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A Note to All Readers
The health and safety of our students and staff is our number one priority. 
Footprints Center for Autism (FCA) is providing a copy of this Return to Work 
Handbook to ensure that staff and clients are aware of FCA’s health and safety 
practices when onsite at FCA. This handbook was developed specifically for 
Footprints Center for Autism and is subject to change over time as expert 
recommendations, regulatory practices, and industry practices mature. 
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A Note to All Readers
This handbook aligns with the Centers for Disease Control, Department of 
Health and Human Services pursuant to the Occupational Safety and Health 
Act, and World Health Organization recommendations to the greatest extent 
possible. This is a working document and will be updated to reflect changes in 
directives and introduce new recommended practices as they become 
available. It is intended to support the safe re-opening of FCA’s on-site 
programming and to provide information and instruction for all who enter 
FCA facilities to keep themselves and others safe. 
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A Note to All Readers
Additionally, FCA staff must comply with all applicable laws, meaning that if 
there is a conflict between the recommendations in the Return to Work 
Handbook and the applicable law, FCA staff must follow the applicable law. 
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A Message From Leadership
Dear staff members, students, and families, 

It is our hope that you and your families are doing well. While we prepare Footprints Center for Autism for a safe return 

to on-site programming, we want to extend our deepest thoughts and prayers to those who have been impacted by this 

pandemic in our communities. The purpose of this handbook is to share with you the steps that have been taken and the 

steps that we will take together to stop the spread of COVID-19. This handbook will also provide an awareness of new 

health and well-being protocols, readiness for our staff and steps to ensure that our facility is ready to begin operations. 

Our hearts go out to everyone impacted by COVID-19. During this time, we encourage you to continue your efforts at 

work and at home to control the spread of COVID-19 through an increased frequency of hand washing and social 

distancing. Together we can and will get through this difficult season. Stay safe, everyone. 

Sincerely, 

Erin Bolyard     Nicole Best

Executive Director     Clinical Director 5
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Why do we exist?

Our mission is to provide comprehensive, collaborative, and 
child-centered programming for individuals with autism in a positive 

and non-restrictive learning environment so that each child can reach 
their highest potential and achieve excellence in all aspects of life.  As 

we enter our “new normal” we will continue to remain true to our 
mission statement while following new guidelines set forth in this 

handbook. 7



How Do We Behave?
Our core values continue 

to be:

Purpose Driven

Intuition

Compassion

Selflessness

Joyfulness
8



What have we done?
● Cleaned and disinfected all surfaces in our section of the building
● Instituted updated daily and weekly cleaning protocols
● Purchased supplies to keep our staff and students safe 
● Created policies and protocols to keep our staff and students safe and 

healthy while reopening 
● Limited number of people coming in and out of the building
● Limited number of students allowed in each room
● Created hand washing protocol for staff and students
● Placed sanitizer in places where hand washing is not readily available
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Staff Self-Check Survey
Before coming into work, please complete the self check survey by asking yourself the following 
questions.  If your answer to any of these questions is yes, please do not come into work and report 
to your supervisor immediately:
❏ Have you received a confirmed diagnosis for Covid-19 by a coronavirus test or from a diagnosis 

by a healthcare professional in the past 14 days?
❏ Have you or a member of your household:

❏ Traveled on an airplane (domestic or international) in the past 14 days? 
❏ Traveled out-of-state using public transportation in the past 14 days? 
❏ Traveled across U.S. state lines using ground, non-public transportation to a state reporting positive 

testing rates of 15% or higher for COVID-19 in the past 14 days? 
❏ Have you had close contact with or cared for someone diagnosed with Covid-19 within the last 

14 days?
❏ Have you experienced any cold or flu-like symptoms in the last 14 days (to include: fever of 99.5 

or higher, cough, shortness of breath or difficulty breathing, sore throat, pressure in the chest, 
extreme fatigue, earache, persistent headache, diarrhea, vomiting, muscle pain,  chills, 
repeated shaking with chills, and persistent loss of smell or taste)? 10



How to complete the Staff Self-Check Survey
Before coming into the building, please complete the self check survey by following 
these steps:

❏ Notify Erin or Nicole to let them know you are in the parking lot
❏ Stay in your vehicle to begin process (please ensure your vehicle is in park)
❏ Open basecamp and go to -> Footprints HQ -> Docs & Files -> Reopening Documents
❏ Find the google form labeled “Staff Self-Check Survey” and click to open
❏ Fill out the form with 100% honesty
❏ Once you get to the last step (temperature check), DO NOT HIT SUBMIT.  Please turn off your 

vehicle and begin walking towards the building.
❏ Erin or Nicole will meet you by the doors, review your self-survey, and scan your temperature. 
❏ Log the temperature taken in the last question
❏ Hit submit, then enter the building 
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Student Self-Check Survey
Before coming into FCA, you will be asked to complete the self check survey  with Erin or Nicole by 
answering the following questions about you or your child.  If your answer to any of these questions 
is yes, FCA administration will not permit you or your child to enter the building:
❏ Have you or your child received a confirmed diagnosis for Covid-19 by a coronavirus test or 

from a diagnosis by a healthcare professional in the past 14 days?
❏ Have you, your child, or a member of the child’s household: 

❏ Traveled on an airplane (domestic or international) in the past 14 days? 
❏ Traveled out-of-state using public transportation in the past 14 days? 
❏ Traveled across U.S. state lines using ground, non-public transportation to a state reporting positive 

testing rates of 15% or higher for COVID-19 in the past 14 days? 
❏ Have you or your child had close contact with or cared for someone diagnosed with Covid-19 

within the last 14 days?
❏ Have you or your child experienced any cold or flu-like symptoms in the last 14 days (to 

include: fever of 99.5 or higher, cough, shortness of breath or difficulty breathing, sore throat, 
pressure in the chest, extreme fatigue, earache, persistent headache, diarrhea, vomiting, 
muscle pain,  chills, repeated shaking with chills, and persistent loss of smell or taste)?
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How to complete Student Self-Check Survey
Before your child can exit the vehicle for drop-off, please work with staff to complete 
the self-check survey by following these steps:

❏ Arrive 3-5 minutes before your child’s designated start time (keep them in the vehicle)
❏ Pull up to designated marked spot for Self-Check’s
❏ Stay in your vehicle to begin process (please ensure your vehicle is in park)
❏ Erin or Nicole will meet you at your vehicle and ask you the questions in the survey
❏ Answer questions with 100% honesty about your child
❏ Once questions are answered, your child’s temperature will be scanned and recorded
❏ Erin or Nicole will direct your car down to the designated drop off spot where a staff member 

will be waiting
❏ Please put your car in park and help your child exit the car. (FCA staff will no longer be getting 

children out of cars/car seats)
❏ Your child will then be received by an FCA staff member and go into the building. 
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Temperature Scanning 
Footprints Center for Autism has implemented temperature scanning to 
identify people who have elevated body temperatures (a fever). This is not a 
medical evaluation. 

Not everyone who has a fever has COVID-19. However, a fever is frequently 
one of the symptoms of being infected with the virus. To protect everyone 
who works at or attends FCA, people with elevated body temperatures are not 
permitted to enter our building. 
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Temperature Scanning 
If you have a body temperature of 99.5 degrees or higher, you will not be 
permitted to enter our building. You will be asked to return home and seek 
advice from your personal medical care provider. 

Please do not return to Footprints Center for Autism until you get a release 
from your medical provider that you may return to work or that your child 
may resume their on-site programming. 

If a staff member needs to open a medical leave- please follow the normal 
procedures as outlined in your employee handbook. 
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Face Coverings
All staff and volunteers will be required to wear masks while in the building 
and working with the students.  Students are encouraged to wear masks but it 
is not required.  Masks may be removed while outside as long as social 
distancing is being observed. Masks may also be removed by staff members 
when they are alone in a room or if they are more than 6 feet away from 
another staff member with no students present. This measure will remain in 
effect until such time as the COVID-19 virus is no longer a critical risk. 

