
 

 
 

Saint Anne School 

Reopening Plan 
 

 

Overview  
In these difficult and uncertain times, we have constructed a plan that we believe will 
allow us to provide our students with the best education possible, while keeping health 
and safety a top priority. This plan details the policies and procedures that we have 
determined will enable students and staff to return to campus safely and maintain as 
much stability and consistency as possible in these challenging circumstances. This is a 
preliminary draft that is subject to change; it may be revised and finalized prior to the 
start of the school year. This document is meant to supplement the St. Anne School 
Parent Handbook. It contains updated information that applies to the current COVID 
situation; policies included here supersede those in our Handbook. Parents and 
students should still review the Handbook for any policies not included or updated here 
(i.e. dress code guidelines, general school information, etc.) As we move forward, we 
are excited to welcome our students back on campus, and we remain committed to 
providing them to grow in faith, knowledge, and service.  

The parent survey sent out in June noted that over three-quarters of our families wanted 
our school to return to in-school instruction this coming year.  The other 25% of our 
families were uncertain about their children returning to the building, wanted a hybrid 
version of returning to campus full-time, or did not feel comfortable having their child 
returning to campus and thus wanted Distance Learning to continue in the Fall.  In an 
effort to be sensitive to the needs and concerns of all our families, we are offering two 
options to families with regards to their child’s education.  The first option for parents is 

 



 

that their child(ren) will return to live in-school instruction five days a week for our 
normal full-day instruction.  This plan details the changes that will be made in school 
policies and procedures for safety.  The second option is offering a Distance Learning 
platform for those families who do not feel comfortable bringing their children back to 
the school building for instruction.  Those students who will be utilizing a DL approach 
will need to adhere to the requirements of participating in DL as noted later on in this 
document.  It is important to note, however, that DL students cannot switch back and 
forth from DL to in-school instruction during the course of the first semester.  If there is a 
breakthrough with a vaccine in the coming months, the school’s current instructional 
plans will be changed and/or amended as needed/appropriate. 

Again, the teachers, staff, and I look forward to working with all of our students.  The 
health and safety of our students and staff is a priority.  Working together we will carry 
on our long tradition of instilling in our students a love and curiosity of learning, a 
respect for others, and a sense of caring for our world-wide family….ALL of which is 
founded on each of us living our lives based on the teachings of Jesus. 

Thomas C. White 
Principal 
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Saint Anne School 2020-2021  

School Planning Guide 

Based on SFDPH Recommendations 

What to Expect When Schools Reopen  
The San Francisco Department of Public Health recommends the following 
health and safety guidance for the reopening of schools based on current 
information. This guidance will be updated as the situation changes.  

General COVID Procedures  
We ask that parents discuss the following health and safety procedures with 
their children, and emphasize the importance of physical distancing, wearing 
masks, and frequent hand washing/sanitizing. Following these guidelines is 
essential for keeping our community safe and healthy.  

● All students, faculty, and staff will be required to wear masks on campus. 
During instruction, teachers may also wear a clear face shield.  

● Everyone on campus must refrain from shaking hands, hugging, and 
other close physical contact.  

● Frequent hand washing and hand sanitizing procedures will be 
implemented in each classroom.  

● Water fountains will be turned off thus not available to the students. 
Students should bring adequately-filled water bottles from home to last 
them the entire day. Students will not have an opportunity to refill water 
bottles at school.  

● Bathroom routines will be established to ensure physical distancing and 
sanitizing. Additionally, bathrooms will be cleaned and sanitized 
throughout the day and at the end of the day.  

● High-touch points in each classroom will be sanitized frequently 
throughout the day.  

● Classroom visitors and volunteers cannot be accommodated at this time.  
● Classroom desks will be arranged to promote physical distancing (6 feet 

apart according to the SFDPH guidelines)  
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● All students and staff will be encouraged to wash their hands regularly 
and thoroughly. Hand sanitizer will be made available in every classroom, 
restroom, and common space.  

● Supply sharing will be limited between students and disinfected between 
uses if sharing is unavoidable.  

