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LISD 2020-2021 Back-to-School Safety Plan 

 
Introduction 

Laredo ISD is strong, proud and ready for the opening of the 2020-2021 school year. LISD will                 
open its doors on August 24, 2020 and welcome approximately 24,000 students for the start of                
the new school year through remote instruction for the first four weeks. LISD cares for students,                
employees, parents, visitors and community. Due to the current and challenging circumstances            
our community is facing with the COVID-19 pandemic, LISD has created a Back-to-School             
Safety Plan to ensure the health, safety and welfare of all stakeholders in our district in                
preparation for the safe return to school. The Back-to-School Safety Plan includes the Centers              
for Disease Control and Prevention (CDC), Texas Department of Health Services, Texas            
Governor’s Executive Orders, Texas Education Agency Guidelines and preventive measures to           
mitigate the spread of the COVID-19 virus. Our City of Laredo Health Department authorities              
have also provided direction and guidance for our school district to ensure students are educated               
in a safe and healthy learning environment. 

The Back-to-School Safety Plan was developed with the assistance of LISD’s COVID-19 Task             
Force, which included LISD Board of Trustee officers, LISD central office           
administrators/directors and in consultation with teachers, staff, parents and campus          
administrators. This provided an opportunity for district stakeholders to have input in ensuring             
the safety of teachers, staff and most importantly our students. 

Information and guidance available from the above-named agencies about COVID-19 is           
changing rapidly and this document will be updated as needed to reflect these changes and               
provide the safest ways to reopen schools with direct collaboration with the local health              
authorities as they monitor community spread. 

PUBLIC HEALTH CONSIDERATIONS 

LISD commits to the implementation and adherence to a set of practices that assist in minimizing                
the likelihood of viral spread of COVID-19.  These include 

1). PROVIDE NOTICE:  Parental and Public Notices 

● Laredo ISD will post a summary of the plan that will be followed to mitigate               
COVID-19 spread in all campuses and facilities for parents and the general public             
one week before the start of on-campus activities and instruction. Mr. Victor            
Mora, LISD Director of Safety, is the designee responsible for responding to            
COVID-19 concerns and the contact information will be clearly communicated to           
all school staff and families. Mr. V. Mora’s contact information is 956-273-1171            
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or vmora@laredoisd.org. The designated Campus/Department Safety Officer       
will also address COVID-19 concerns at the campus and department respectively. 

● LISD will provide parents with a notice of their public education enrollment and             
attendance rights and responsibilities during the COVID-19 pandemic using a          
document published by TEA.  

2). PREVENT: Required practices to prevent the virus from entering the school 

● LISD will require teachers and staff to self-screen for COVID-19 symptoms before            
coming onto campus each day and will be screened before entering a district facility. 

● Parents will ensure they do not send a child to school on campus if the child has                 
COVID-19 symptoms or is lab-confirmed with COVID-19. 

3). RESPOND:  Required practices to respond to a lab-confirmed case in the school 

● LISD will notify the City of Laredo Health Department if an individual who has been in a                 
school is lab-confirmed to have COVID-19. 

● LISD shall close off areas that are heavily used by the individual with the lab-confirmed               
case of COVID-19 (student, teacher, or staff) until the non-porous surfaces in those areas              
can be disinfected, unless more than 3 days have passed since that person was on campus. 

● LISD will notify all teachers, staff, and families of all students in a school if a                
lab-confirmed case is identified among students, teachers, or staff who participate in any             
on-campus activities. 

 4). MITIGATE:  Practices to reduce the likely spread of COVID-19 inside the school 

● LISD will implement and monitor health and hygiene practices, including the use of hand              
sanitizer and frequent hand washing with soap and water. 

● LISD will enforce compliance with the governor’s executive order regarding the wearing            
of masks. 

● LISD requires the use of masks by adults and students for whom it is developmentally               
appropriate in instances where masks are not mandated by the governor’s executive            
order. 

● LISD will encourage and monitor students to practice social distancing(6 feet apart)            
where feasible without disrupting the educational experience.  
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LISD 2020-2021 Back-to-School Safety Plan and Response to 
Mitigate COVID-19 

 

Students 
 

• Masks-Students are required to wear masks (covering the nose and mouth) while on             
school property, when entering or exiting facilities and practice areas, or when boarding a              
school bus. Disposable masks will be distributed and provided to students prior to the              
firsts day of school reopening for in person instruction and during the first six weeks of                
school. Masks and/or face shields are required for students for whom it is             
developmentally appropriate. Students engaged in extracurricular activities may remove         
masks when actively engaged in those activities. Students must comply with Governor’s            
orders. 

• As per Texas Education Code (TEC) 25.092, students must attend 90% of the days a               
course is offered in order to be awarded credit for the course and/or promoted to the next                 
grade.  Student attendance may be earned through in-person or virtual instruction.  

• Students shall maintain and practice social distance of six feet and keep space between              
themselves and others in classrooms, hallways, cafeteria, and entry/exit points 

• Participate in screening protocols, with parent assistance and support on screening           
questionnaire, answering questions on COVID-19 symptoms and participate in         
temperature checks 

• Engage in instructional activities and lessons on appropriate hygiene practices and other            
mitigation practices 

• Engage in supervised hand washing with soap and water for at least 20 seconds a               
minimum of two times each day, after using the restroom and before eating. Utilize hand               
sanitizer frequently.  

• Cover cough and sneeze with a tissue or cover in their elbows. Used tissues should be                
thrown in the trash and wash or sanitize after the sneeze. 

• Rooms utilized by several groups of students during various class periods (e.g., computer             
labs, science labs, cafeterias, desks, tables, and other commonly touched surfaces) shall            
be disinfected between each group of students. 

• Students will stay in cohorts and follow staggered classroom changes to minimize the             
crowding of hallways and interaction with the entire student population. Staying in            
cohorts will assist in contact tracing. 

• Student attendance will be monitored daily. 
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• Students are prohibited from congregating in hallways and lunchrooms. Students are to            
sit in labeled and designated seats to maintain social distancing in the cafeteria. 

• No self-service salad bars or other food conveyance will be provided where students             
share utensils in order to obtain food. 

• Students will have outdoor or indoor recess opportunities that will maintain social            
distancing. 

• Staggered start times and end of day dismissals will be followed to minimize interaction              
of student population limiting contact. 

• Students in groups larger than a typical classroom setting are prohibited. 

• Follow floor/seating markings and labeling in classrooms, cafeteria, hallways, and other           
waiting areas 

 

Education and Training Awareness for Students: 

• Beginning with the first day of school, receive instruction on Social Distancing, hand             
washing techniques and measures to prevent infectious disease 

• Educate and instruct students on Infection prevention 

• Engage in physical activities that promote social distancing 

• Students will have breakfast and lunch at the cafeteria in a more structured setting for               
social distancing purposes.  Cafeteria seats will be labeled. 

• Instruct students on the virus and how COVID-19 infects people, social distancing, hand             
washing, mandatory face coverings 

• Minimize and limit contact with their peers 

• Show videos on hand washing and follow schedule of hand washing and use of hand               
sanitizers before entering the building, during class, before and after lunch and before             
leaving school  

• Teach personal responsibility to take care of self and others 
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Employees 
• LISD employees shall continue to meet the work expectations set by LISD, subject to any               

applicable contract terms or legal requirements. Considerations will be provided to have            
staff fulfill their duties remotely. Teachers and staff who are in high risk categories are               
entitled to paid leave under the federal Families First Coronavirus Response Act            
(FFCRA).  

• All employees shall view LISD Safety Department’s COVID-19 prevention videos prior           
to students returning and other virtual trainings on COVID-19 in response and            
preparation for reopening of schools 

• All employees shall review updated TEA Guidelines and updated Governor Abbot’s           
orders 

• LISD employees are required to self-screen for COVID-19 symptoms before coming           
onto campus each day including taking their own temperature. Employees will also be             
screened upon entering district/school facilities including forehead temperature checks. 

• LISD employees shall report to their supervisor if they themselves have COVID-19            
symptoms or are lab-confirmed with COVID-19, and if so, must remain off campus until              
they meet the re-entry criteria. Employees shall also report to their supervisor if they              
have had close contact with an individual who is lab-confirmed with COVID-19, and if              
so, must remain off campus until the 14-day incubation period has passed. 

• All employees shall practice good health and hygiene preventive measures including           
frequently washing hands with soap and water and use of hand sanitizer. 

• If employee feels sick, employee shall stay home and call their physician 

• If sick while at work, employees shall report to office to advise administration 

• LISD will reduce in-person staff meetings or other opportunities to congregate in close             
settings. Groups will be limited to less than 10 persons per meeting while practicing 6               
feet social distancing, following mask protocols, use of face shields, use of dividers and              
provide for increased airflow. 

• Teachers/staff will report if a student shows any symptoms of fever, difficulty breathing             
and or coughing, and refer to the nurse immediately and have the student picked up by                
the nurse, who will ensure parent contact to pick up the student from school . 

• If a student becomes ill while at school, report the incident to campus administration so               
that proper arrangements can be made to possibly move class to another room while the               
room is cleaned and disinfected by campus custodians. 
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• Attend Staff Development virtual training on practicing social distancing, hand washing,           
face covering, and gathering in groups of less than 10 in any enclosed area, and protocols                
and practices adopted by LISD. 

• Train on screening of students before entering school building/classroom 

• Practice keeping students in cohorts so as to assist in contact tracing when necessary 

• Design classroom setting and seating arrangements ensuring social distancing 

• Teach and educate students on classroom protocols and procedures 

• Protect the health and wellness of every student and colleagues and ensure confidentiality 

• Engage students in instructional activities that promote students’ health and wellness 

• Implement and engage students in remote learning activities   

• Employees will be asked to wash hands at minimum at beginning of each day, before               
lunch and after each class 

• Maximize spacing of desks to insure social distancing if possible. Filling of classrooms             
should be from furthest point from the door back to the door in order to maintain social                 
distancing to maximum extent possible.  
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LISD Employee Protection Protocols/PPEs 
Laredo ISD acknowledges that adult teachers and staff are generally more at risk from              
COVID-19 than are students. Therefore, LISD commits to provide protective equipment and            
implement preventive measures to mitigate COVID-19 and ensure the safety, health and            
well-being of every LISD employee, allowing them to deliver a quality instructional program             
that every student deserves. LISD will take the necessary steps to provide for the protection of                
employees as they return to work in the school environment during this COVID-19 pandemic.              
LISD has purchased PPEs for all teachers and staff. TEA has also provided an allotment of PPEs                 
to prevent and mitigate the spread of this virus. 

 
• Teachers and staff will receive reusable face masks (with filters/LISD logo) and cloth             

face coverings (over nose and mouth), as well as disposable masks purchased by LISD. 

• Teachers and staff will also be provided with face shields to protect eyes, nose and mouth                
whenever a mask is not feasible and provide an opportunity and ability for students to see                
the teachers’ and staff members’ full face. 

• Medical and non-medical disposable face masks that cover the nose and mouth will also              
be provided to teachers and staff. 

• Hand Sanitizer has been purchased in large quantities by LISD and provided through the              
TEA allotment to ensure a substantial supply is available for all employees at their              
respective work sites and stations for everyday use. 

• Soap has also been purchased in bulk to ensure there is an adequate supply for daily use                 
and frequent washing of hands. 

• Plexiglas barriers and dividers have been purchased for use by teachers and staff when              
testing students in close proximity or placed in commonly visited areas such as office              
settings. 

