
 

 

 

 

 

 

 

 
 

 

 

 

RETURN-TO-LEARN 

GUEST TEACHER 

PROTOCOL HANDBOOK 
September 1, 2020 

 

 

 

 



ALEDO ISD RETURN TO SCHOOL PLAN 

INTRODUCTION 
We have created this plan to aid in navigating the reestablishment of our school where 

employees, students, and families feel safe and to reduce the impact of COVID-19 

conditions upon returning to the district. The guidelines referenced in this plan are based on 

guidance from the Centers for Disease Control and Prevention (CDC) and World Health 

Organization (WHO). Regular updates will be made to this plan based on information 

provided by the CDC, WHO, and applicable federal, state and local agencies. 

 

Our goal as a District is to collaboratively ensure that all employees and visitors in district 

facilities feel safe and secure to effectively navigate the complexities of the current standards 

provided by health officials at the local, state, and federal level.  In an effort to prevent the 

spread of COVID-19, it is essential for all staff and the community to adhere to our new 

guidelines outlined in this handbook.  Aledo ISD is dedicated to staying up to date on all 

information surrounding COVID-19 and how it affects our district, staff, and students as we 

do our part in supporting the nation’s call to help stop the spread of COVID-19 within our 

community.  

 

Please keep in mind that the information provided in this handbook is subject to change as 

guidance concerning the coronavirus (COVID-19) is regularly updated. 

EMPLOYEE SAFETY                                                                                      

FACE COVERINGS                                                                    
Newly Mandated State Requirement                                                                                    
All staff members are required to wear a mask before entering the building.  Face coverings 

can include cloth mask, surgical mask, gaiters, bandanas.  In the event that an employee 

does not have access to a mask, they can obtain one from the sanitation station at the front 

entrance. Please keep in mind that these resources are valuable.  

 You must wear a mask: 

• upon entering the building 

• in all common areas including hallways and restrooms 

• when speaking with anyone else 

Wear your face covering correctly: 

• Wash your hands before putting on your face covering 

• Put it over your nose and mouth and secure it under your chin 

• Try to fit it snuggly against the sides of your face 

• Make sure you can breathe easily 
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Note: If you are in your office area alone [at minimum 6 feet away from co-workers with a 

barrier between], you may remove your mask.  

Cover your mouth and nose with a cloth face cover when around others: 

 

• You could spread COVID-19 to others even if you do not feel sick. 

• The cloth face cover is meant to protect other people in case you are infected. 

• Continue to keep about 6 feet between yourself and others. The cloth face cover is 

not a substitute for social distancing. 

 

Cover coughs and sneezes: 

• If you are in a private setting and do not have on your cloth face covering, 

remember to always cover your mouth and nose with a tissue when you cough or 

sneeze or use the inside of your elbow. 

• Throw used tissues in the trash. 

• Immediately wash your hands with soap and water for at least 20 seconds. If soap 

and water are not readily available, clean your hands with a hand sanitizer that 

contains at least 60% alcohol. 

 

GLOVES 
Gloves are optional. However, if you choose to forego wearing gloves you are expected to 

comply with regular hand washing and use of hand sanitizer with at least 60% alcohol 

content provided at the entry station. When removing gloves, please refer to the guide 

below: 
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HANDWASHING  
We are recommending that all employees wash their hands after touching a surface that 

may be frequently touched by other people (door handles, tables, etc.) and before touching 

your eyes, nose, or mouth.  

                                                   

 

 

 

GUEST TEACHERS TRAINING 

It is very important that all employees understand the safety requirements, protocols, and 

expectations to ensure everyone and their communities stay safe and prevent the spread of 

the virus.  We will be receiving an email through our learning management system, 

SafeSchools, with instructions on how to log on and access our Guest Teacher Training 

modules. 
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EMPLOYEE SCREENING AND PROTOCOLS     

What to expect when arriving to work  

Follow these steps upon arrival: 

1) Plan to arrive a few minutes prior to start time. 

2) Be sure to wear your face covering before entering the building/work site, proceed to 

the designated area where temperature checks and digital QR screener will be 

conducted daily. 

3) Remain 6 feet apart when waiting to be screened and cleared. 

4) Clock in and follow Guest Teacher handbook start of day guidelines 

5) Stay in your designated classroom/office as much as possible. 