Staff should contact FCA administration if they are concerned about their 
ability to wear the required face coverings for medical or other reasons. 
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Face Coverings-FAQ
What does a face mask do for you? 
● Reduces the risk that an asymptomatic wearer will give the virus to 

someone else 

Who needs to wear a face mask? 
● REQUIRED: All Footprints Center for Autism Employees/Volunteers
● OPTIONAL: All students that are able to wear a mask

Where are face masks required? 
● Face masks will be provided to staff and must be worn at all times when 

working with students indoors, and when not practicing social distancing 
outside. Face shields or a see-through substitute can be used for speech 
therapy sessions 
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New Handwashing Rules
Staff/Volunteer 
Hands must be washed for at least 20 seconds:
● Just after entering the building
● Throughout the day when possible
● After using restroom
● Before and after eating
● Before and after administering medication
● Before and after feeding/facilitating 

lunch/snack
● After diaper changes/student toileting
● After contact with bodily fluids/cleaning 

bodily fluids
● After outdoor play
● After dismissing a child
● Prior to your departure

Students 
Hands must be washed for at least 20 
seconds:
● Just after entering the building
● Throughout the day when possible
● After using restroom
● Before and after eating
● Before and after feeding/eating lunch or 

snack
● After diaper changes/student toileting
● After contact with bodily fluids 

(sneezing, blowing nose, etc)
● After outdoor play
● Just before dismissal
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Cleaning and Disinfecting
Cleaning and disinfecting will need to be done more frequently and 
throughout the day.  Staff will be required to follow these new rules/protocols:

● Common areas
○ Office

■ Refrigerator will not be used by staff or students until further notice. Please pack lunches 
in an insulated lunch box.  The freezer will only be used for ice packs for student safety.

■ Please clean/disinfect the microwave before and after use.  Staff will be required to clean 
the inside and outside of microwave paying close attention to buttons and handles.

■ Please clean/disinfect the coffee maker before and after use.  Staff will be required to 
clean all parts of the coffee maker touched during use. 

■ Please spray disinfectant over parts touched after using the copier.  
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Cleaning and Disinfecting  
Cleaning and Disinfecting will need to be done more frequently and 
throughout the day.  Staff will be required to follow these new rules/protocols:

● Common areas
○ Office

■ When utilizing binders, please spray disinfectant on binder after use.  Please wipe down 
keys before and after use.  Please clean/disinfect areas touched on drawers where 
binder was retrieved from. 

■ When using phone, please clean/disinfect  after each use. 
■ When using office supplies (cutter, stapler, laminator,etc), please clean/disinfect after 

each use. 
■ All tables and chairs will be wiped down and cleaned after use.
■ Wipe down and disinfect projection computer, remote, and tv after each use. 
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Cleaning and Disinfecting  
Cleaning and Disinfecting will need to be done more frequently and 
throughout the day.  Staff will be required to follow these new rules/protocols:
● Classrooms:

○ Desks/Chairs (Students)
■ Student desks will be cleaned/disinfected at the end of each day
■ Student desks will be kept free of clutter and organized daily before student leaves

○ Desks (Staff)
■ Staff desks will need to be cleaned/disinfected at the end of each day
■ Staff desks will need to be organized weekly and kept clutter free

○ Commonly used items/areas:
■ Tables will be cleaned/disinfected throughout day and at end of day
■ Doorknobs, light switches, and commonly touched areas will be cleaned/disinfected 

at the end of the day.
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Cleaning and Disinfecting  
Cleaning and disinfecting will need to be done more frequently and 
throughout the day.  Staff will be required to follow these new rules/protocols:
● Classrooms:

○ Commonly used items/areas:
■ Garbage will be disposed of daily.
■ Vacuum and broom will need cleaned/disinfected after each use.
■ Drinking fountains should be cleaned/disinfected at the end of the day.

○ Classroom Supplies
■ Each student will have their own supply box which will consist of their necessary 

classroom items for their age-group, such as play-doh, pencils, crayons, markers, 
glue, and scissors, etc.  Supplies will be cleaned at the end of each day. 

■ Each student/staff member will have their own kleenex box that will remain on their 
desk/table. Students and staff will need to use kleenex from their own box. 
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Cleaning and Disinfecting  
Cleaning and Disinfecting will need to be done more frequently and 
throughout the day.  Staff will be required to follow these new rules/protocols:

● Hallway
○ At the end of each day, locker handles, light switches, door knobs, and keypad on security 

box will all need cleaned and sanitized.