• Sneeze Guards will be available in classrooms for both adults and students. 

• Laredo ISD has purchased misters for every campus so that campus custodial staff             
frequently clean, disinfect, and sanitize classrooms, office areas, hallways, and other           
campus facilities. The LISD Fixed Assets Department is available to assist in this task.              
All custodians will be provided their full PPE to wear as they perform their disinfecting               
duties. 

• Plastic gloves will be provided to teachers and staff to aid in mitigating COVID-19. 

• Education, awareness and remote professional development training for teachers and staff           
on proper use of PPEs, social distancing, health and hygiene practices, hand washing             
techniques and limiting contacts with others will assist in preventing the spread of             
COVID-19.  
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• Minimize, limit, and reduce in-person staff meetings or other opportunities for teachers            
and staff to congregate in close settings. 

• Teachers and staff will engage and participate in remote meetings 

• Visitors are restricted from entering schools and allow only those that are essential to              
school operations in order to protect teachers and staff. 

• Each Campus has been provided funding allocations in their budget to purchase            
additional and prioritized PPEs and supplies as needed.  

• LISD campus and department custodial staff have been provided PPEs for use during             
their responsibilities of cleaning, disinfecting and sanitizing facilities and when there is a             
report of an employee, who is lab confirmed positive or has been in close contact with a                 
lab confirmed positive. 

• The Special Education Department and the Compliance Department has implemented the           
SOPs (coming into the building and delivery of ARD paperwork). The administration            
ensures that everyone wears a face covering and an administrative assistant checks the             
temperature of anyone who comes into the building and logs it in. 

• Special Education teachers will receive training on standard operating procedures          
(student arrival and instruction time). 

• Special Education teachers will receive PPEs to ensure their safety and the students’             
safety. 

• Evaluators received training on SOP (face to face evaluations) and will be using their              
Plexiglas shield during evaluations. 

• Evaluation clerks followed a schedule to come in one at a time to deliver their ARD                
documents.  They will follow the SOP (ARD documentation delivery). 

• Related service providers will receive training on SOPs to ensure their safety and their              
students’ safety. 
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Parents/Visitors 
LISD campus designees will screen parents and visitors for COVID-19 symptoms. Screening            
will be performed by asking questions through the phone, other electronic means and/or             
in-person. These screening questions will be asked if the parent will be dropping off or picking                
up their child from inside the school. The screening process will include forehead temperature              
checks and questions relating to the symptoms such as 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 degree               
Fahrenheit or known close contact with a person who is lab confirmed to have COVID-19 

● Parents may request that their child be offered virtual instruction from any school system              
that offers such instruction. If a parent who chooses virtual instruction wants their child              
to switch to an op-campus instructional setting, they can do so, but LISD is permitted to                
limit these transitions to occur only at the end of a grading period, if it will be beneficial                  
to the student’s instructional quality.  LISD is offering virtual instruction. 

● Parents must ensure they do not send a child to school on campus if the child has                 
COVID-19 symptoms or is lab-confirmed with COVID-19, have the student receive           
remote instruction until the conditions for re-entry have been met. If the student has had               
close contact with an individual who is lab-confirmed with COVID-19, the student will             
receive remote instruction until the 14-day incubation period has passed. Keep the child             
home if they are sick.  

● Parents will comply with face coverings (of nose and mouth) when in district/campus             
facilities. 

● Parents opting for their child to attend on-campus may be required to start with remote               
instruction temporarily (four weeks), although any family who does not have internet            
access and/or devices for distance learning at home is entitled to have their child receive               
on-campus instruction each day during this four week transition period, as they are during              
the rest of the school year. 

● Parents shall advise campus administration/teachers immediately if a child has any           
symptoms. 

● Parents shall schedule meetings by phone and/or virtual meetings/conferences with          
campus staff.  

● Parents must pick up their child on the designated time at dismissal.  

● Parents are encouraged to engage and support LISD’s efforts to minimize exposure to the              
virus. 
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● Parents are encouraged to engage with LISD Parent Liaisons in promoting safe practices             
for the prevention of COVID-19 through a variety of communication strategies including            
phone call, school messenger, virtual meetings/conferences, flyers, website, etc.. 

● LISD will screen all visitors to determine if visitors have COVID-19 symptoms or are lab               
confirmed with COVID-19, and if so, they shall remain off campus until they meet the               
criteria for reentry. Visitors will also be screened to determine if they have had close               
contact with an individual who is lab confirmed with COVID-19, and if so, they must               
remain off campus until the 14-day incubation period has passed. 

 

District/Campus Facilities 
Preparation and standard practice of cleaning, sanitizing and disinfecting all school district            
facilities and transportation vehicles. 

• Provide sanitizing and disinfecting supplies and materials including PPEs  

• Train campus custodians and maintenance on proper cleaning and disinfecting procedures 

• Schedule and deploy Fixed Assets and Custodial Services to school facilities as requested 

• Establish campus schedule for daily cleaning and disinfecting of classrooms, bathrooms,           
offices, hallways, gym, cafeteria, playgrounds, etc.) 

• Prevention Strategies: Social Distancing, Face Cover, Washing Hands 

• CDC COVID-19 Posters/signage for campuses and departments 

• COVID-19 Prevention and Education video in English and Spanish on District website 

• Campus/Department Safety Officers will serve as COVID-19 Point of Contact and lead            
COVID-19 Prevention enforcement and management at their respective locations 

• LISD Police and Safety Department will visit Campuses daily for the first thirty days to               
monitor and ensure that all Students, Parents and Employees are complying with            
established guidelines 

• Custodial teams are sanitizing daily at least three times a day as their major responsibility               
and attend to these tasks as a priority 

• Campus administrators monitor hygiene supplies and inventory 

• Fill and inspect all hand sanitizer stations to ensure proper operation. Immediately            
replace or repair inoperable stations.  

• Expand on school cleaning routines: Disinfect all work areas, counters, restrooms,           
doorknobs, and stair railings several times daily. Utilize EPA approved disinfectants for            
COVID-19 and make these disinfectants readily available in all classrooms and offices            
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for teachers and staff. Encourage teachers and staff to participate in the proper and              
frequent disinfection of commonly touched surfaces in their work areas. 

 
• Expand on the end of the school day cleaning and disinfection procedures of custodial              

crews. Provide proper PPE and instruct custodial crews to clean and thoroughly disinfect             
all desks, chairs, doors, windows, light switches, lockers, and any other surfaces that may              
be touched by students or staff daily. Utilize EPA approved disinfectants for COVID-19. 
 

• Due to the possible transmission of COVID-19 and other pathogens via the fecal to oral               
transmission route, cleaning staff should wear PPE, including gloves, masks, and eye            
protection (e.g., goggles, face shield) while cleaning bathrooms. 
 

• Thoroughly disinfect all interior surfaces that could be touched by students and staff             
using an EPA approved disinfectant for COVID-19.  

• Ensure cleaning staff are trained on cleaning protocols that include cleaning first then             
disinfecting and adhering to time on contact requirements in accordance with the EPA             
approved disinfectants list.  

• Clean or replace air conditioning system filters. If cleaned, filters should also be             
disinfected with an EPA approved disinfectant for COVID-19 and allowed to air-dry            
before reinstalling the filters into the air conditioning system. 

• Thoroughly ventilate the school by opening all doors and windows and turning the fan              
option on for the central air conditioning/heating systems for the amount of time it takes               
for a complete air exchange in the building. Consider improving the engineering controls             
using the building ventilation system. This may include some or all of the following              
activities indicated in the following bullets.  

• Increase ventilation rates (air exchange rates in the building). 

• Increase the percentage of outdoor air that circulates into the building ventilation system. 

• Inspect existing hand sanitizer stations to ensure proper operation and install additional            
hand sanitizer stations throughout school building and other regularly used facilities 

• Consider steam cleaning carpeted areas with a disinfectant and a minimum water            
temperature of 170℉. Try to avoid vacuuming of carpet to minimize the resuspension, in              
air, of any viral particles that could be present in the carpet. 

• Rearrange desks and other areas to maximize spacing for social distancing. 

• Teachers change classes instead of students to minimize hallway interaction and promote            
social distancing. 
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• Utilize multiple staffed entrances to allow for more social distancing while students are             
entering and exiting the buildings at the beginning and end of the day. 

• Stagger start times to allow for social distancing while students are entering and exiting              
the buildings.  

• Identify and utilize entries /exits of building(s) 

• Inspect all school cafeterias/snack bar areas with assistance from the local health            
department. 

• Remove or shut down self-serve areas in the cafeteria. 

• Serve some meals in the classrooms to avoid excess movement of students around the              
campus and keep students with their cohorts  

• Install temporary or permanent plexiglass shields in areas where social distancing may            
not be possible, such as the front office counter, cafeteria serving line, and the cafeteria               
cash register  

 

 

Transportation 
Preparation and standard practice of cleaning, sanitizing and disinfecting all school district            
facilities and transportation vehicles. 

•  Sanitizing and disinfecting supplies and materials including PPE are readily available 

• Train bus drivers on proper cleaning and disinfecting procedures and screening protocols 

• Establish schedule for daily cleaning and disinfecting of buses and transportation vehicles 

• Disinfect commonly touched surfaces(e.g. seats, windows, step rails) of school buses           
after morning and afternoon routes are completed and open windows to allow for             
ventilation and mitigate the spread of COVID-19 

• Make available and use hand sanitizer and disposable masks before boarding the bus 

• Provide options to families to drop off their child at school or walk to school to reduce                 
exposure 

• Specify and label seating on buses to maintain social distancing. Determine if additional             
buses are needed to meet social distancing requirements. 

• Loading and dismissing of students from buses shall be done to maintain social             
distancing such as loading the bus from rear to front and offloading from front to rear. 
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• Train bus drivers to monitor students on a bus ensuring wearing a mask covering their               
nose and mouth and provide students with a disposable mask 

• Provide all bus drivers with mask/face shield or face covering. 

• Bus ridership will be at 26 students per bus in order to follow social distancing  
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Trainings 

 
 

August 10-14, 2020 Leadership Summit 

August 17-21, 2020 SMART Conference 

August 24, 2020 Start Training with students and parents 
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Steps to Address COVID-19 Symptoms and Positive 
Cases 

� For positive cases, identify who the teacher, staff or student came in contact with the               
affected participant and consider those individuals to have been potentially exposed 

� Those identified individuals must remain at home for 14 days 
� May consider closing a single classroom, multiple classes or the entire school for a              

maximum of five days to disinfect those areas heavily used by the individual with a               
lab-confirmed case. 