● Students/Adults who are not feeling well should not go to school.  

 

Self-Screening for Symptoms  

• Before students and staff come to school, they will need to conduct a self-check 
for signs and symptoms of COVID-19.  

• Anyone who has been exposed to someone with COVID-19 in the past 14 days 
(exposure means within 4-6 feet for 15-minutes or longer) or who is showing 
symptoms should not come to school.  

• Students and staff should self-check for symptoms throughout the day. Those 
who develop signs and symptoms of COVID-19 will be sent home.  
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Long-term School Closure Plan 

In the event that school is closed for an extended period of time, St. Anne 
School will revert to an online Distance Learning plan. A structured, full day 
schedule will be implemented with a combination of daily Google Classes and 
assignments delivered via online learning platforms. All necessary resources 
and information will be posted for parents for easy access.  

Other Safety Considerations  
● Cloth face coverings will be worn by all faculty, staff, and any adult. 

Teachers will have access to face shields in addition to wearing a mask if 
desired.  

● Students are required to wear cloth face coverings. Cloth face coverings 
are important even when physical distancing and cohort groups are 
occurring.  

● Physical distancing is important at all times, including during drop-off and 
pick-up of students.  

● Students will be frequently reminded to avoid touching their face and face 
covering, and to wash their hands often.  

● Gloves will be used by those conducting duties such as cleaning, first aid, 
and/or providing medical procedures.  

● Physical barriers may be used when physical distancing is not possible.  
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On Campus and in the Classroom 
Physical distancing helps limit the spread of the virus. Saint Anne School will 
implement the following strategies to maintain smaller groups of students in 
shared spaces:  

● Visitors to the building will be limited to those who might be needed to 
ensure the health and safety of students or staff.  

● Students will be kept in smaller cohorts with minimal mixing to the 
greatest extent practicable.  

● Recess will be in grade-level cohort groups outside in their designated 
areas of the yard. 

● Lunch will be in grade-level cohort groups outside in their designated 
areas of the yard.  

● Student desks will be spaced six (6) feet apart to promote physical 
distancing where practicable.  

● Hot Lunch will not be available until the school returns to a normal 
operating mode after the guidelines have been changed or lifted.  

● St. Anne School will avoid large gatherings such as assemblies and 
all-school Masses.  

● A sick room / isolation room has been designated for students who are 
not feeling well to minimize contact with others until they can go home. 
Parents must pick up sick children within the hour - families need to have 
someone reliable designated for this task if a parent is unable to pick up 
the child in a timely manner.  In order to avoid possible exposure to staff 
and students, parents will wait outside the set of upper doors of the 
school building.  Children will be walked to those entrance doors at the 
time parents arrive. 
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To maintain physical distancing, activities that require 
students to congregate will be limited and modified as 
guidelines change.  
Physical distancing is critical to limiting the spread of COVID-19. It will 
impact how some courses will be taught and which sports and 
extracurricular activities students will be able to participate in safely.  

At this time, the following activities will not take place:  

● After-school programs like Chinese School, chess, tennis, yoga, 
band, choir, etc. 

● Altar serving  
● All school Masses  
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● CYO Sports  

At this time, the following activities may take place virtually, using online 
resources:  

● Assemblies/Rallies  
● Field trips  

In-Class  
● To minimize the number of students interacting, at least six feet of 

physical distancing between students will be maintained in all classes 
and courses as practicable.  

Division of Classes is as follows: 

● Kindergarten will be relocated to the upper and lower cafeteria. First 
grade will occupy the first grade classroom and the Spanish 
classroom.  Second grade will occupy the second grade classroom 
and the Primary Science classroom.  Third grade, being small in 
number, will remain in third grade.  Fourth grade will occupy the 
fourth grade classroom and the upstairs conference room.  Fifth 
grade will be moved to the science room as it is large enough to 
socially distance all the students.  Sixth grade will occupy the sixth 
grade classroom and the fifth grade classroom.  Seventh grade will 
occupy the seventh grade classroom and the music room.  Eight-one 
will occupy the 7-1 classroom and the 7-2 classroom.  Eight-two will 
occupy the 8-2 classroom and the old 8-1 classroom.  

