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Holy	Family	School	
Of the St Francis Center 
151 Buckingham Ave 

Redwood City, CA   94063 
(650) 365-7829 

 
__________________________________________________________________________________________ 
www.stfrancisrwc.org Holy Family School 
All of the information below has been agreed upon by our teachers/staff. It was crafted and discussed on August 
10th at a faculty staff in-person meeting. It was presented as a Zoom on August 12th in English and Spanish. 
Right now a very small (4) children are on campus (high need students) while the rest of the school is on all day 
Zoom school. The special teachers (PE, music and art) are presenting lessons on Zoom platform.  
 
1. Background Information: 
Holy Family School of the St Francis Center 
151 Buckingham Ave, Redwood City, CA 94063 
Principal: Sister Christina Heltsley 
2. Consultation: 
We have three full time teachers, a principal and a half-time administrative assistant. We are a small private, 
independent school in the Catholic Tradition. Two of the teachers interact with our 4th grade cohort, the other 
teacher is a junior high teacher and does not have contact with the 4th grade bubble. We are not unionized. All 
teachers have been consulted and all opinions will be respected. In other words, if a teacher at any time does not 
feel comfortable with in person, on campus instruction, then they will have the option to continue educating 
from home using the Zoom platform. Further all parents have been consulted, their wishes will also be 
respected once we are able to get a waiver and accept the students back. Parents who are not completely 
comfortable with having their child return, will have the option of keeping him/her home. That child can Zoom 
into the on-campus lessons. 
3. School Plans for Reopening to In-Person Instruction 
a. Cleaning and Disinfection: How shared surfaces will be regularly cleaned and disinfected and how use of 
shared items will be minimized. 
The school is well stocked with sanitizing and cleaning products. All classroom surfaces and reserved bathroom 
(including door knobs, handles) will be cleaned daily by a trained adult. Every child will wash, according to the 
method prescribed, his/her hands every hour and a half. When weather permits, windows to the classroom will 
be open and other cross ventilation will be available (AC) should weather not permit open windows.  Our 
building is on a monthly service contract such that air filters are regularly changed. Kleenex is available to all 
students and a lined trash can to dispose of any used items. 
b. Cohorting: How students will be kept in small, stable groups.  
We are, according to the COE guidelines hoping to have a hybrid of the Bubble Cohort model and the Stable 
Cohort model for our 4th graders.  There are 14 4th graders. (We will also be applying, when the opportunity 
arises) for a cohort of 13 7th graders in another waiver request. The two classrooms each have their own 
bathroom, entrances and exits. They will not have the same snack, break or lunch outdoor periods. Volunteers 
nor other visitors will not be allowed to permeate the cohort structure.  We will not convene gatherings for 
meetings or social activities outside of the classroom instruction that include more than four people. 
c. Entrance, Egress, and Movement within the School: How movement of students, staff, and parents will be 
managed to avoid close contact and/or mixing of cohorts. 
The 4th grade class has its own entrance and exit. The students will not have access to any other part of the 
building. Parents are not allowed to enter the building when they drop off their child. The classroom is on the 
second floor and parents understand that, with these special circumstances, that they may not go to the second 
floor of the building or enter the admin area without an appointment and with all protective PPE. 
d. Face Coverings and Other Essential Protective Gear: How CDPH face covering requirements will be satisfied 
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and monitored.  
All students have been given four washable masks and will be required to be in mask at all times when in the 
classroom. They will be permitted to take the masks off for a mask break when they go outside but will socially 
distance.  Markings on the floor, plus ways to judge 6 feet of distance will assist the youth in understanding how 
to socially distance. 
e. Health Screenings for Students and Staff: How students and staff will be screened for symptoms of COVID-
19 and how ill students or staff will be separated from others and sent home immediately. We have the ability to 
isolate any child who shows symptoms until they are picked up. 
We have purchased digital thermometers.  During our zoom meetings with the parents, we have asked them 
please not to send their child if he or she has any symptoms... fever, sore throat, sniffles, etc. our plan is that 
each morning the teacher will individually ask each of the 14 students how they feel and take their temperature. 
Student temperatures will be taken each morning as they enter the classroom. If any symptoms are observed the 
child will be sent to the principal, who will separate the child into a “sick room” until a parent/guardian can 
bring the child home. We will again provide information to the parents as to where testing is available and 
request immediate testing. Dependent on the results of the testing, quarantine will be required and Zoom lessons 
will ensue. We have given each parent the website information in English and Spanish for testing sites and 
COVID County information. Parents will be asked to notify the health department (and the designated staff 
person onsite will as well) should a family member or student test positively so that proper tracing can occur. 
We will not give the name of any student who has tested positive to other parents but will let them know if they 
have been exposed. 
f. Healthy Hygiene Practices: The availability of handwashing stations and hand sanitizer, and how their use 
will be promoted and incorporated into routines.  
Students will be required to wash their hands every hour and a half. We will encourage them to wash their 
masks daily and have provided four masks per student. Should a student forget their mask at home, we have 
extra ones available.  Again, we have tissue boxes for each child and a trash can to safely dispose of any used 
products.  School staff will explicitly teach and frequently reinforce prevention behaviors of handwashing and 
cough/sneeze etiquette as important strategies in slowing the spread of COVID-19 and other infectious diseases. 
g. Identification and Tracing of Contacts: Actions staff will take when there is a confirmed case. Confirm that 
the school(s) have designated staff persons to support contact tracing. This includes submitting case and contact 
numbers to SMCOE, which will then notify SMC Health, and notifying exposed persons. Each school must 
designate a person for SMCOE and SMC Health staff to contact about COVID-19. Communicate with the 
Office of the County Superintendent, who can then contact San Mateo County Health department.   Should we 
have an infected individual, we will try to confirm they are under medical care and have a plan to self-isolate 
according to the CDC’s protocol.  We will ask that other members of the household who are also part of the 
school community remain at home in self-quarantine per County Health guidelines. We will take immediate 
measures to sanitize and disinfect the school property impacted by the case. We will determine whether 
disinfecting measures can be implemented without temporarily closing the school campus or if temporary 
closure is necessary.  We will continue to consult with the County Superintendent and County Health officials as 
needed and will outline the actions being taken to ensure a safe return to school. At all times we will maintain 
the privacy of health and medical information for all individuals at all times per the ADA and FERPA laws.  
Once the steps of the protocol are completed, we will resume school operations. We have a designated staff 
person who will contact parents (without using names of any student) should there be exposure.  As outlined 
above, the designated staff person will contact SMCOE to let them know of any positive case (s) so that SMC 
Health Department can contact trace.  
h. Physical Distancing: How space and routines will be arranged to allow for physical distancing of students and 
staff.  
As recommended in the SMCOE materials and those from the Archdiocese of San Francisco, student desks will 
be spaced so that they are not in buddy groups or tables configurations. All desks will face forward. Teachers 
will go to students verses students going to the teacher’s desk. The teachers will wear masks at all times during 
in person instruction. Floor marking in the classroom and outside of the classroom will show what a six-foot 
distance really is. We understand that this is very difficult for our students, but will continuously remind them 
of the importance of distancing. 
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i. Staff Training and Family Education: How staff will be trained and families educated on the implementation 
and enforcement of the plan.  
On August 10th, all teachers and staff were trained on the expected protocols, expectations were set and a 
parent Powerpoint to be presented to all parents was crafted. Parents were presented with the Powerpoint on 
Zoom on August 12th- in English and Spanish. 
j. Testing of Students and Staff: How school officials will ensure that students and staff who have symptoms of 
COVID-19 or have been exposed to someone with COVID-19 will be rapidly tested and what instructions they 
will be given while waiting for test results. Describe how staff will be tested periodically to detect 
asymptomatic infections. 
Prior to on-campus instruction, the teachers will access our Kaiser Group Insurance or use one of the referral 
Sites (East Palo Alto or Stanford Tent Testing) to get tested and will present the test results to the coordinator.  
Surveillance testing will occur every two months.   
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We will follow the chart above as our protocol for responding to symptoms, close contact or an infected teacher 
or student.  