� District issues written notification to students, parents, or guardians if a positive case has              
been identified and notification to the health department 

� For a teacher, staff member, or student experiencing any COVID-19 symptoms, they            
should self-isolate 

� For employees/student diagnosed with COVID-19, three conditions must be met before           
returning: 1) three days (72 hours) have passed since recovery; 2) improvement in             
symptoms; and 3) at least 14 days have passed since symptoms first appeared 

� For individual who has symptoms that could be COVID-19 and has not been evaluated              
by a medical professional, the individual is assumed to have COVID-19 and may not              
return until the three conditions have been met 

� For an individual who has symptoms that could be COVID-19 and wants to return before               
completing the self-isolation period, the individual must obtain a medical professional’s           
note clearing the individual for return based on an alternative diagnosis or 14 days have               
passed 

� A teacher, staff member or student living with someone who experiences any of the              
COVID-19 symptoms, whether they tested positive for COVID-19 or not, shall           
self-isolate for 14 days. If they do not experience any COVID-19 symptoms for the              
two-week period, they can return. If they experience symptoms, they must self-isolate            
until the three conditions have been met.   
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LAREDO ISD CAMPUS CLOSURE 

FLOWCHART FOR COVID-19 REPORTING 
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Personal Protective Equipment (PPE) 

District Procurement 

 

Misters for district/campus use 

Cleaning and disinfecting solutions 

Hand sanitizers 

Employee reusable masks (2 per employee) 

Plastic gloves 

Thermometers 

Student disposable masks 

Adult disposable masks 

Stickers/Decals/Labels 

 TEA Allotment of Personal Protective Equipment (PPE) 

The Texas Education Agency has provided LISD with the following PPE 
allotment: 

2508 Gallons of Hand Sanitizer 

150,000 Surgical masks 

119,350 Non-surgical masks 

3350 Face Shields 

180 Thermometers-Distributed to campuses/departments for screenings  

This shipment was delivered to LISD’s Division of Operations Warehouse on July 
22, 2020.  Distribution of PPE began on July 28, 2020. 
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TEA Allotment Personal Protective Equipment 
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Screening Questionnaire 

For Employees/Visitors 

 
Question #1  

Do you have any of the following symptoms? Yes or No 

● Feeling feverish or a measured temperature greater than or equal to 100.0 degrees fahrenheit. 
● Loss of taste or smell 
● Cough 
● Difficulty breathing  
● Shortness of breath 
● Fatigue 
● Heachache 
● Chills 
● Sore throat 
● Congestion or runny nose 
● Shaking or exaggerated shivering  
● Significant muscle pain or ache 
● Diarrhea 
● Nausea or vomiting 

 

Question #2 

Have you in the last 14 days had close contact with someone who tested positive for 
COVID-19? Yes or No 

 

Temperature Check. 

Allow or Not allow to enter a building or facility.  

 

*For Student Screening protocol, refer to page 61 of this packet. 
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Admin Reg Emergency Paid Leave 
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https://drive.google.com/file/d/1mFCEdwsE_DVkfA0kXdhIzayzsuax17ng/view?usp=sharing


 

EOP Communicable Disease 
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https://docs.google.com/document/d/1vJ3nQIQp2inNjhtCxZbCVzsGdiIsh60Q5MN_M6l0bsc/edit?usp=sharing


 

Standard Operating Procedures 
(SOP’S) 

 

Operations   
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Laredo Independent School  District SOP # COVID Classrooms, 

Laboratories, Libraries, 

Media Centers, etc. 

Page 1 of 1 

Custodial Services Department Date 07/07/2020 Revision No. 0 

A. PURPOSE AND APPLICABILITY 
The purpose of this SOP is to establish a uniform procedure to clean all classrooms, laboratories, 

libraries, media centers, etc.  

B. RESPONSIBILITIES  
1. It is the responsibility of the Custodian to follow all procedures to clean and disinfect all 

classrooms, laboratories, libraries, media centers, etc.  
2.  Head Custodian must assign working areas to all custodians and verify all cleaning and 

disinfecting procedures are being followed. 
C. PROCEDURAL  

Daily:  

1. Empty waste receptacles, disinfect and replace liners.  
2. Clean marker boards, chalkboards and chalk trays.  
3. Vacuum traffic patterns on carpets floors; remove gum and soil spots.  
4. Dust mop tiled floors. 
5. Remove gums and scuff marks 
6. Clean and disinfect door knobs, s/w lights, handrails cabinet handles, top desks (teacher 

& students), tabletops, computer mouse, computer keyboard, phone receivers. 
7. Wet mopping (floor disinfecting)  
8. Carpets vacuum when children are not present 
9. Apply the GenEon Trio RX Mist Disinfectant  through the day on unoccupied  classrooms 

during lunch, lab’s tasks and PE activities and at the end of the shift 
10. Any carpet contaminated with body fluids will be removed immediately for cleaning and 

disinfection purposes. The area rugs will be returned clean and dry 
11.  Clean and disinfect sinks, faucets, soap dispenser and water fountains 

Weekly:  

1. Dust furniture surfaces and damp clean desk and table tops. (low dusting, below 5 
feet) 

2. Empty pencil sharpeners. Clean door surfaces  
3. Clean glass in doors and partitions  

 
 

D. QUALITY ASSURANCE/CONTROL 
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Head Custodian must monitor and verify through the day that all areas have been clean and 

been done correctly.  The Head Custodian must monitor all weekly maintenance schedule plans. 

Administration must also verify and address any inconsistency.  
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Standard Operating Procedure 

COVID-19 Custodial Equipment and Supplies 
Laredo Independent School  District SOP # COVID Custodial 

Equipment and Supplies 
Page 1 of 1 

Custodial Services Department Date 07/07/2020 Revision No. 0 
 

A. PURPOSE AND APPLICABILITY 
The purpose of this SOP is to establish a uniform custodial supply and materials needed to clean 
on each shift.  
 

B. RESPONSIBILITIES  
1. It is the responsibility of the Head Custodian or designee to provide all necessary supplies 

and material to each custodial on a daily basis.  This will minimize frequent return trips to 
the custodial supply room. 

2. It is the responsibility of the Custodian to maintain and use all supplies and materials wisely.  
 

C. PROCEDURAL  SUPPLIES AND MATERIALS 
1. Custodian cart with caddy 

2. Spray bottles with appropriate solutions to clean glass, counters, sinks, disinfect surfaces,            

and spot cleaning 

3. Dust cloths 

4. Paper towels 

5. Putty knife/razor blade scraper 

6. Dust mop heads and handle  

7. Wet mop heads and handle 

8. Mop bucket and press (if needed) 

9. Vacuum cleaner complete (if needed) 

10. Plastic liners (small and large) 

11. Counter brush 

12. Stainless Steel Polish 

13. Dust pan 

14. Gum remover 

15. PPE (Protective glasses, dust mask and gloves) 

    
D. QUALITY ASSURANCE/CONTROL 

The Head Custodian must maintain proper inventory documentation for all supplies and 

materials.  Administration must frequently verify inventory to maintain proper controls.  
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Standard Operating Procedure 

COVID-19 Departments and Administrative offices 

Schedules 
Laredo Independent School  District SOP # COVID Departments 

and Administrative offices 
Schedules 

Page 1 of 1 

Custodial Services Department Date 07/07/2020 Revision No. 0 
 

A. PURPOSE AND APPLICABILITY 
The purpose of this SOP is to establish a uniform shift schedule for all Departments and 
Administrative offices with equal amounts of custodians FTEs.  
 

B. RESPONSIBILITIES 
1. It is the responsibility of the administration to assign shift schedules to all employees. 
2. It is the responsibility of the employee to follow shift assignments. 
 

C. PROCEDURAL  STEPS 
 
DEPARTMENTS AND ADMINISTRATIVE OFFICES WITH 1 TO 3 
CUSTODIANS   

  Schedule LUNCH FTE's 

1st Shift 7:00am to 4:00 pm 11:00am to 12:00pm 1 Custodian  

2nd Shift  9:00am to 7:00pm 1:00pm to 2:00pm 1 or 2 Custodians 
 

D. QUALITY ASSURANCE/CONTROL 

Campus Time Manager will advise of any discrepancy to administration.  Administration will 

recommend proper action to Head Custodian.  The Head Custodian will counsel the employee 

and proper action will be taken. 
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Standard Operating Procedure 
COVID-19 Elementary School Schedules 
Laredo Independent School  District SOP # COVID Elementary 

School Schedules 
Page 1 of 1 

Custodial Services Department Date 07/07/2020 Revision No. 0 
 

A. PURPOSE AND APPLICABILITY 
The purpose of this SOP is to establish a uniform shift schedule for all Elementary School 
campuses with equal amounts of custodians FTEs.  
 

B. RESPONSIBILITIES 
1. It is the responsibility of the administration to assign shift schedules to all employees. 
2. It is the responsibility of the employee to follow shift assignments. 
 

C. PROCEDURAL  STEPS 
ELEMENTARY WITH 4 CUSTODIANS   

  Schedule LUNCH FTE's 

1st Shift 7:00am to 5:00 pm 11:00am to 1:00pm 1 Custodian (H/C) 

2nd Shift  9:00am to 7:00pm 1:00pm to 3:00pm 1 Custodian 

3rd Shift 11:00am to 8:00pm 3:00pm to 4:00pm 2 Custodians 

    
    
ELEMENTARY WITH 5 CUSTODIANS   
  Schedule LUNCH FTE's 

1st Shift 7:00am to 5:00 pm 11:00am to 1:00pm 1 Custodian (H/C) 

2nd Shift  9:00am to 7:00pm 1:00pm to 3:00pm 1 Custodian 

3rd Shift 11:00am to 8:00pm 3:00pm to 4:00pm 3 Custodians 

    
    
ELEMENTARY WITH 6 CUSTODIANS   
  Schedule LUNCH FTE's 

1st Shift 7:00am to 5:00 pm 11:00am to 1:00pm 1 Custodian (H/C) 

2nd Shift  9:00am to 7:00pm 1:00pm to 3:00pm 1 Custodian 

3rd Shift 11:00am to 8:00pm 3:00pm to 4:00pm 4 Custodians 
 

D. QUALITY ASSURANCE/CONTROL 

Campus Time Manager will advise of any discrepancy to administration.  Administration will 

recommend proper action to Head Custodian.  The Head Custodian will counsel the employee 

and proper action will be taken. 
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Standard Operating Procedure 

COVID-19 Entrances, Lobbies and Corridors 
Laredo Independent School  District SOP # COVID Entrances, 

Lobbies and Corridors 
Page 1 of 1 

Custodial Services Department Date 07/07/2020 Revision No. 0 
 

A. PURPOSE AND APPLICABILITY 
The purpose of this SOP is to establish a uniform procedure to clean all entrances, lobbies, and                 
corridors.  

  
B. RESPONSIBILITIES  

1. It is the responsibility of the Custodian to follow all procedures to clean and disinfect all                
entrances, lobbies and corridors.  

2. Head Custodian must assign working areas to all custodians and verify all cleaning and               
disinfecting procedures are being followed. 

 
C. PROCEDURAL  

Regular sweeping outside of entryway doors will prevent some dirt and sand from entering the               

building. Some entryways have floor mats to serve as a dirt and sand trap. These must be                 

cleaned periodically, or daily during the ‘mud’ season. Entryway carpet is clean most effectively              

with an extractor running the rinse cycle 1-3 times. Fans need to be on during this process to                  

speed drying and help prevent mildew. 

Also rider scrubber floor machines will be used before leaving the building at the end of the last                  

school shift or as needed through the day. 

Daily:  

1. Empty waste receptacles; remove debris, leaves, and litter 
2. If the floor is resilient tile, dust mop floors with a microfiber dust mop, keeping the dust                 

mop head on the floor at all times. Pick up soil from the floor with a dustpan. With a                   
lightly damped mop, spot-mop floors as necessary to remove soil. 

3. Remove gums and scuff marks 
4. Vacuum carpet areas and mats; remove gum and soil spots 
5. Disinfect drinking fountains.  
6. Clean entrance door glass. 
7. Scrubbing and disinfecting with the rider scrubber floor machine on floor hallways twice             

a day 
8. Apply the GenEon Trio RX Mist Disinfectant in the morning and at the end of the shift 

Weekly:  

1. Dust the tops of lockers, fire closets, extinguishers and window casings. (Low dusting,             

below 5’)  

2. Clean glass partitions, display cases, and interior door glass.  
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3. Spot-clean finger marks and smudges on walls, door facings, and doors. Use detergent             

solution in spray bottle and a cloth. 

