any employee using emergency sick leave will need to provide documentation to their 

supervisor / bookkeeper when they return to duty. 
● Staff have access to a total of two weeks’ emergency sick leave combined across 

Emergency COVID-19 Leave and FFCRA 66% Leave. They are not separate banks of 
time. 

● FFCRA is set to expire on December 31, 2020; we cannot guarantee at this time that 
requests for no-charge, paid emergency leave can be granted after this date absent an 
extension by Congress or alternate funding sources. 

How does Covid-19 affect my rights for Family and Medical Leave Act 
(FMLA) leave? 
If you become ill from Covid-19 and are not able to return to work for more than two weeks, or if 
you are a caregiver to a family member who becomes ill from Covid-19, you may be eligible for 
FMLA leave. Please contact Mary Ford in Human Resources at mford@staffordschools.net. 
 
Additionally, the Families First Coronavirus Response Act (FFCRA) created a new, partially 
paid* form of Emergency FMLA leave, for staff unable to work or telework due to the need to 
care for a child whose school or child care provider has closed for reasons related to Covid-19. 
Emergency FMLA leave is only available if the child’s school is not operating at all due to 

mailto:mford@staffordschools.net


Covid-19 concerns, not if the school is operating on a modified schedule, the child is 
participating in a fully virtual program of study, or if families elect to withdraw their child from a 
program that is still operating. 
 
To be eligible for Emergency FMLA Leave, you must have been an employee since at least 
March 1, 2020, and you must complete a request for Family and Medical Leave Act leave 
through the Department of Human Resources. Please contact Mary Ford in Human Resources 
at mford@staffordschools.net. 
 
When using EFMLA, staff should enter their time as FFCRA 66% Leave, and add “EFMLA” to 
the comment field. 

How do I request Emergency Leave? 
To ensure we accurately credit emergency sick leave and to make the process as 
straightforward as possible for staff members, we have created a secure Google Form: 
 
Request for Emergency Leave under FFCRA 
 
To complete the form, you only need to provide your name, employee ID (or last 4 of your 
Social Security number if you do not remember your ID), work site, the reason for needing 
Emergency Leave, and the date on which the leave must begin. The information will be securely 
shared with Payroll, Human Resources, and your school’s bookkeeper to ensure your account 
in ESS is credited with the proper amount of Emergency - COVID 19 Leave or FFCRA 66% 
Leave.  

If I am scheduled to go on FMLA later this spring for an identified reason 
(e.g., planned procedure, anticipated birth or adoption of child), what 
should I do? 

If your reason for FMLA is no longer necessary--for example, if a planned surgery that required 
time away from work has been postponed--please contact Mary Ford in Human Resources so 
that we can adjust your approved leave and inform payroll accordingly. 

If you still plan to go out on FMLA later this spring, we encourage you to speak with your 
supervisor and your healthcare provider to identify whether you can meet the expectations of 
your role via telework, which may enable you to return from FMLA at an earlier date than if you 
needed to report to your work site. 

Substitutes for Teachers and Nurses 

Will substitutes be available this year? 

https://forms.gle/jKUevM5jTcivQyq47


Yes. We are in the process of renewing our list of eligible substitutes for the 2020-21 school 
year, and substitutes will continue to be available for both daily and long-term assignments. As 
in the past, we cannot guarantee that all requests for substitutes will be filled, but at this point, 
we do not project a significant decrease in our population of available substitutes. 

Will substitutes be asked to lead remote instruction in either the hybrid 
model or the fully virtual model? 

As we finalize roles for teachers in both instructional models, we will update this answer on what 
role substitutes can play when filling in for teachers. 

What protocols with SCPS put into place for substitutes to protect the 
physical health of staff? 

Substitutes will be asked to complete a training in the health-related procedures for teachers 
and paraprofessionals, including mask requirements, social distancing, and processes for 
moving within school buildings. This must be completed before a substitute can accept any 
assignment. 

Specific rules around substitute eligibility for assignments (e.g., limiting substitutes to specific 
schools, eligibility for remote instruction) are in process and will be shared as soon as possible. 