● Lunch room
○ Floor will need swept every day.
○ Tables and chairs will be sanitized before and after eating.
○ Garbage will need taken out each day.
○ If microwave is used for heating a students lunch, please clean microwave before and 

after each use. 
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Cleaning and Disinfecting 
Cleaning and Disinfecting will need to be done more frequently and 
throughout the day.  Staff will be required to follow these new rules/protocols:
● OT Room

○ Disinfectant will be sprayed over ball pit after each use and at the end of each day.
○ Swing will need to be wiped down with disinfectant cleaner (spray disinfectant over carpet 

area) after each use.
○ Climbing dome will need sprayed down with disinfectant after each use and wiped down 

with disinfectant cleaner at the end of each day.
○ Scooters and hula hoops will need wiped down with disinfectant cleaner after each use 

and at the end of the day.
○ Trampoline will need sprayed down with disinfectant cleaner after each use and at the 

end of the day. 
○ All other equipment used during the day will need cleaned with disinfectant at the end of 

each day. 24



Cleaning and Disinfecting 
Cleaning and Disinfecting will need to be done more frequently and 
throughout the day.  Staff will be required to follow these new rules/protocols:

● Toys/Equipment
○ Toys used during the day will need cleaned/disinfected at the end of each day.
○ Steam roller will need cleaned/disinfected after each use and at the end of the day.
○ Dark room items will need cleaned/disinfected after each use and at end of the day.
○ Safe space items will need cleaned/disinfected after each use and at the end of the day.
○ Chewies will need placed in hot water daily for 5 minutes and then hung to dry in locker.
○ Therapressure brushes will be cleaned/disinfected with spray disinfectant  at the end of 

the day. 
○ All other equipment used for programming throughout the day will be 

cleaned/disinfected after each use and at the end of the day. 
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Student/Room Ratios
Student/Room Ratio

● No more than 6 preschool 
students in 1 room at a time

● No more than 9 students (K-12) in 
1 room at a time

● Students will be assigned which 
bathroom to use for 
toileting/changing (in an effort to 
limit traffic in and out)
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Bathroom Assignments
Boys Restroom:

● All Jr. High and High School boys
● All Middle School boys
● All Elementary School boys

Girls Restroom:

● All Jr. High and High School girls
● All Middle School girls
● All Elementary School girls
● All Preschoolers (boys and girls)

*We reserve the right to adjust bathroom assignments based on the needs and accommodations specific to each child (i.e. appropriate 
changing space, etc.)
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Social Distancing
What is social distancing? 

Social distancing is the practice of keeping space between yourself and other people outside of your 
home. To practice social distancing: 

● Stay at least six feet from other people
● Avoid contact with others, such as handshakes or embracing friends, co-workers, visitors, etc. 
● Avoid touching surfaces that have been touched by others, to the extent that is feasible
● Do not gather in large groups; stay away from crowded places and avoid mass gatherings  

Areas to practice social distancing include (but are not limited to):
● OT Room
● Office
● Classrooms
● Bathrooms
● Hallways
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New Social Distancing Rules at Footprints
● Students with assigned desks/workstations will be kept 6 feet apart or will have 

partitions in between them. 
● Staff desks will be kept 6 feet apart or will have partitions in between them. 
● Proper spacing will be adhered to in all shared spaces (lunch room, OT room, etc). 
● Proper spacing will be adhered to in classrooms utilizing shared tables (seats 

between each child, small group learning, etc.). 
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Social Distancing During Meetings 
● Conduct virtual meetings in lieu of face-to-face in-person meetings when possible
● If you need to connect in-person, follow social distancing guidelines to allow for six 

feet of separation between you and other people. 
● Masks should always be worn during any in-person meetings 
● Follow current local policies and practices on the number of people in a gathering or 

meeting 
● Please wipe down meeting tables and chairs at the conclusion of any in-person 

meetings 
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Social Distancing During Lunch/ In Common Areas
● Lunch will need to be consumed at the staff member’s desk

○ If staff member does not have a desk, they may use the table in the main office.  Please be sure to 
wipe down table and chair before and after eating.  If other staff members are eating in the main 
office, please practice social distancing by sitting as far away from each other as possible.
 