4. Dust Furniture.  

5. Polishing or Burnishing on hallways floors 
 

Monthly:  

1. High dust vents, lights, pipes, venetian blinds, over doorways, hanging light fixtures and             

connecting and horizontal wall surfaces. (High dusting, above 5’) 

2. Restore floor finish on non-carpeted floors.  

Note: When cleaning stairways, on a routine schedule clean out the corners and the edges of               

each step.  Remove gum, etc. with a putty knife.  Damp mop or spot clean as necessary. 

 
 

D. QUALITY ASSURANCE/CONTROL 

Head Custodian must monitor and verify through the day that all areas have been clean and 

been done correctly.  Administration must also verify and address any inconsistency.  
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Standard Operating Procedure 
COVID-19 Head Custodian Duties and Responsibilities 
Laredo Independent School  District SOP # COVID Head Custodian 

Duties and Responsibilities 
Page 1 of 1 

Custodial Services Department Date 07/07/2020 Revision No. 0 
 

A. PURPOSE AND APPLICABILITY 
The purpose of this SOP is to establish a uniform Head Custodian Duties and Responsibilities.  

1. Elementary Head Custodian: 50% must clean designated work area and 50% lead            

custodial team 

2. Middle School Head Custodian: 25% must clean designated work area and 75%            

lead custodial team 

3. High School Head Custodian: 100% lead custodial team  
 

B. RESPONSIBILITIES  
1. It is the responsibility of the administration to verify all work performed by the Head               

Custodian. 
2. It is the duty of the Head Custodian to maintain the entire campus clean and disinfected. 
3. It is the responsibility of the Head Custodian all duties are completed by him/her or               

designee.  
 

C. PROCEDURAL  DUTIES 
1. Campus is open and close daily (gates and entrances) 
2. Campus alarm and lights are turn OFF and ON daily 
3. USA flag set daily 
4. Plan janitorial supplies orders and distribution including Mops        

Services 
5. Verify and Monitor Entire Campus cleanliness and disinfected daily 
6. Create disinfectant solution with new technology equipment 
7. Clean and Maintain Mist Sprayer System daily 
8. Distribute janitorial supplies to custodial staff 
9. Attend Campus Administration’s needs, assign cleaning requests       

and emergencies 
10. Assign all custodians with classroom areas and designated areas to          

clean through their shift 
11. Give specific special orders to custodian(s) as needed 
12. And other duties assigned by campus principal or Custodial Services          

Director, Lead Supervisor, or designee 

    
 

D. QUALITY ASSURANCE/CONTROL 

Campus Administration will verify all duties and responsibilities assigned to the Head Custodian             

daily.  Head Custodian will be evaluated by campus administration on a yearly basis.  
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Standard Operating Procedure 
COVID-19 High School Schedules 
 
Laredo Independent School  District SOP # COVID High School 

Schedules 
Page 1 of 1 

Custodial Services Department Date 07/07/2020 Revision No. 0 
 

A. PURPOSE AND APPLICABILITY 
The purpose of this SOP is to establish a uniform shift schedule for all High School campuses 
with equal amounts of custodians FTEs.  
 

B. RESPONSIBILITIES 
1. It is the responsibility of the administration to assign shift schedules to all employees. 
2. It is the responsibility of the employee to follow shift assignments. 
 

C. PROCEDURAL  STEPS 
 
HIGH SCHOOL WITH 16 CUSTODIANS   

  Schedule LUNCH FTE's 

1st Shift 7:00am to 5:00 pm 11:00am to 1:00pm 4 Custodian (H/C) 

2nd Shift  9:00am to 7:00pm 1:00pm to 3:00pm 3 Custodians 

3rd Shift 11:00am to 8:00pm 3:00pm to 4:00pm 3 Custodians 

4th Shift 1:00pm to 10:00pm 5:00pm to 6:00pm 6 Custodians 
 
HIGH SCHOOL WITH 20 CUSTODIANS   

  Schedule LUNCH FTE's 

1st Shift 7:00am to 5:00 pm 11:00am to 1:00pm 4 Custodian (H/C) 

2nd Shift  9:00am to 7:00pm 1:00pm to 3:00pm 6 Custodians 

3rd Shift 11:00am to 8:00pm 3:00pm to 4:00pm 6 Custodians 

4th Shift 1:00pm to 10:00pm 5:00pm to 6:00pm 4 Custodians 
 
HIGH SCHOOL WITH 23 CUSTODIANS   

  Schedule LUNCH FTE's 

1st Shift 7:00am to 5:00 pm 11:00am to 1:00pm 5 Custodian (H/C) 

2nd Shift  9:00am to 7:00pm 1:00pm to 3:00pm 7 Custodians 

3rd Shift 11:00am to 8:00pm 3:00pm to 4:00pm 7 Custodians 

4th Shift 1:00pm to 10:00pm 5:00pm to 6:00pm 4 Custodians 
 

D. QUALITY ASSURANCE/CONTROL 

Campus Time Manager will advise of any discrepancy to administration.  Administration will 

recommend proper action to Head Custodian.  The Head Custodian will counsel the employee 

and proper action will be taken. 
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Standard Operating Procedure 
COVID-19 Middle School Schedules 
Laredo Independent School  District SOP # COVID Middle School 

Schedules 
Page 1 of 1 

Custodial Services Department Date 07/07/2020 Revision No. 0 
 

A. PURPOSE AND APPLICABILITY 
The purpose of this SOP is to establish a uniform shift schedule for all Middle School campuses 
with equal amounts of custodians FTEs.  
 

B. RESPONSIBILITIES 
1. It is the responsibility of the administration to assign shift schedules to all employees. 
2. It is the responsibility of the employee to follow shift assignments. 
 

C. PROCEDURAL  STEPS 
 
MIDDLE SCHOOL WITH 8 CUSTODIANS   

  Schedule LUNCH FTE's 

1st Shift 7:00am to 5:00 pm 11:00am to 1:00pm 2 Custodian (H/C) 

2nd Shift  9:00am to 7:00pm 1:00pm to 3:00pm 2 Custodians 

3rd Shift 11:00am to 8:00pm 3:00pm to 4:00pm 2 Custodians 

4th Shift 12:00pm to 9:00pm 4:00pm to 5:00pm 2 Custodians 
 
MIDDLE SCHOOL WITH 12 CUSTODIANS   

  Schedule LUNCH FTE's 

1st Shift 7:00am to 5:00 pm 11:00am to 1:00pm 3 Custodian (H/C) 

2nd Shift  9:00am to 7:00pm 1:00pm to 3:00pm 3 Custodians 

3rd Shift 11:00am to 8:00pm 3:00pm to 4:00pm 3 Custodians 

4th Shift 12:00pm to 9:00pm 4:00pm to 5:00pm 3 Custodians 
 
MIDDLE SCHOOL WITH 14 CUSTODIANS   

  Schedule LUNCH FTE's 

1st Shift 7:00am to 5:00 pm 11:00am to 1:00pm 3 Custodian (H/C) 

2nd Shift  9:00am to 7:00pm 1:00pm to 3:00pm 3 Custodians 

3rd Shift 11:00am to 8:00pm 3:00pm to 4:00pm 5 Custodians 

4th Shift 12:00pm to 9:00pm 4:00pm to 5:00pm 3 Custodians 
 

D. QUALITY ASSURANCE/CONTROL 

Campus Time Manager will advise of any discrepancy to administration.  Administration will 

recommend proper action to Head Custodian.  The Head Custodian will counsel the employee 

and proper action will be taken. 
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Standard Operating Procedure 
COVID-19 Office, Lounge and conference Rooms 
Laredo Independent School  District SOP # COVID Office, Lounge 

and Conference Rooms 
Page 1 of 1 

Custodial Services Department Date 07/07/2020 Revision No. 0 
 

A. PURPOSE AND APPLICABILITY 
The purpose of this SOP is to establish a uniform procedure to clean all office, lounge and                 
conference rooms.  

  
B. RESPONSIBILITIES  

1. It is the responsibility of the Custodian to follow all procedures to clean and disinfect all                
office, lounge and conference rooms.  

2. Head Custodian must assign working areas to all custodians and verify all cleaning and               
disinfecting procedures are being followed. 

 
C. PROCEDURAL  

Daily:  

1. Empty waste receptacles, disinfect and replace liners.  

2. Clean marker boards, chalkboards and chalk trays.  

3. Vacuum traffic patterns on carpets floors; remove gum and soil spots.  

4. Dust mop tiled floors. 

5. Remove gums and scuff marks 
6. Clean and disinfect door knobs, s/w lights, handrails cabinet handles, top desks (teacher             

& students), tabletops, computer mouse, computer keyboard, phone receivers. 

7. Wet mopping (floor disinfecting)  

8. Carpets vacuum when children are not present 

9. Apply the GenEon Trio RX Mist Disinfectant through the day on unoccupied spaces and             
at the end of the shift. 

10. Any carpet contaminated with body fluids will be removed immediately for cleaning and             
disinfection purposes. The area rugs will be returned clean and dry 

11.  Clean and disinfect sinks, faucets, soap dispenser and water fountains 

Weekly:  

1. Dust furniture surfaces and damp clean tabletops.  (low dust below 5 feet) 

2. Empty pencil sharpeners  

3. Clean door surfaces  
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D. QUALITY ASSURANCE/CONTROL 

Head Custodian must monitor and verify through the day that all areas have been clean and 

been done correctly.  The Head Custodian must monitor all offices, lounge and conference 

rooms and schedule maintenance plans weekly and monthly.  Administration must also verify 

and address any inconsistency.  
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Standard Operating Procedure 
COVID-19 Deep Cleaning Restrooms 
Laredo Independent School  District SOP # COVID Deep Cleaning 

Restrooms 
Page 1 of 1 

Custodial Services Department Date 07/07/2020 Revision No. 0 
 

A. PURPOSE AND APPLICABILITY 
The purpose of this SOP is to establish a uniform procedure to deep clean all restrooms.  
 

B. RESPONSIBILITIES  
1. It is the responsibility of the Custodian to follow all procedures to clean and disinfect all                

restrooms.  
2. Head Custodian must assign working areas to all custodians and verify all cleaning and              

disinfecting procedures are being followed. 
 

C. PROCEDURAL  
 
Deep disinfection daily routine on all restrooms will start after school 
 
Restroom Deep Disinfection Task Time: 30 to 40 Minutes. 

● Wear PPE 
● Apply Neutral Disinfectant on all fixtures, toilets, urinals, sinks (inside and outside), hard             

surfaces, dispensers, partitions. Allow to remain wet for 10 minutes.  
● Sweep and remove all trash, refill all dispensers. 

● Detail mirrors, partitions, walls and other surfaces (remove graffiti). 

● Scrub the inside and outside of sinks, urinals and toilets, clean partitions, dispensers             
with the green solutions neutral disinfectant, allow it to remain wet for 10 minutes.              
Clean outside of the toilet with a wet microfiber cloth after disinfection. 

● Wet mop and disinfect floors with the green solutions neutral disinfectant. Chemical            
dilution 2oz per water gallon. 