 
● Classroom windows will be opened as appropriate to allow for 

circulation/ventilation of air throughout the classroom. 
● Since drinking fountains have been turned off, thus not available for 

use, students will be directed to bring their own filled water bottle to 
school each day.  

● Some subjects may need modifications on how they will be taught if 
physical distancing is not feasible or when there is an increased risk 
for spreading the virus.  
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● We will work with students and families to ensure accommodations 
are made and alternative options will be considered.  

● All students are required to wear face coverings.  
● Due to health and safety restrictions, recess procedures will follow 

guidelines for physical distancing.  Students will have the opportunity 
to eat a snack, use the restroom, socialize with their peers, and 
engage in physical movement during their scheduled breaks.  

● If a student needs to use the restroom during class time, they will be 
allowed to go but will need to follow the number limitation in the 
bathroom at one time as well as the social distancing requirements. 
No more than four students may be in the bathroom at a time.  When 
going to the bathroom, the student will take a bathroom “pass” with 
them to facilitate social distancing.   Before a student enters the 
bathroom s/he will place his/her “pass” on to one of the four hooks 
outside the bathroom door.  When there are four passes on the 
hooks, other students will wait outside door in distanced line till a 
space opens.  After using the restroom, the child will wash their 
hands with soap and water, dry them, and then leave the bathroom 
taking off their “pass” from the hook outside the bathroom and then 
go directly back to class. 
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Healthy Hygiene Practices  

How will healthy hygiene practices be supported at 
schools?  
St. Anne School will teach and reinforce – to both students and staff – 
healthy hygiene practices: such as washing hands; avoiding contact with 
one’s eyes, nose, and mouth; and safely covering coughs and sneezes.  

Other methods to promote healthy hygiene include the following:  

● Staff will model and practice hand washing.  
● Routines have been developed enabling students and staff to 

wash/sanitize their hands at regular intervals.  All will sanitize their 
hands when they first enter the school building in the morning.  Hand 
sanitizer will be used after a child or adult coughs or sneezes.  Before 
going out to recess or lunch all will sanitize their hands.  Before 
returning to the classroom hand washing/sanitizing will take place. 
After the use of the restroom, all will wash their hands. 

● Staff will teach and reinforce the proper use of cloth face coverings, 
masks, or face shields at the beginning of the day and throughout the 
day as appropriate. Cloth face coverings are most essential at all 
times and proper use of them will be reinforced by the teachers.  

● Students and staff will be frequently reminded not to touch their face 
covering and to wash their hands frequently.  

Adequate supplies will be available to support healthy hygiene behaviors, 
including soap (in the bathrooms), tissues, trash cans, face coverings, and 
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hand sanitizer in the classrooms, at all entrances, offices, and gathering 
areas. 

 

Screening and Testing  
Temperature screening will be implemented for all students and staff as 
well as any essential visitors to St. Anne School.  Each of those groups of 
individuals will be required to present a signed form stating that the 
child/person has not shown any signs of COVID-19 and is in good health, 
wear a mask, and apply hand sanitizer at the time of entry. Forms will be 
cataloged and filed daily for any future need. 

We ask families to take their child(ren)’s temperatures each morning before 
coming to school. Anyone with a fever of 100.4 or higher and/or showing 
signs of COVID-19 should not come on a school campus. Additionally, 
students and adults experiencing any symptoms of COVID-19 or who have 
been exposed to someone with COVID-19 in the past 14 days should not 
come to school. 

All staff will be COVID tested every two months according to the recent 
guidelines established by SFDPH.  St. Anne School along with the other 
schools in the Cluster will contract to have the testing done. 
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Reporting/Health Protocols/ Communication  

What is the protocol for handling students or staff 
exhibiting symptoms?  
Students or staff who are exhibiting COVID-19 symptoms should not come 
to school. If they begin exhibiting symptoms after arriving at school, the 
individual will be separated from others and arrangements will be made for 
the individual to go home as soon as possible. A “sick room/isolation room” 
has been set up where symptomatic individuals will remain until they can 
go home.  