● Common areas can be utilized for the following
○ Lunch for staff members without a desk (see above)
○ Any material prep that cannot be completed at a staff member’s assigned desk 
○ Printing/scanning/copying using the main copy machine 
○ Any phone calls that cannot be taken at a staff member’s assigned desk 
○ To heat up a lunch or to make coffee, (cleaning machines before and immediately afterwards) 
○ To retrieve ice/ice pack for staff member or student
○ To attend to medical needs of a student (i.e. first aid, temperature check, etc)

Social distancing must be strictly adhered to anytime a staff member is in a common area 
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Controlling People Flow
● Students and staff members will be expected 

to follow a certain walking pattern while in 
the building/halls

● Walking patterns will be defined and 
identified by marking on the floors and 
signage on the walls

● Patterns will resemble a street to be more 
helpful to those traveling around the 
building
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Returning from Travel
Please adhere to the following safety precautions in regards to travel:

● If a student, staff member, or a member of a student or staff member’s household travels via 
airplane (domestic or international), OR travels out-of-state via a public mode of transportation 
(i.e. train), the individual will not be permitted to return to FCA until they have been back in the 
state of Ohio for 14 days. 

● If a student, staff member, or a member of a student or staff member’s household travels 
out-of-state via non-public transportation (i.e. personal vehicle) to a state reporting positive 
testing rates of 15% or higher for COVID-19 will not be permitted to return to FCA until they 
have been back in the state of Ohio for 14 days. An updated list of these states can be found at 
https://coronavirus.ohio.gov/wps/portal/gov/covid-19/families-and-individuals/COVID-19-Travel-Advisory/

*This travel policy overrides the emergency plan from 3.12.2020*

*This travel policy was updated on 10.01.2020
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Recognizing the COVID-19 Symptoms
Staff members or students displaying one or more of the following symptoms may have contracted 
COVID-19 and the appropriate protocol needs to be implemented immediately by the Directors to 
protect other workers/students. 

Symptoms of COVID-19 include cold or flu-like symptoms (but are not limited to): 

● Fever, cough, difficulty breathing, sore throat, pressure in the chest, extreme fatigue, earache, 
persistent headache, diarrhea, and persistent loss of smell or taste 

● Visit https://www.cdc.gov/coronavirus/2019-ncov/symptomstesting/symptoms.html for a list 
of current symptoms
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Protocol to Address Symptomatic Staff Member or Student
If you experience symptoms at work:

● Maintain a 6-foot distance from others
● Notify your supervisor or a director 

immediately
● FCA administration will escort you to an 

empty room
● You will be asked to identify your 

symptoms and then go home 
immediately  and monitor your 
symptoms

● Contact your healthcare provider for 
further advice

● Report confirmed cases on the 
Coronavirus reporting site 

If a student exhibits symptoms at school:

● Students will be kept isolated from other 
students in a separate room 

● Parents/family will be contacted 
immediately

● Parents will be required to pick-up their 
child immediately

● Parents should contact their child’s 
healthcare provider

● Parents should report confirmed cases 
on the Coronavirus reporting site
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Protocol to Address Symptomatic Staff Member or Student
If a staff member or student is sent home for experiencing symptoms of COVID-19, they should not 
return to FCA until they’ve met all of the following criteria: 

● They are fever-free for 72 hours (without the use of medicine that reduces fevers)
● They are evaluated by their healthcare provider and were clinically determined to not have 

COVID-19, and have the appropriate note from the healthcare provider that approves the 
return to work or the return to on-site programming 

● Other symptoms have improved or resolved 
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Protocol to Address Staff Member or Student Who Tests 
Positive for COVID-19

If a staff member or student is sent home for experiencing symptoms of COVID-19, and they test 
positive for COVID-19, they should not return to FCA until: 

● They have been in quarantine for 14 days
● They are evaluated by their healthcare provider and were clinically determined to not have 

COVID-19, and have the appropriate note from the healthcare provider that approves the 
return to work or the return to on-site programming 

● Other symptoms have improved or resolved 
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Protocol to Address a Confirmed COVID-19 Case
If a confirmed case is established, by testing or confirmed clinically by the staff member or student’s 
healthcare professional, initiate the following protocols: 

● Confirmed COVID-19 case reporting and action protocol
● Confirmed COVID-19 case cleaning protocol

Protocols can be located on Basecamp at -> Footprints HQ -> Docs & Files -> Reopening Documents
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Protocol to Address a Confirmed COVID-19 Case
If a confirmed case is established, by testing or confirmed clinically by the employee or student’s 
healthcare professional, Footprints Center for Autism will complete and review contact tracing, 
which will include the following:

● Reviewing all areas where the employee had been, including their work space, restrooms, 
common rooms (i.e. office, classrooms, etc.) 