● Check and report malfunctioning toilets, urinals, sinks, including a/c vents and exhausts 

● Apply the GenEon Trio RX Mist Disinfectant   

D. QUALITY ASSURANCE/CONTROL 

The Head Custodian must verify every morning that all restrooms were deeply disinfected and              

clean.  Administration must verify and address any inconsistency.  
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Standard Operating Procedure 
COVID-19 Restrooms Spot Cleaning 
Laredo Independent School  District SOP # COVID Restrooms 

Spot Cleaning 
Page 1 of 1 

Custodial Services Department Date 07/07/2020 Revision No. 0 
 

A. PURPOSE AND APPLICABILITY 
The purpose of this SOP is to establish a uniform procedure to spot clean all restrooms.  
  

B. RESPONSIBILITIES  
1. It is the responsibility of the Custodian to follow all procedures to clean and disinfect all                

restrooms.  
2. Head Custodian must assign working areas to all custodians and verify all cleaning and              

disinfecting procedures are being followed. 
 

C. PROCEDURAL  
 
1. First restrooms spot cleaning job will start after breakfast 
2. Second restrooms spot cleaning will start after lunch 

 
Restroom Spot Cleaning Daily Routine Task Time: 15 to 20 minutes 
● Wear PPE 
● Sweep and remove all trash. Clean trash can as needed. 
● Inspect and fill paper towel, soap, toilet paper dispensers when less than a quarter-full; test               

for proper operation. 
● Spot-clean mirrors. 
● Spot-clean dispenser cabinets, partitions (graffiti), stalls, walls and doors 
● Inspect sinks, and counters, and spot-clean with water and mild soap. 
● Inspect urinals and toilets, flush as needed and spot-clean with water and mild soap. 
● Wet mop the restroom floor with green solutions neutral disinfectant. Neutral Disinfectant            

Chemical dilution 2oz per water gallon.  
● Check and report malfunctioning toilets, urinals, sinks, including a/c vents and exhausts 
● Apply the GenEon Trio RX Mist Disinfectant  

D. QUALITY ASSURANCE/CONTROL 

Head Custodian must monitor and verify through the day that all restrooms spot cleaning are               

being done correctly.  Administration must also verify and address any inconsistency.  
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Standard Operating Procedure 
COVID-19 Restrooms Weekly and Monthly Maintenance 
Laredo Independent School  District SOP # COVID Restrooms 

Weekly and Monthly 
Maintenance 

Page 1 of 1 

Custodial Services Department Date 07/07/2020 Revision No. 0 
 

A. PURPOSE AND APPLICABILITY 
The purpose of this SOP is to establish a uniform procedure to maintain all restrooms on a                 
weekly and monthly plan.  
 

B. RESPONSIBILITIES  
1. It is the responsibility of the Custodian to follow all procedures to maintain all restrooms on                

a weekly and monthly plan.  
2. Head Custodian must assign working areas to all custodians and verify all maintenance plans              

are followed in all restrooms. 
 

C. PROCEDURAL  
 
Restroom Weekly Maintenance 

● Mineral-buildup removal from fixtures (urinals, sinks, handles and toilets bowls) using           
the Green Solutions Restroom Cleaner ready to use. Apply the chemical into the bowl,              
allow remaining wet for 10 minutes and scrubbing the area. 

● Scrubbing floor with a hand brush once a week. 
Restroom Monthly Maintenance 

● Dust windows, lights, ceiling corners and walls, A/C vents, exhausts cleaned. 
● Bathroom partitions washing 
● Wall and door washing.  
● Cleaning undersides of fixtures and dispensers. 
● Deep scrubbing floors, including edges using the Peroxide Protein Green Chemical and            

side to side Floor Machines with a Rotary Brush Attachment. Peroxide Protein Green             
Chemical dilution 10oz per water gallon. 

● Fill floor traps with water periodically to prevent sewer gas backup. 
 

D. QUALITY ASSURANCE/CONTROL 

Head Custodian must monitor and verify weekly and monthly that all maintenance to all              

restrooms are being done correctly. Administration must also verify and address any            

inconsistency.  

 

  

37 



 

Standard Operating Procedure 
COVID-19 Reporting to Work Procedure-Transportation 

Laredo Independent School  District Bus Driver & Bus Monitor Page 1 of 1 
Transportation Department Date 07/1/2020 Revision No. 0 

 

A. PURPOSE AND APPLICABILITY 
The purpose of this SOP is to establish a uniform procedure for all Bus Driver and Bus Monitor                  
Employees reporting to work during the COVID-19 pandemic. This process applies upon initial             
building and vehicle entry every time employees report to work or board a district vehicle for                
route purposes. 
 

B. RESPONSIBILITIES 
1) It is the responsibility of the employee to conduct a self-assessment before reporting to              

work. If an employee experiences any COVID-19 symptoms (shortness of breath, fever,            
diarrhea, headaches, etc.), he/she should not report to work and seek immediate medical             
attention. 

2) It is the responsibility of department administration to assign assessment duties in order to              
process and clear employees before entering facilities/district vehicles and continuing their           
school routes on a district vehicle.  

 

C. BUILDING ENTRY PROCEDURAL STEPS 
1. Administration must inform employees of designated entry points to facilities for proper            

processing and screening. 
2. Administration should already have posted signage with procedures & visuals pertaining to            

health and safety protocols.  
3. Daily screening tools must be posted at designated facility entry points so employees are              

able to acknowledge and confirm that they are symptom free, have not traveled to              
designated hot spots or had exposure to anyone with the COVID-19 virus. 

4. Upon arrival, employees must form a line where they stand six feet apart to wait building                
entry, assessment screening, & time clock assignment. 

5. Employees will enter the facility with proper face covering “one by one” so temperature can               
be taken by the facility designee. 

6. Temperature readings will be documented and acknowledged by employee and facility           
designee. 

7. Any readings above 100.4 degrees will require the following: 
a. Employee will not be allowed to enter the building 
b. Administrators must report to the HR Department any employees with temperature           

readings over 100.4 degrees. 
c. Employees must seek medical attention and report the absence to the attendance            

system. 
d. Employees must make arrangements to get tested for COVID-19 and report the            

situation to the Human Resources Department. 
● If COVID-19 test is negative, days the employee took for schedule/awaiting           

results will be reverted back to the employee upon submission of medical            
documentation. 
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● If COVID-19 test is positive the employee must follow medical treatment           
and will not be allowed to return to work until submitting medical            
documentation to the Human Resources Department providing medical        
clearance. 

e. Employees must report to work with an approved clearance letter from the LISD             
Human Resources Department. 

8. If screen/assessment is cleared, employees will be instructed which time clock to proceed             
and clock-in.  

9. Once clocked in, the employee is to proceed to the dispatch station to obtain their keys and                 
manual and proceed to their assigned vehicle.  

10. All employees must adhere to these procedures regardless of previous medical clearance or             

conditions. 

 

D. VEHICLE ENTRY PROCEDURAL STEPS 
 

1. Once an employee has exited the facility making way to their assigned vehicle, they must be                
wearing their P.P.E. at all times. 

2. Employee is to sanitize all seating areas, holding areas (rails, seat corners, window bars, etc.)               
and/or any area deemed as “common” prior to take off. 

3. Bus drivers must sanitize their entire driving area (seat, wheel, buttons, switches, etc.) 
4. Employees must repeat these sanitizing steps after each seat has been occupied during             

route. NOTE: Sanitizing does not include vehicle cleaning (sweeping & mopping), which is             
done before and after route. 

5. All student riders must be wearing a facemask for entry; otherwise, no entry will be               
permitted.  

 

 

E. QUALITY ASSURANCE/CONTROL 

Facility designee will submit employee temperature and daily screening tool acknowledgement           

daily log to department/campus administrator. If needed appropriate steps will be taken. 
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Standard Operating Procedure 
COVID-19 Reporting to Work Procedure-Transportation 

Laredo Independent School  District 
Office, Custodial, & Mechanical 

Employees 
Page 1 of 1 

Transportation Department Date 07/1/2020 Revision No. 0 
 

A. PURPOSE AND APPLICABILITY 
The purpose of this SOP is to establish a uniform procedure for all Office, Custodial, and                
Mechanical Staff Employees reporting to work during the COVID-19 pandemic. This process            
applies upon initial building entry every time employees report to work. 
 

B. RESPONSIBILITIES 
1) It is the responsibility of the employee to conduct a self-assessment before reporting to              

work. If an employee experiences any COVID-19 symptoms (shortness of breath, fever,            
diarrhea, headaches, etc.), he/she should not report to work and seek immediate medical             
attention. 

2) It is the responsibility of department administration to assign assessment duties in order to              
process and clear employees before entering facilities.  

 

C. PROCEDURAL  STEPS 
1. Administration must inform employees of designated entry points to facilities for proper            

processing and screening. 
2. Administration should already have posted signage with procedures & visuals pertaining to            

health and safety protocols.  
3. Daily screening tools must be posted at designated facility entry points so employees are              

able to acknowledge and confirm that they are symptom free, have not traveled to              
designated hot spots or had exposure to anyone with the COVID-19 virus. 

4. Upon arrival, employees must form a line where they stand six feet apart to wait building                
entry, assessment screening, & time clock assignment. 

5. Employees will enter the facility with proper face covering “one by one” so temperature can               
be taken by the facility designee. 

6. Temperature readings will be documented and acknowledged by employee and facility           
designee. 

7. Any readings above 100.4 degrees will require the following: 
a. Employee will not be allowed to enter the building 
b. Administrators must report to the HR Department any employees with temperature           

readings over 100.4 degrees. 
c. Employees must seek medical attention and report the absence to the attendance            

system. 
d. Employees must make arrangements to get tested for COVID-19 and report the            

situation to the Human Resources Department. 
● If COVID-19 test is negative, days the employee took for schedule/awaiting           

results will be reverted back to the employee upon submission of medical            
documentation. 
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● If COVID-19 test is positive the employee must follow medical treatment           
and will not be allowed to return to work until submitting medical            
documentation to the Human Resources Department providing medical        
clearance. 

e. Employees must report to work with an approved clearance letter from the LISD             
Human Resources Department. 

8. If screen/assessment is cleared, employees will be instructed which time clock to proceed             
and clock-in.  

9. Employees must wear their face masks throughout their day and practice social distancing at              
all times. 

10. Custodial Staff will clean and sanitize all areas daily with proper P.P.E. to insure safety.  
11. Mechanical Staff must practice social distancing with any district customer or parts delivery             

vendor and wear facemasks at all times.  
12. All employees must adhere to these procedures regardless of previous medical clearance or             

conditions. 

 

D. QUALITY ASSURANCE/CONTROL 

Facility designee will submit employee temperature and daily screening tool acknowledgement           

daily log to department/campus administrator. If needed appropriate steps will be taken. 
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Standard Operating Procedure 
COVID-19 Personnel Training-CNP 
Laredo Independent School  District SOP # COVID PT Page 1 of 1 
Child Nutrition Program Date 07/08/2020 Revision No. 0 
 

A. PURPOSE AND APPLICABILITY 
To prepare for Personnel Training during pandemic incidents involving child nutrition program staff             

and child nutrition program services. This procedure should be implemented to safely and properly              

respond to pandemic incidents, while continuing to provide new tools and methods to help              

employees keep learning and developing professional and work skills in order to prioritize continued              

development and growth. 

 

B. RESPONSIBILITIES 
B.1 It is the responsibility of the CNP Administration to establish and monitor professional              

development and Personnel Training.  
B.2 In the school cafeterias, it is the responsibility of the CNP cafeteria manager to cooperate and                 

assist in relaying training requirements to hourly staff on site.  
C. PROCEDURAL STEPS for Production of the day & Meal Service: 
1. Cafeteria school managers must communicate about requirements for training and Professional           

Development to immediate staff. Allow for scheduling organizations to permit training           
opportunities. 