 

All employees are required to self- screen before reporting to work.  All staff and visitors will 

be screened to help prevent the spread of COVID-19 and reduce the potential risk of 

exposure to our employees, we will be requiring employees to complete a self-screening 

which includes a temperature reading and answering a set of questions related to COVID-19 

symptoms including: 

 

● Cough 

● Shortness of breath or difficulty breathing 

● Chills 

● Repeated shaking with chills 

● Muscle pain 

● Headache 

● Sore throat 

● Loss of taste or smell 

● Diarrhea 

● Feeling feverish or a measured temperature greater than or equal to 100.0 

degrees Fahrenheit 

● Known close contact with a person who is lab confirmed to have COVID-19 

 

All screening information will be kept confidential. 

SOCIAL DISTANCING 

Social distancing is an effective way to prevent potential infection. All Aledo ISD employees, 

students, parents, and visitors should practice staying approximately 6 feet away from 

others when at all possible and minimizing contact with others outside of your daily 

schedule of cohorts. 

● Traffic Flow – Be aware of any taped lines on the floor marking the walking 

direction throughout the office/campuses in order to maintain one-way 

walking patterns on each side of a hallway.  This will be in locations where 

possible. 

● Ad-hoc Interactions/Gatherings – Non-essential/informal meetups and visiting 

should be avoided. 
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PERSONAL WORKSPACE/CLASSROOM 

Aledo ISD staff will use the signage provided to indicate the room for sanitizing and 

disinfecting.  All teachers and students are asked not to visit another classroom outside of 

their team or grade level.  Employees are encouraged to disinfect their own personal 

workspace (teacher desk, laptop, etc.) throughout the day, giving special attention to 

commonly touched surfaces. 

SHARED WORKSPACE 

Employees are encouraged to disinfect their own workspace multiple times throughout the 

day, giving special attention to commonly touched surfaces. Aledo ISD has alcohol-based 

hand sanitizers throughout the workplace and in common areas. Cleaning sprays and wipes 

are also available to clean and disinfect frequently touched objects and surfaces such as 

telephones and keyboards. The Aledo contracted services custodial team will clean all 

workspaces at their designated cleaning time. 

Please note that proper equipment such as acceptable disinfectant and PPE should be used 

when cleaning individual workspaces. 

  

There will be limited access to certain workspaces to reduce exposure to risks and ensure 

employee safety. Workspace usage is as follows: 

 

Capacity– Aledo ISD will be monitoring the number of employees in the offices and 

on campus while the risk of infection exists and begins to diminish.  

 

Conference Rooms– If a group is greater than 10, we ask that the meeting(s) are 

offered remotely using WebEx or Zoom as virtual options even for employees in the 

office or school.  

 

Breakrooms or Teacher Lounge/Multipurpose Room–These spaces will not be 

for congregating; it is best practice for us to eat at our workspaces when possible 

until further notice. Please clean any shared appliances such as coffee machines, 

refrigerators, and microwaves after each use.  
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Lunch  
While trying to avoid common area gatherings, please prepare to eat lunch in your 

classroom/office area, possibly outside if you prefer. Make sure you practice social 

distancing requirements during your lunch period. 

 

Meetings   
Human Resources will: 

• Make every effort to schedule Guest Teacher trainings and onboarding meetings via 

WebEx or Zoom.  

• Continue to schedule any necessary meetings with employees or external parties via 

WebEx/Zoom, or phone conference, not face to face.  

In-person attendees should wear face masks and sit at minimum 6 feet away from one 

another. 

Please don’t congregate in: 

• common areas 

• hallways 

• restrooms 

HEALTH PROTOCOL 

● If an employee becomes ill at work or if another person is exhibiting symptoms of 

COVID-19 at work, they may be asked to leave work and go home or to the nearest 

health center. 

● Employees returning to work from an approved medical leave should contact HR.  

You may be asked to submit a healthcare provider’s note before returning to work. 

 

If you have been diagnosed with COVID-19, you may return to work when all 3 criteria are 

met: 

1.  At least 3 days (72 hours) have passed since recovery (no fever without the use of 

fever-reducing medications); and 

2. You have improved in respiratory symptoms (cough, shortness of breath, etc.); and 

3. At least 7 days have passed since symptoms first occurred 

 

● If you have symptoms that could be COVID-19 and do not get evaluated by a 

medical professional or tested for COVID-19, it is assumed that you have COVID-19 

and may not return to work until the three criteria listed above have been met. 

GUIDANCE IF EXPOSED 

While we all hope to avoid exposure to illness from COVID-19, we need to be prepared for 

that possibility.  If you or someone you’ve been in contact with has been exposed to the 

virus, our first concern is for your health and safety and those around you.  In this rapidly 

changing situation, healthcare providers should have the most up-to-date information from 

the CDC. 