St. Anne School will notify the SFDPH and Archdiocese of San Francisco 
Superintendent when there is a possible case.  The school will then be 
allowing the SFDPH to investigate the case.  SFDPH staff will conduct 
contact tracing using classroom rosters and information obtained from 
school personnel through interviews and in coordination with school 
officials in the event of a positive test. As per SFDPH’s guidelines, 
communication recommendations will vary depending on the specific 
circumstances of a case in a school community. At a minimum, the 
affected cohort will need to be notified. Media is handled in coordination 
between the school administration and the SFDPH.  
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The CDC and SFDPH guidelines for determining when a person who was 
recently in close contact with a person with COVID-19 or a person with 
COVID-19 can return to work or school include:  

● Stay home until 14 days after the last exposure -  
● Check temperature twice a day and watch for symptoms of 

COVID-19.  
● If possible, stay away from people who are at higher risk of getting 

very sick from COVID-19.  

If a student or staff has a household member that tests positive for 
COVID-19, the student must quarantine at home for 14 days. As per 
SFDPH guidelines, SFDPH may issue an order with explicit instructions on 
quarantine and details on its expiration. If needed, SFDPH may provide 
clearance letters at the end of isolation/quarantine. Staff or students should 
contact their personal medical provider if a return-to-school/work clearance 
note is needed since individual health situations may vary. 
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General Safety Concerns  

Will campuses be required to close again?  

Saint Anne School has developed a plan in case of the possibility of repeated 
closures of groups/cohorts of students, particular classes, or the entire facility. 
Classes will be live-streamed daily so children who are staying at home will not 
miss valuable classroom instruction. Teachers will be prepared with classwork in 
the case of an unexpected school closure. It continues to be a possibility that 
St. Anne School might go into a Distance Learning mode. Students and parents 
will be trained in the Fall so that learning will not be interrupted if education must 
take place online.  

Preventive measures like keeping sick children home, physical distancing, and 
cloth face covers will decrease the number of contacts and the spread of the virus. 
This also means that just because there is a positive case in a classroom, the entire 
classroom or school may not necessarily need to be sent home.  

If a positive case of COVID19 will occurs we will immediately consult with the 
SFDPH when determining whether a school/class closure is warranted, and for 
how long. 
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Online Distance Learning Guidelines  
When attending a Distance Learning class from home, students are 
expected to adhere to the following guidelines:  

● Wear either a St. Anne white uniform shirt/blouse or St. Anne polo 
shirt with the school logo for daily instruction.  

● Ensure your workspace is quiet, clean, and has an appropriate 
background.  

● Be on time to the start of the day and the start of all classes.  
● Keep video on at all times and stay muted, unless otherwise 

instructed.  
● Be seated at a desk or table and look directly into the camera.  
● Avoid eating, getting up, or moving around during class time.  
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Attendance  
● Regular attendance is required of all students in order to ensure student 

success. Students must participate in both at-school and Distance Learning 
sessions (if and when they occur.) Attendance will be recorded at the start of 
each day both in-school and for Distance Learning. In the event of a 
long-term school closure with DL going on, attendance will continue to be 
taken each day. 

● Tardiness: Students arriving to school after their class has entered the 
building, will be required to enter through the front doors of the school on 
14th Avenue and go through the same screening procedure that takes place 
for every child…i.e. temperature check, signed parent health form, wearing 
a mask, and application of hand sanitizer.  Again, social distancing for all 
parties will be followed during this time. 

Arrival and Dismissal  
In order to eliminate congested areas on the street, around the 
neighborhood, and in the school yard while facilitating safe physical 
distancing during the drop-off and pick-up time, parents and students need 
to follow these procedures: 

PLEASE REMEMBER:  All parents must enter and drive through the 
schoolyard at a SLOW and SAFE speed at all times in the morning and 
afternoon!! 