2. OSHA’s Trading Guidance 
Make guidance available to all employees in order to meet CDC established guidelines for the               
Workplace. In addition to training issues suggested by OSHA, it lists the following areas for               
COVID-19 training: 
 

● General description of COVID-19 symptoms, when to seek medical attention, how to            
prevent its spread, and employer procedures for preventing its spread at the workplace 

 
● How an infected person can spread COVID-19 to others even if they are not sick 

 
● How to prevent the spread of COVID-19 by using cloth face covers, including: 

 
● CDC guidelines that everyone should use cloth face covers when around other persons 

 
● How cloth face covers can help protect persons around the user when combined with              

physical distancing and frequent hand washing 
 

● Information that cloth face covers are not protective equipment and do not protect the              
wearer from COVID-19 

 
● Instructions on washing and sanitizing hands before and after using face coverings,            

which should be washed after each shift 
 

● Cough and sneeze etiquette 
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● Washing hands with soap and water for at least 20 seconds after interacting with other               

persons and after contacting shared surfaces or objects 
 

● Avoiding touching eyes, nose, and mouth with unwashed hands 
 

● Avoiding sharing personal items with coworkers (i.e., dishes, cups, utensils, towels) 
 

● Providing tissues, no-touch disposal trash cans and hand sanitizer for use by employees 
 

● Safely using cleaners and disinfectants, which includes: 
 

● The hazards of the cleaners and disinfectants used at the worksite 
 

● Wearing PPE (such as gloves) 
 

● Ensuring cleaners and disinfectants are used in a manner that does not endanger             
employees 

3. Training and Professional Development to be completed through an online platform to minimize             
face-face exposure amongst employees. Would provide for decrease in interaction and fall in             
line with the Local and State Health Covid-19 mandate. Will assist in maintaining SD and an                
environment deemed safe for Employee health.  

a. ZOOM Meeting 
b. Google Meet 
c. Region 1 Professional Service Center Online Instruction Platform 
d. In Person (small group) Trainings 

 
QUALITY ASSURANCE/CONTROL 

CNP Administration will conduct ongoing audits in order to assess progress and credit hour reporting               

to meet Professional Development standards required per calendar year. If any corrective actions             

are required, or if an employee is not meeting criteria, we will provide additional guidance and                

curriculum to complete required hours.  
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Standard Operating Procedure 
Personnel Screening and PPE-CNP 
Laredo Independent School  District SOP # COVID PS Page 1 of 1 
Child Nutrition Program Date 07/08/2020 Revision No. 0 
 

A. PURPOSE AND APPLICABILITY 
According to World Health Organization (https://www.who.int/healthtopics/coronavirus),      

Coronaviruses (COVID-19) are a large family of viruses that cause illness ranging from the              

common cold to more severe diseases such as Middle East Respiratory Syndrome and Severe              

Acute Respiratory Syndrome. Common signs of infection include respiratory symptoms, fever,           

cough, shortness of breath, and breathing difficulties. In more severe cases, infection can cause              

pneumonia, severe acute respiratory syndrome, kidney failure and even death. Due to the lack              

of symptoms during the incubation period and the rapid spread of the virus, it can be assumed                 

that cases of COVID-19 will generally increase within affected countries. 

 

CNP will be using the testing of body temperature to determine if employees, and visitors may                

engage in work activities while state and federal mandated precautions are in place to limit the                

spread of COVID-19 infections.  

 

B. RESPONSIBILITIES 
All employees and visitors who are coming into the building will be subject to the requirement                
of having their temperatures verified by a CNP employee prior to entry into the building. To                
meet state and city requirements, all employees and visitors are required to independently             
determine that they are free of state-identified COVID symptoms, including that they do not              
have a fever (100°F or higher), as a condition of entry onto the premises. 

 
1. Employee Health Screening Procedures- Individual Responsibilities  
a. CNP will follow the guidelines of the State of Texas Department of Health, CDC and/or OSHA                 

employee health screening procedures. 

i. You have not traveled to TX from a point of origin outside of TX within the last 

14 days. 

ii. You have not had close contact with or cared for someone diagnosed with COVID19 within                

the last 14 days. 

iii. You have not experienced any cold or flu-like symptoms in the last 14 days (fever, 

cough, shortness of breath or other respiratory problem, chills, sore throat, 

muscle pain, headache, shivering, loss of taste or smell). 

b. CNP will ensure employees follow health screening procedures as a condition of entry to the                

building. 

i. Health screening procedures signage will be placed at the entrance of doors. 
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C. PROCEDURAL STEPS  
Employees engaging in any work activities will have temperatures taken prior to engaging in              
work activity. The temperature must be below 100.4°F to be allowed participation. 
 
1. Entrance and exit points for the activities will be established. Please follow any traffic              

patterns and flow paths established. Maintain a minimum 6ft distance from others upon             

arrival. 

2. Upon entering the building at an identified entrance, an employee’s temperature will be             

taken by another employee donning appropriate PPE. 

a. Masks: the screener should always clean their hands before applying the mask and after              

removing it. A mask can be used only once but the screener can keep the same mask on                  

until it becomes moist or damp inside. It should be noted that touching the mask with                

dirty hands or contaminated gloves will render the mask also contaminated, so every             

effort should be made to avoid touching the mask. 

b. Gloves: Always wash hands before putting on gloves and after removing them. Change             

gloves any time they are damaged or torn and when they become too moist. There is a                 

misconception that wearing gloves means the person's hands are clean, but the surface             

of the glove may be contaminated if touching infected surfaces. It is therefore important              

to ensure that you do not touch your eyes, nose, mouth or mask when wearing gloves.  

i. Follow these steps to remove gloves: Grasp the outside of one glove at the              

wrist. Do not touch your bare skin. Peel the glove away from your body, pulling               

it inside out. Hold the glove you just removed in your gloved hand. Peel off the                

second glove by putting your fingers inside the glove at the top of your wrist.               

Turn the second glove inside out while pulling it away from your body, leaving              

the first glove inside the second. Dispose of the gloves safely and do not reuse               

the gloves. Clean your hands immediately after removing gloves. 

3. Employees and visitors must maintain a minimum 6ft distance or greater from others while              

waiting for their temperature to be taken. 

4. Non-contact thermometers will be used. 

a. The screener will be asked to take temperatures of anyone entering the premises. The              

non-contact infrared thermometer should be held 3 to 5 cm away from the employee              

getting screened and typically measure temperature on the forehead or temple. Ask the             

passenger to remove any hair to expose base skin for correct reading. The thermometer              

currently in use recommends the reading to be taken between 3-5 cm from the              

employee’s skin. 

5. The temperature will be recorded on the CNP Temperature Log Form and be separately              

maintained from general personnel files.  

a. Documents/Logs will be stored in accordance with HIPPA/EEOC standards. 

6. In the event a temperature is 100.4°F or higher, the employee will be asked to leave the                 

building immediately and follow up with their primary care provider. CNP will contact the              

Office of Human Resources for additional guidance on when employees may return to             

campus. The employee must be fever free for 24 hours and submit a note from their                
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primary care provider clearing them to return. The note must be submitted to their              

immediate supervisor. 

7. In the event an employee is positive for COVID-19, Safety and Compliance/ Human             

Resources will immediately be contacted to follow exposure containment procedures. 

 

D. QUALITY ASSURANCE/CONTROL 

CNP administrators and CNP Area Supervisors will continuously monitor with the intent of the screening               

allowing to identify a person with a fever – CDC defined for coronavirus as 100 F or greater– and to                    

prevent them from entering the work site pending additional evaluation. As this has become state               

mandate and local health authority recommendation, as a condition of being allowed to operate going               

forward. 
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Standard Operating Procedure 
COVID-19 Meal Preparation & Meal Service Procedures 
Laredo Independent School  District SOP # COVID MP&S 002 Page 1 of 1 
Child Nutrition Program Date 06/29/2020 Revision No. 0 
 

A. PURPOSE AND APPLICABILITY 
The purpose of this SOP is to establish a uniform procedure for all CNP employees at the school                  
cafeterias for meal preparations and meal service during the covid-19 pandemic. This process will be               
followed by all CNP staff every day when reporting to work. 

 

B. RESPONSIBILITIES 
B.1 It is the responsibility of the CNP cafeteria manager and staff to make sure that all meals                  

prepared are meeting the TDA guidelines and that the meal service is being delivered with quality                
customer service. *Note- before employees clock in they conduct a self-assessment. If an employee              
experiences any COVID-19 symptoms such as fever, the employee should not report to work and seek                
immediate medical attention. Also before clocking in, manager will be checking that all employees are               
wearing a face mask and then manager will be checking temperatures of employees; will then log in                 
temperatures. If the temperature is above 100 degrees, the manager will contact the immediate              
supervisor, CNP admin and then CNP admin. will call HR for the next steps that are involved. 

B.2 In the school cafeterias, it is the responsibility of the CNP cafeteria manager and staff to wear                  
appropriate PPE (face masks, gloves, aprons, and face shields) as well as implementing the social               
distancing in their work station in the kitchen; then manager has production schedule available for all                
staff for their assigned tasks the day in meal preparation and meal service distribution.  

 

C. PROCEDURAL  STEPS for Production of the day & Meal Service: 
1. Cafeteria school manager must make sure all staff are wearing face masks before checking              

temperatures. If temperatures are normal, staff will proceed with their assigned tasks for the              
day and be six feet apart from each other. 

2. Cafeteria Manager and staff clock in by swiping ID cards and then wash hands. Hand washing                
occurs several times throughout the day as food is prepared and part of CNP’s HACCP food                
safety plan. 

3. Turn on kitchen equipment and check temperature of equipment and document on the log              
sheet. 

4. Cafeteria staff begin to cook and prep food items for menus of the day 
5. Some staff will begin to pack coolers with ice or ice packs for milk, juice, and yogurt and fill bags                    

for class and fill bins with other breakfast items to transport in carts for breakfast by the                 
hallway. Other staff start prepping items for lunch meal service such as the main entrée, side                
items like salads, vegetables and fruits. Depending on the school, some staff or all staff will                
deliver and serve breakfast by the hallway. Students will be served breakfast and CNP staff uses                
clicker to count meals. CNP staff at all times will be wearing face masks, face shield, hairnet,                 
gloves and apron.  

6. After breakfast is done, staff goes back to the cafeteria to count leftovers, return items to stock                 
or donate items to Bethany House, Sacred Heart Children’s Home or South Texas Food Bank               
filling out the Donation Form. Staff will put on a new set of gloves then sanitize thoroughly all                  
breakfast carts and any equipment that was used. 
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7. Other staff staying in the kitchen will begin prepping for lunch. Food is cooked, assembled,               
packed, transported to hallway, classroom, set up in cafeteria line and/or to grab n go curbside.                
This is the most labor intensive part of work day depending on the menu and number of meals                  
prepared. 

**Note- To accommodate students following CDC guidelines, some staff will serve in            
cafeteria (will use decals to place on floor and seating area and other signage for safe                
distance); two staff will go out for grab n go curbside; other staff will deliver to the                 
classroom (Pre-k students in elementary and others as deemed necessary by campus) or             
to grab n go (by hallway) stations if necessary. 
 