 

Please do the following: 
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1. Quarantine yourself in a specific room away from others in your home 

2. Contact the following (in order of priority), let them know you have been exposed to 

COVID-19, then follow their instructions. 

a. Your healthcare provider 

b. Aledo ISD’s HR department 

c. Your supervisor 

3. HR will determine appropriate next steps.  

4. In case of an emergency, call 911 and let them know you have been exposed to 

COVID-19, then follow their instructions. 

If an employee or student becomes ill on campus/district, he/she will immediately report to 

the district nurse’s isolation room and the case form will be completed.   

● The nurse must complete the Suspected COVID-19 Case Form and call the local 

health authority and seek advice regarding transportation and location.   

● The nurse and others attending the suspected infected person, should also wear a 

protective mask and gloves while working with the suspected infected person.  

● The nurse will direct the ill employee to leave work or call the parent of the student 

to be picked up and go home.   

● The nurse and campus/district supervisor must identify persons who may have come 

in contact with the suspected infected person.  Unless required by the local health 

authority, the name of the employee should not be provided.   

● A Guest Teacher that may have been in contact with a suspected employee or 

student will be advised to carry out self-screenings every morning, and based on the 

results, contact the HR Department. 

● The isolation area and suspected employee’s or student’s work area/classroom must 

be thoroughly cleaned and disinfected, in addition to all other common surfaces 

recently touched by the employee or student.    

 

Below please find a chart of COVID-19 diagnosis or contact with a COVID-19 positive 

individual. 

COVID -19 Symptoms, Exposures, and Diagnosis Chart 

SCENARIO DESCRIPTION DEFINITION PROTOCOL 

 
Guest Teacher 

WITH COVID-

19 SYMPTOMS 

(PRE- 

DIAGNOSIS) 

 
If a guest 
teacher has any 

symptoms 

related to 

COVID-19... 

fever or chills, cough, 

shortness of breath or 

difficulty breathing, 

fatigue, muscle or body 

aches, headache, new 

loss of taste or smell, 

sore throat, congestion 

or runny nose, nausea 

or vomiting, diarrhea 

The Guest Teacher must: 

 
-Stay home* 

-Seek medical assistance 

-Notify HR as soon as 

possible 

-Remain home until cleared by 

Student Services and/or HR 
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Guest Teacher 

DIAGNOSED 

WITH COVID-

19 (POSITIVE 

TEST) 

 
If a guest 

teacher has a 

confirmed 

diagnosis of 

COVID-19... 

guest teacher diagnosed 

with COVID-19 by testing 

positive and has not been 

medically cleared to return 

to work (72 hours after 

symptoms subside and a 

negative test occurs) 

The Guest Teacher must: 

-Stay home* 

-Seek medical assistance 

-Notify HR 

-Remain home until cleared by 
-Student Services and/or HR 

 
Guest 

Teacher 

WITH 

DIRECT 

EXPOSURE 

 
If a Guest 
Teacher has 

been directly 

exposed to a 

person with 

COVID-19 

symptoms or a 
person who has 

tested positive 

for COVID-19... 

Guest Teacher who has 

had close contact of less 

than 6 feet for 15 

minutes or longer to a 

person who has COVID-19 

symptoms, or to a person 

who has tested positive for 

COVID-19 and has not yet 

met CDC criteria for 

discontinuing 

h ome isolation 

The employee must: 

 
-Stay home* 

-Monitor for symptoms 

-Seek medical assistance as 

necessary 

-Notify Student Services and/or HR 

-Remain home until cleared by 

Student Services and/or HR 

Guest Teachers with the above three scenarios must: 

❑ stay home (do not report to work) 

❑ seek medical assistance and testing to determine whether the employee has COVID-19 

❑ notify their direct supervisor or Student Services/Human Resources Executive Director within 
24 hours of the employee’s receipt of a COVID-19 diagnosis and provide details of potential 
workplace exposures through supervisor/Student Services/HR inquiries. This notification may 
be made by phone, email, or through the designated emergency contact of the employee. 