 

k. Triggers for Transitioning to Distance Learning: The criteria the superintendent or equivalent will use to 
determine when to close the campus to in-person learning.  
Staff temperatures will be taken each morning. Monitoring of staff and students, throughout the day, for signs of 
illness will occur; students or teachers will be sent home with a fever of 100.4 degrees or higher, cough, or 
other COVID-19 symptoms.  We will encourage staff and students who are sick or who have recently had close 
contact with a person with COVID-19 to stay home. We will encourage sick staff and students to stay at home 
without fear of reprisal, and ensure staff, students, and students’ families are aware and comfortable with these 
policies. 

 However, should a teacher exhibit symptoms, he or she will be sent for testing to the sites indicated on the 
SMC website (East Palo Alto or Stanford outside tent testing) or by using our group health plan at Kaiser 
whichever allows for the most rapid response. In our case, should a teacher contact COVID, we would have no 
choice but to transition back to ZOOM learning as we have a very small teaching staff and the other teacher 
would take on all responsibilities using Zoom until the teacher who contracted the virus was safe to return (14 
days) and after disinfecting and sanitizing all areas. Should this need arise, we will be prepared to transition 
between at-home and on-campus learning using a continuum of instructional practices that support the diverse 
needs of all students  

 
 
4. Covid-19 Contact Information- Sister Christina Heltsley, 650-365-7829, schristina@aol.com 