8. At curbside grab n go meals, equipment such as cambro carts, coolers, canopy and tables are                

transported and set up at designated areas. At least two staff members are needed at curbside                

to distribute and count. Staff will request approved documentation before issuing (breakfast and             

lunch) meals and keep social distance while handing out meals. Staff will be wearing face masks,                

face shield, gloves, hairnet and apron. Will place meals on a tray for parents to grab or staff will                   

extend arms to give meals that are in bags to the parent. 

9. Staff will also have to start prepping some items for the next day (remove items from the                 

cooler/freezer and from cases and place on pans to be ready to cook the next morning), wash                 

fruits, etc. 

10. Staff will also have to clean all equipment, wash dishes, sweep, mop, wash bathroom, take out                

trash, clean serving lines and dining tables. Sanitation solution is sprayed on equipment after it               

is washed. Other staff as part of tasks will order and/or receive merchandise. Manger prepares               

end of day reports that are completely filled out such as daily meal counts and food production                 

records. 

 

D. QUALITY ASSURANCE/CONTROL 

CNP Area Supervisors and CNP administrators will conduct ongoing school cafeteria reviews (audits)             

using the School Cafeteria Observation Review Form to make sure that all school cafeterias are               

complying with meal preparation and meal service in the day to day operations. If any corrective actions                 

are required, a follow up review within two weeks will be deemed necessary. 
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Standard Operating Procedure 

COVID-19 Division of Operations Employee expectations 

at the workplace 
Laredo Independent School  District SOP #  Page 1 of 1 
Division of Operations Date 06/30/2020 Revision No. 0 
 

A. PURPOSE AND APPLICABILITY 
The purpose of this SOP is to delineate expectations from employees during working hours as a                
response of the COVID-19 pandemic. 
 

B. RESPONSIBILITIES 
B.1 It is the responsibility of the employee to adhere to the district's regulations regarding use of                 

face coverings, social distancing and staggered schedules provided by administration. 
B.2 It is the responsibility of administration to monitor, enforce safety regulations and address              

administratively any violations to established regulations. 
 

C. PROCEDURAL  STEPS 
1. ALL employees entering the facility must wear a face covering/mask and ensure that both nose               

and mouth is properly covered. (Face coverings are a requirement for employment and may or               
may not be provided by the School District). Use of face coverings are required with the                
following considerations: 

a. Employees must wear face covering at any public space inside the district's facilities at              
ALL times including but not limited to hallways, restrooms, reception areas, parking lots,             
lobbies, etc. 

b. Employees are required to wear face coverings at any interior space when more than              
one person is occupying such space. 

c. Employees are allowed to remove face coverings only if they are assigned with a single               
user office space, visitors to such areas must knock and allow for the person occupying               
the office to place back his/her face covering before entering. 

d. Employees must wear face coverings on district vehicles if more than one person is              
inside of the vehicle at the same time. 

e. Employees are entitled to remove their face coverings only if they are driving on a               
district vehicle by themselves. 

f. Removing face coverings in open concept workstations is not allowed. 
g. Employees are allowed to remove face covering if they are working in open spaces as               

long as they are at least 30 feet away from other people or co-workers (example:               
picking-up trash at campus premises). 

2. Upon entering the facility employees must proceed to clock-in forming a line respecting a              
minimum of 6 feet distance (Marks on the floor will be marked to facilitate identification of                
waiting location). 

3. Employees must follow staggered working schedules established by administration. Groups of           
employees must be spaced a minimum of 20 minutes to allow congregations at time clocks.  
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4. Supervisors are required to prepare instructions/work for the day in advance and designate a              
particular area in which subordinates are able to pick up work in an effort to eliminate or                 
minimize face to face interactions with other employees. 

5. Areas designated as employee lounge, cafeteria or lunch rooms must be closed and employees              
are not allowed to use it unless otherwise communicated by administration. 

 

D. QUALITY ASSURANCE/CONTROL 

Facility designee will address administratively any violations to safety expectations at the workplace.             

Failure to correct violations may result in further disciplinary action, including termination of             

employment.  
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Standard Operating Procedure 
COVID-19 Managing Visitors a Division of Operations 
Laredo Independent School  District SOP # COVID EMP-002 Page 1 of 1 
Division of Operations Date 06/29/2020 Revision No. 0 
 

A. PURPOSE AND APPLICABILITY 
The purpose of this SOP is to establish a uniform procedure for all visitors entering the Conrado Cruz                  
Division of Operations Building (Facility) during the Covid-19 pandemic. This process applies upon entry              
every time visitors enter the Facility.  

 

B. RESPONSIBILITIES 
B.1 It is the responsibility of every visitor to conduct a self-assessment before attempting to enter a                 

District facility. If a visitor experiences any COVID-19 symptoms (shortness of breath, fever, diarrhea,              
headaches, etc.), he/she should not attempt to enter the building.  

B.2 It is the responsibility of District Administration to assign a Facility Designee to administer duties                
to process and clear visitors before entering the Facility. 

 

C. PROCEDURAL  STEPS 
1. Administration must post notices throughout the exterior of the building informing visitors            

that they must use the front entrance at 900 E. Lyon to enter Facility.  
2. If necessary, the Building Receptionist will notify Facility Designee that visitors are waiting to              

enter the building. 
3. Upon arrival, if necessary, visitors must form a line where they stand six feet apart. 
4. Daily screening tools must be posted at designated facility entry points so visitors are able to                

acknowledge and confirm that they are symptom free, have not traveled to designated hot              
spots or had exposure to anyone with the COVID-19 virus. 

5. Visitors will enter the lobby area of Facility with proper face covering “one by one” so                
temperature can be taken by Facility Designee. 

6. Visitors will be required to sign a visitor log. 
7. Temperature readings will be documented by the Facility Designee in the visitor log.  
8. Visitors must have a temperature below 100 degrees 
9. Any visitor with a temperature above 100 degrees will not be allowed to go further than the                 

“lobby area” and must leave the Facility. If a visitor refuses to leave Administration will take                
appropriate steps, including calling District police to escort visitors from the Facility.  

10. Visitors that are cleared to enter the building will be given a visitor tag and may meet with                  
District personnel. District personnel must enforce “social distancing rules” and limit           
meetings to no more than 4 individuals.  

11. District personnel should distribute a sign in sheet and note the beginning and ending time               
of the meeting.  

12. Upon exiting the building visitors must turn in their visitor tag and note their time of                
departure on the visitor log.  

13. All visitors must adhere to these procedures. 
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D. QUALITY ASSURANCE/CONTROL 

Facility Designee will submit a daily visitor log to the department/campus administrator. If 

needed, additional appropriate steps will be taken. 

  

52 



 

Standard Operating Procedure 

COVID-19 Communicating a COVID-19 Positive Case 
 

Laredo Independent School  District SOP # COVID EMP-003 Page 1 of 1 
Division of Operations Date 06/29/2020 Revision No. 0 
 

A. PURPOSE AND APPLICABILITY 
The purpose of this SOP is to establish a uniform procedure for notifying all employees that work at                  
District’s facilities that a fellow employee working in the same facility has contracted the Coronavirus.  

 

B. RESPONSIBILITIES 
B.1 It is the responsibility of District administration to assign a Communications Designee to              

administer duties to inform employees of Coronavirus cases that may have been contracted at their               
Facility.  

 

C. PROCEDURAL  STEPS 
1. A Communication Designee will be appointed to distribute contact information forms to all              

Supervisors. Employees will fill in Contact information forms including employee names,           
email and phone numbers where they can be reached. Completed forms will be submitted              
to Supervisors. 

2. Supervisors will return form to Communications Designee, who will then create a group             
email/text.  

3. If an employee in the Facility contracts COVID 19, Supervisors will work with the employee,               
HR and Safety Department to create a “contact trace” list of employees that had contact               
with the infected employee.  

4. Individuals on the “contact trace list” will be immediately contacted(within 24 hours) by the              
LISD HR Department with specific instructions on whether or not they should be tested.  

5. If an employee at the Facility tests positive for the Coronavirus, the Communications             
Designee will send employees a message(email or text) stating:  
 

a. that an  employee at the Facility has tested positive for the CoronaVirus 
b. Specific instructions on what employees must do when they return to work.  

 
6. The Director of Operations will conduct proper sanitizing procedures of affected areas in the              

Facility.  
 

D. QUALITY ASSURANCE/CONTROL 

Facility Designee will submit log detailing confirmation of sent emails/texts to  

                        Department/campus administrator. If needed, additional appropriate steps will be taken. 
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Student Services 
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Standard Operating Procedure 
COVID-19 Reporting to Work Procedure-Staff-Athletics 
Laredo Independent School  District SOP # COVID EMP-001 Page 1 of 1 
Athletic Department – Staff  Date 07/03/2020 Revision No. 0 

A. PURPOSE AND APPLICABILITY 
The purpose of this SOP is to establish a uniform procedure for all employees reporting to work during                  
the COVID-19 pandemic. This process applies upon initial entry every time employees report to work. 

 

B. RESPONSIBILITIES 
1. It is the responsibility of the employee to conduct a self-assessment before reporting to work. If                 

an employee experiences any COVID-19 symptoms (shortness of breath, fever, diarrhea,           
headaches, etc), he/she should not report to work and seek immediate medical attention. 

2. It is the responsibility of administration to establish and assign administrative duties to process               
and clear employees before entering facilities.  
 

C. PROCEDURAL  STEPS 
1. Athletic administrators must inform employees of designated entry points to facilities for proper             

processing and screening. 
2. Upon arrival, employees must form a line where they stand six feet apart if needed.  
3. Daily screening tools must be submitted prior to arrival so employees are able to acknowledge               

and confirm that they are symptom free, have not traveled to designated hot spots or had                
exposure to anyone with the COVID-19 virus. 

4. Employees will enter the facility with proper face covering “one by one” and continue to their                
designated workstation. 

5. Temperature readings will be documented on their form and acknowledged by employee and             
Athletic Administrator. 

6. Any readings above 100.4 degrees will require the following: 
a. Employee will not be allowed to enter the building 
b. Administrators must report to the HR Department any employees with temperature           

readings over 100.4 degrees. 
c. Employees must seek medical attention and report the absence to the attendance            

system. 
d. Employees must make arrangements to get tested for COVID-19 and report the situation             

to the Human Resources Department. 
● If COVID-19 test is negative, days the employee took for schedule/awaiting           

results will be reverted back to the employee upon submission of medical            
documentation. 

● If COVID-19 test is positive the employee must follow medical treatment and            
will not be allowed to return to work until submitting medical documentation to             
the Human Resources Department providing medical clearance. 

e. Employees must report to work with an approved clearance letter from the LISD Human              
Resources Department. 

7. All employees must adhere to this procedure regardless of previous medical clearance. 
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D. QUALITY ASSURANCE/CONTROL 

Athletic administrator will review employee-screening form for temperature and daily symptom 

screening.   If needed appropriate steps will be taken. 
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Standard Operating Procedure 
COVID-19 Reporting to Work - Secondary School 

Coaches 
Laredo Independent School  District SOP # COVID EMP-001 Page 1 of 1 
Athletic Department – High School and 
Middle School Coaches  

Date 07/03/2020 Revision No. 0 

A. PURPOSE AND APPLICABILITY 
The purpose of this SOP is to establish a uniform procedure for all employees reporting to work during                  
the covid-19 pandemic. This process applies upon initial entry every time employees report to work. 