❑ remain home until coordinated through HR for appropriate leave options and return-to-work step                          

  

 

 

 

 

 

 

 

 

 

 

 

https://www.cdc.gov/coronavirus/2019-ncov/hcp/disposition-in-home-patients.html
https://www.cdc.gov/coronavirus/2019-ncov/hcp/disposition-in-home-patients.html
https://www.cdc.gov/coronavirus/2019-ncov/hcp/disposition-in-home-patients.html


ALEDO ISD RETURN TO SCHOOL PLAN 

Indirect Exposure Protocols Chart 

 

SCENARIO DESCRIPTION DEFINITION PROTOCOL 

 
Guest 

Teacher 

WITH 

INDIRECT 

EXPOSURE 

 
If a Guest Teacher 
has been indirectly 

exposed to a person 

who has tested 

positive for 

COVID-19... 

all other exposure than 
defined as direct 

exposure above, such 

as an individual who has 

had contact once 

removed with a person 

who confirmed positive 

for COVID-19; limited 

exposure such as 

contact at more than 6 

feet at all times for a 

short period of time; or 

being in the same 

location as others who 

have tested positive for 

COVID-19 

The Guest Teacher must: 

 
-Monitor continuously for 

developing symptoms 

-Use enhanced safety protocols 

and use of personal protective 

equipment for 14 days 

-Notify Student Services and/or 

HR out of an abundance of 

caution with details of exposure 

and next steps 

-If symptoms develop, stay 

home and seek medical 

assistance, as described above 

for “Employee with COVID-19 

Symptoms” 

 

Guest Teachers who have had an indirect exposure to COVID-19 must: 

❑ monitor continuously for developing symptoms or change in circumstance 

❑ notify direct supervisor or the Student Services/Human Resources Executive Director within 24 
hours of finding out they have been indirectly exposed and provide details through 
supervisor/Student Services/HR inquiries. This notification may be made by phone, email, or 
through the designated emergency contact of the employee. 

❑ employees will typically be able to continue working in cases of indirect exposure but will be 
required to follow enhanced safety protocols and use of PPE equipment. 

 

WHAT TO EXPECT WHEN REQUIRED TO STAY HOME 

If a Guest Teacher has been requested to stay home, here is what expectations and return-to-work will 
look like: 

• Employee must seek medical advice and testing when showing COVID-19 symptoms. 

● Employee must chart date symptoms begin and end and report them to HR Executive Director as 
well as complete the Health Form. 

● Employees must follow CDC Guidelines before returning to work: 

○ CDC Exposure Protocols 

https://www.cdc.gov/coronavirus/2019-ncov/php/public-health-recommendations.html
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○ CDC Symptoms/Diagnosis Protocols 

● The district requires a doctor’s note that clears the employee to return to work (which may be 

earlier or later than the above general protocols, depending on the individual circumstance). 

 

COVID-19 - EMPLOYEE HEALTH REPORT FORM 
In the event a guest teacher employee suspects or knows they or someone they have 

had contact with have tested positive for COVID-19, you will be asked to access and 

complete this form.  CLICK HERE TO ACCESS 

FACILITIES CLEANING            

The safety of all employees and students are our priority. Upon reopening, our schools 

have been completely cleaned and disinfected and we will continue to adhere to all 

necessary safety precautions. In addition to the deep clean off the office and school 

before employees and students return, the cleaning steps outlined below are to be 

taken to disinfect workplace surfaces, chairs, tables, etc. to protect employees and 

reduce the risk of spread of infection. We will require employees to maintain this safety 

standard by continuously cleaning and disinfecting based on the frequency stated 

below. 

 

GENERAL DISINFECTION MEASURES 

 

Category Area Frequency 

Workspaces Classrooms, Offices At the end of each use/day 

Appliances Refrigerators, Microwaves, Coffee 

Machines 

Daily 

Electronic 

Equipment 

Copier machines, Shared computer 

monitors, TV’s, Telephones, keyboards 

At the end of each use/day 

and/or between use 

General Used 

Objects 

Handles, light switches, sinks, restrooms At least 4 times a day 

Buses Bus seats, handles/railing, belts, window 

controls 

At the end of each use/day 

Common Areas Cafeteria, Library, Conference rooms, 

Gyms, Common Areas 

At the end of each 

use/day; between  

Groups 

 

The goal is to establish a sanitary baseline before the site opens.  The site should be 100% 

disinfected prior to anyone returning to work. 

https://www.cdc.gov/coronavirus/2019-ncov/if-you-are-sick/end-home-isolation.html
https://docs.google.com/forms/d/e/1FAIpQLSdSN1sqYYyAok8Idf8eywXLDSqPbfO0zhcPEnoZFTz8QHv7PA/viewform
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COMMUNICATION METHODS                                                                      
To stay updated on the most up-to-date information: 

1. Visit our district website  

2. Follow our social media platforms  

 

 

https://www.aledoisd.org/domain/1837