Morning Arrival  

The Morning Drop-Off pattern will be similar to our rainy day 
routine, entering the yard from the Irving Street gate and exiting 
out the Funston Avenue gate. 
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● Parents of students in grades 8-1, 8-2, and 7 drive into the yard 
at 7:50.  Students will exit the car on the school building side 
and proceed to their specific entry door where they will be 
screened before being allowed to enter the building.  Social 
distance policies will be followed throughout the screening 
process and building entrance. 

8-1 – Jr. High doors, 8-2 center doors, 7 – 3rd grade doors. 

● Parents of students in grades 6, 5, and 4 drive into the yard at 
8:05.  Students will exit the car on the school building side and 
proceed to their specific entry door where they will be screened 
before being allowed to enter the building.  Social distance 
policies will be followed throughout the screening process and 
building entrance. 

Grade 5 - Jr. High door,.  Grade 6 - center doors,  Grade 4 - 3rd 
grade doors. 

● Parents of students in grades 3, 2, and 1 drive into the yard at 
8:20. Students will exit the car on the school building side and 
proceed to their specific entry door where they will be screened 
before being allowed to enter the building.   Social distance 
policies will be followed throughout screening process and 
building entrance. 

 Grade 3 - 3rd grade doors,  Grade 2 - center doors,  Grade 1 - 
Jr. High doors. 

● Kindergarten parents can drive into the yard at 8:00 and park their 
car against the Funston Avenue fence and proceed to walk their child 
to the Kindergarten entrance doors on 14th Ave.  

● Families with multiple children should arrive at the time when the 
earliest grade child is designated to arrive.  Siblings are to sit on the 
benches along the school building keeping socially distanced as 
much as possible and wait until their class is called to line up for 
screening and entrance to the building. 
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Afternoon Dismissal  

Parents picking up their child should follow this procedure: 
Please do not get out of the car to come over to the building to 
get your child; they will walk to you.  Once the child(ren) is/are 
in the car, parents should SLOWLY and SAFELY proceed out 
the Funston Avenue gate. 

● Grades K, 1, and 2 will be dismissed at 2:40.  Kindergarten 
parent cars will park in Section 1, designated in the yard. First 
grade parent cars will park in Section 2, designated in the yard. 
Second grade parent cars will park in the Section 3 designated 
in the yard.  The children will be walked out through their 
respective doors by the teacher and assistant teacher and then 
the child will walk over to the awaiting parent in their car. 

● Grades 3, 4, and 5 will be dismissed at 2:55.  Third grade 
parent cars will park in Section 1, designated in the yard. 
Fourth grade parent cars will park in Section 2, designated in 
the yard.  Fifth grade parent cars will park in Section 3, 
designated in the yard.  The children will be walked out through 
their respective doors by the teacher and assistant teacher and 
then the child will walk over to the awaiting parent in their car. 

● Grades 6, 7, and 8 will be dismissed at 3:10.  Sixth grade 
parent cars will park in Section 1, designated in the yard. 
Seventh grade parent cars will park in Section 2, designated in 
the yard.  Eighth grade parent cars will park in Section 3, 
designated in the yard.  The children will be walked out through 
their respective doors by the teacher and assistant teacher and 
then the child will walk over to the awaiting parent in their car. 

Families with multiple children should arrive at the dismissal 
time of their youngest child and park in that child’s grade level 
designated section.  They should remain parked there until all 
their children get into the car.  They should then drive slowly 
and safely out the Funston Street gate. 
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Extended Care 
Extended Care will only be accepting students that have enrolled in the 
program at the beginning of this semester and have a fixed schedule of 
attendance.  Applications must be submitted before the start of school so 
children can be assigned to fixed cohorts. Students will not be allowed to 
“drop-in” to Extended Care while the current SFDPH guidelines are in 
place. 

Moriarty Hall is the designated area for Extended Care to take place each 
morning and afternoon.  Students will be divided up into grade-level 
cohorts as best as possible.  Once cohorts have been set up, students will 
remain in their cohort while the current SFDPH guidelines remain in place.  