● Talking to all close contacts* to verify possible exposure while maintaining confidentiality of 
the identity of the infected staff member/student

● Close contacts should stay home from work/school and monitor their symptoms for 14 days 
from the date of possible exposure

● If close contacts are or become symptomatic, FCA administration must identify the close 
contacts of the close contacts 

*A close contact is defined as being within approximately six feet of a COVID-19 case for a prolonged period of time (15 
minutes or more) or having direct contact with infectious secretions of a COVID-19 case (i.e. being coughed on) 39



Temporary Closure of Site
Footprints Center for Autism will temporarily close our on-site programming in the following 
instances: 

● Perry Local Schools mandates a campus closure
● For extensive cleaning in the event of a confirmed COVID-19 case (i.e.2-3 days)
● If our staffing is significantly impacted by mandated quarantines due to a confirmed case of 

COVID-19, close contact with a person with COVID-19, or travel. 

*This closure policy overrides the emergency plan from 3.12.2020*
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What You Can Do
To ensure the health and safety of all, we need to start working differently and we must work 
together. Make the commitment to: 

● Read and understand all communications
● Practice social distancing at all times
● Self-check your health daily
● Follow the processes and guidelines for social distancing
● Participate in cleaning and disinfecting your work areas
● Practice proper hand washing and sanitizing frequently
● Wear recommended face coverings 
● Cough and sneeze into tissues or your elbow
● Ask questions and focus on your health and the health of your co-workers and our students
● If you or your child experience/exhibit any symptoms, STAY HOME
● Report confirmed cases on the Coronavirus Reporting Site 
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Managing Your Health and Wellbeing During COVID-19
● If you are worried about your mental health and wellbeing, you 

are not alone. These are challenging times, and we are all 

struggling with different emotions. When many things feel 

uncertain or out of our control, one of the most effective ways 

we can manage stress and anxiety is to focus on the actions 

that are within our control.

● We should all make time to take care of our mental health.  On 

the next page are some proven ways you can care for your 

mental health and wellbeing during challenging times.
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Managing Your Health and Wellbeing During COVID-19
Control what you can
● Arm yourself with medical information from reputable sources
● Understand what Footprints Center for Autism is doing to create a safe working 

environment and a safe school environment– and follow the guidelines
● Take proper precautions, such as washing your hands and maintaining social distance
● Limit your news consumption, including social media
● Manage your technology – turn off distracting notifications, use “do not disturb” mode

Prioritize self-care
● Get plenty of sleep
● Take deep breaths, stretch or meditate
● Eat healthy, well-balanced meals
● Take regular work breaks
● Move, stretch and exercise whenever possible
● Practice mindfulness – focus your attention on the present moment by taking deep breaths or 

meditating 43



Managing Your Health and Wellbeing During COVID-19
Do things you enjoy – relax and distract yourself!
● Read a book or listen to an audiobook
● Unwind with music or a podcast
● Try a new recipe
● Create art, do crafts, or build something
● Learn a new skill; take an online course

Connect with others
● Talk regularly with family, friends and co-workers 
● Talk about your fears and concerns with someone you trust 
● Express gratitude; offer someone help, if you can
● Don’t forget to laugh!
● Share tips with your co-workers about what’s working for you – ask them to do the 

same
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Have a Question or Concern? 
Our first priority is your safety and well-being and we welcome all questions or 
comments on how we might improve your experience. 

You can call us at 440.259.3726 or email Erin at ebolyard@footprints-ohio.com 
for more information or to answer any questions you may have. 
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Thank You
Thank you for partnering with us to help fight the spread of COVID-19 as we 
safely re-open our doors. Stay safe and healthy!

This handbook overrides all COVID-19 related policies that were in place prior to 
the distribution of this handbook. 

Return to Work Handbook created on 05.26.2020

Return to Work Handbook revised on 10.01.2020
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