Drop off and pick up procedures have been established.  Parents will drop 
students off or pick them up at the Funston Avenue walkway/alleyway in 
back of St. Anne Church.  Parents can walk their child to the entrance, but 
are not allowed into Moriarty Hall.  When picking up students, parents can 
walk down the walkway to pick up their child.  Parents must wear a mask 
any time they are walking down the walkway to drop off or pick up their 
child.  

When students arrive at the Extended Care entrance, in the morning, they 
will be wearing their mask, have their temperature taken, present the 
Extended Care staff with the health form signed by the parent, and then 
apply hands sanitizer before entering the hall.  After-school Extended Care 
students will not need to present the health form to the teacher.  They will 
be wearing their mask, have their temperature taken, and apply hand 
sanitizer before entering the hall.  In the yard, masks will continue to be 
worn most times, but always when students are closer than six feet apart. 

Students will be socially distanced while working at tables in Moriarty Hall. 
Cohorts will be socially distanced 10 feet from each other.  Students can 
continue to play in their own cohorts outside in the yard.  Equipment will be 
assigned and marked for each cohort in an attempt to limit cross 
contamination.  Each student will bring their own supplies from home and 
keep them stored in their backpacks.  Any additional supplies that might be 
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provided will be sanitized by the Extended Care staff at the end of use 
before it is returned to its location. 

Bathroom use will be limited to 5 students in the boys’ bathroom and 6 
students in the girls’ bathroom.  Students will put up their “pass” on the 
hook outside the bathroom in order to limit the number of students using 
the bathroom.  They will be reminded to properly wash their hands before 
leaving the bathroom.  Upon leaving the bathroom, they will remove their 
“pass” from the hook and return it to their backpack. 

Morning “breakfast” and after school snacks will not be provided in 
Extended Care due to the health and safety concerns as per SFDPH 
guidelines. Students will need to bring their own morning “breakfast” 
item(s) and/or afternoon snacks and drink each day to Extended Care. 

Unfortunately, Homework Club cannot take place due to the potential of 
mixing cohorts and limited staffing. 
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Parent Communication  

Back-to-School Night  
Due to health and safety protocols, Back to School Night will not be held as 
normally scheduled. Teachers will conduct (an) evening Zoom meeting(s) 
with parents.  More details will be shared when the school year begins. 

Parent Teacher Conferences  
Required Parent Student Teacher Conferences will take place November 3 
- 6 virtually via Zoom. Students at every grade level are expected to 
participate in the conference with their teacher and parent(s).  

Parents who wish to meet with the teacher during the year are encouraged 
to call, send a note, or email the classroom teacher to arrange an online 
meeting.  

Drop-in conferences on campus are not permitted at any time due to health 
and safety protocols in place.  

School Newsletter  
Our St. Anne School Newsletter will continue to be sent home to all 
families on Wednesday afternoon via email. This newsletter is our primary 
means of communication and contains all the important information for the 
week.  
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DROP OFF HOURS AND PICK UP HOURS 

  

Drop off hours: 

7:50 for grades 8-1, 8-2, 7 

8:05 for grades K, 6, 5, 4 

8:20 for grades 3, 2, 1 

  

Pick up hours: 

2:40 for grades K, 1, 2 

2:55 for grades 3, 4, 5 

3:10 for grades 6, 7, 8-1, 8-2 
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Refusal of Admission Record 

  
(Form to be kept in binder for each entrance location) 

  
Date Time Name of Individual   Grade       Reason 

Screener Initials 
  

1 . 

2 . 

3 . 

4 . 

5 . 

6 . 

7 . 

8 . 

9 . 

10   . 

11   . 

12   . 

13   . 

14   . 

15   . 

16   . 

17   . 
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Desks Socially Distanced in Classrooms 
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HALLWAYS MARKED FOR SOCIAL DISTANCING 
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Social Distance  Marking in Office 
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No Touch Thermometers 
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