 

B. RESPONSIBILITIES 
1. It is the responsibility of the employee to conduct a self-assessment before reporting to work. If                 

an employee experiences any COVID-19 symptoms (shortness of breath, fever, diarrhea,           
headaches, etc), he/she should not report to work and seek immediate medical attention. 

2. It is the responsibility of administration to establish and assign administrative duties to process               
and clear employees before entering facilities.  
 

C. PROCEDURAL  STEPS 
1. High School Campus Coordinator, Assistant Campus Coordinator or Middle School Campus           

Coordinator must inform employees of designated entry points to facilities for proper            
processing and screening. 

2. Upon arrival, employees must form a line where they stand six feet apart if needed.  
3. Daily screening tools must be submitted prior to arrival so employees are able to acknowledge               

and confirm that they are symptom free, have not traveled to designated hot spots or had                
exposure to anyone with the COVID-19 virus. 

4. Employees will enter the facility with proper face covering “one by one” and continue to their                
designated workstation. 

5. Temperature readings will be documented on their form and acknowledged by employee and             
Campus Coordinator or Assistant Campus Coordinator  

6. Any readings above 100 degrees will require the following: 
a. Employee will not be allowed to enter the building 
b. Administrators must report to the HR Department any employees with temperature           

readings of 100 degrees Fahrenheit. 
c. Employees must seek medical attention and report the absence to the attendance            

system. 
d. Employees must make arrangements to get tested for COVID-19 and report the situation             

to the Human Resources Department. 
● If COVID-19 test is negative, days the employee took for schedule/awaiting           

results will be reverted back to the employee upon submission of medical            
documentation. 

● If COVID-19 test is positive the employee must follow medical treatment and            
will not be allowed to return to work until submitting medical documentation to             
the Human Resources Department providing medical clearance. 

e. Employees must report to work with an approved clearance letter from the LISD Human              
Resources Department. 
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7. All employees must adhere to this procedure regardless of previous medical clearance. 

 

D. QUALITY ASSURANCE/CONTROL 

Campus Coordinator or Assistant Campus Coordinator will review employee-screening form for 

temperature and daily screening.   If needed appropriate steps will be taken. 
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Standard Operating Procedure 
COVID-19 Reporting to Work Procedure - Guidance and 

Counseling 
Laredo Independent School  District SOP # COVID EMP-001 Page 1 of 1 
Guidance and Counseling – Staff  Date 07/13/2020 Revision No. 0 

A. PURPOSE AND APPLICABILITY 
The purpose of this SOP is to establish a uniform procedure for all employees reporting to work during                  
the covid-19 pandemic. This process applies upon initial entry every time employees report to work. 

 

B. RESPONSIBILITIES 
1. It is the responsibility of the employee to conduct a self-assessment before reporting to work. If                 

an employee experiences any COVID-19 symptoms (shortness of breath, fever, diarrhea,           
headaches, etc), he/she should not report to work and seek immediate medical attention. 

2. It is the responsibility of the campus administration to establish and assign administrative              
duties to process and clear employees before entering facilities.  
 

C. PROCEDURAL  STEPS 
1. Campus administrators must inform employees of designated entry points to facilities for proper             

processing and screening. 
2. Upon arrival, employees must form a line where they stand six feet apart if needed.  
3. Employees will enter the facility with proper face covering “one by one” and continue to their                

designated workstation. 
4. Temperature readings will be conducted by the staff assigned by the principal 
5. Any readings above 100 degrees will require the following: 

a. Employee will not be allowed to enter the building 
b. Campus Administrator must report to the HR Department any employees with           

temperature readings over 100 degrees. 
c. Employees must seek medical attention and report the absence to the attendance            

system. 
d. Employees must make arrangements to get tested for COVID-19 and report the            

outcome to the Human Resources Department. 
● If COVID-19 test is negative, days the employee took for schedule/awaiting           

results will be reverted back to the employee upon submission of medical            
documentation. 

● If COVID-19 test is positive the employee must follow medical treatment and            
will not be allowed to return to work until clearance. 

e. Employees must report to work with an approved clearance letter from the LISD Human              
Resources Department. 

 

D. QUALITY ASSURANCE/CONTROL 

Campus administrators will be responsible for all employees at their schools.  
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COVID-19 - Providing Mental Health for Students 
Laredo Independent School  District SOP # COVID  Page 1 of 1 
Guidance and Counseling Department  Date 07/22/2020 Revision No. 0 
 

A. PURPOSE AND APPLICABILITY 
The purpose of this SOP is to establish a uniform procedure for all students upon returning to                 

campus in the fall semester virtually or in person during the COVID-19 pandemic. This process applies to                 
any student experiencing stress, anxiety or any mental health concerns due to COVID–19. 

 

B. RESPONSIBILITIES 
1. It is the responsibility of the campus administration and/or counseling staff to refer students               

to agencies in the community for therapeutic counseling sessions.  
 

C. PROCEDURAL  STEPS 
1. The Director of Guidance sent an updated “community service provider list” to all             

administrators and counselors on July 22, 2020. 
2. Parents requesting counseling for their child due to stress, anxiety or any mental health              

issue caused by COVID-19 will be provided with the “community service provider list”.  
3. Administrators/counselors will follow up with the student and parent.  
4. If needed, additional counseling services will be provided to the student by the school              

counselor.  
5. Face to face and remote counseling services will be provided to students in need. The CDC                

guidelines will be practiced. 
 

D. QUALITY ASSURANCE/CONTROL 

Administrators and counselors will work collaboratively to ensure that the counseling needs for the child               

are being met through follow up, and communication with the family.  
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COVID-19 Health Services 
Laredo Independent School  District SOP # COVID SS-001 Page 1 of 9 

 
Student Services Date 08/05/2020 Revision No. 6 

 
A. Purpose and applicability 

The purpose of this SOP is to establish a uniform protocol for campus student health services 
related to COVID-19 pandemic. 

B. Responsibilities 
a. It is the responsibility of each campus administrator and school nurse (RN) to assure 

that these protocols are in place and followed. Campus administrator and school nurse 
(RN) will create a plan based on protocols that are provided that will meet the needs 
and logistics of their campus.  

 
C. Procedural Steps  
       1.  Screening Protocols 

a. Parents will be required to screen their children for COVID-19 symptoms each day prior 
to sending them to school. Parents will fill out a COVID-19 screening questionnaire log, 
and children must bring a screening log to school daily (see Student Screening Tool 
attached). If any responses to the screening questionnaire are, a “Yes” parent should 
keep the child at home and not take them to campus.  

b. Questionnaire has a section for temperature. Parents may take students' temperature 
at home and record the reading on log. If parents do not have a thermometer at home, 
the student's temperature will be taken at school. 

● If the temperature is 100°F or higher, the child cannot be in school.  

c. Parents must ensure that they do not send children to campus if they are physically sick, 

or have signs and symptoms of a communicable condition/illness such as COVID-19.  

d. Students should not enter campuses or district buildings if any of the following apply. 

The student is: 

● Sick or has been sick in the past 14 days. Symptoms to watch for are fever 
(100°F or higher), cough, shortness of breath/difficulty breathing, chills, muscle 
pain, headache, sore throat, new loss of taste or smell. 

● Has a confirmed case of COVID-19 or has been in close contact with a person 
with a confirmed case of COVID-19. These individuals must follow all isolation 
and quarantine guidelines from the local health authority or their physician. 

● Has a household member who is awaiting COVID-19 test results, or who is 
awaiting their own test results. 

● Has traveled internationally or on a cruise in the past 14 days. These individuals 
must follow current CDC self-quarantine recommendations. 

e. Teachers/staff will monitor students and refer them to school nurses, as needed if 
symptoms are to present during the school day.  

f. Campus Administrator will assign designated staff to perform daily temperature checks, 

using a non- contact thermometer.  

● If a student walks to campus and the temperature is between 100.0 to 100.5 
allow the student to rest in a designated area, not the isolation area. Retake 
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temperature after the student has been allowed about 10 minutes to cool 
down. If the temperature continues to be 100.0 or higher, the child must be 
sent home.  

● Students did not walk to school temperature of 100.0 or higher and students 

should not be in school. Send to the Isolation area for nurse assessment.  

● If a student has a tympanic (ear) temperature of 100°F or higher, 

parents will be notified for immediate pick up and medical referral will 

be issued.  

● Ask the parent, if the child was given fever-reducing medication such as Tylenol, 
Motrin. If so, the child should not be on campus, regardless of temperature 
reading.  
 

2. Clinic Daily Procedures- These procedures may vary from campus to campus depending on 

availability of rooms/space. The purpose of these procedures is to minimize the risk of cross 

contamination between the students population while in the nurse's office. Visits to nurses 

clinics should be limited to those that are feeling ill, scheduled procedures, medication 

administration, and emergencies. Minor incidents are to be handled in the classroom.  

a. Isolation protocols  

i. Campus administrators must designate an isolation area. It is preferred that this 

area be in a different room, that is near the nurses clinic. 

● Students with symptoms of COVID-19 will wait in this area for parent 

pick up.  (See below symptoms response flowchart).  

b. Medication Administration 

i. Parents will be encouraged to administer morning medications at home, when 

possible.  

ii. All inhalers that are to be administered or used on campus must have a spacer 

or chamber.  

iii. Medication administration must be in a secure area that is away from other 

students.  

c. First Aid  

i. Teachers/staff will be trained and encouraged to treat minor injuries in 

classrooms. Such as minor cuts, non-injury related nosebleeds, Band-Aids, etc. 

ii. Teachers/Staff will call a nursing clinic prior to sending a student to the clinic. To 

assure it is safe and that there is room for students in the clinic.  

d. Restroom use 

i. Restrooms in the nurse's clinic will be designated for student use only, and will 

be limited to those students that are in the clinic.  

3. COVID-19 Response Procedure- Any student with lab-confirmed COVID-19; or are 

experiencing symptoms of COVID-19 must stay home throughout the infection period, and 

cannot return to campus until re-entry criteria is met.  

 

4. COVID-19 Symptoms: In accordance with Texas Education Agency (TEA) 2020-2021 Public 

Health Planning Guidance.  
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● Students that display symptoms of COVID-19 or are feeling feverish, will be sent to 

an isolation area for further assessment to determine if and when a student’s needs 

to be sent home. (See below symptoms response flowchart). 

● Students who are ill will be separated from their peers and should be picked up 

within 30 minutes and no later than 1 hour from the time the campus has contacted 

the parent/guardian.  

● A student that has not been evaluated by a medical professional or tested 

for COVID-19, is assumed to have COVID-19, and the student may not 

return to the campus until they have met return to school criteria (see 

section D. COVID-19 Re-entry Criteria)  

● Disinfecting and cleaning of the area used by the individual who shows COVID-19 

symptoms while at school, will be done as soon as possible. 

5. Responding to a positive case (Refer to communicable Disease Reporting Protocol)  

● For a lab confirmed COVID-19 diagnosis, school must follow Health Services 

Communicable Disease Reporting Protocol (below). Which includes the following: 

● Notifying the local City of Laredo Health Department of the positive case 

on campus.  

● Following the guidance of the City of Laredo Health Department.  

● Sending notification letters to parents of those in close contact/possible 

exposure with the individual. (See notification letter template). 

● All notifications, and communications made by the school district will be 

completed, in accordance with applicable federal, state and local laws and 

regulations, including confidentiality requirements of the Americans with 

Disabilities Act (ADA) and Family Educational Rights and Privacy Act 

(FERPA). 

● In accordance with Texas Education Agency (TEA) guidance, schools must close off 

areas of the campus that were heavily used by the COVID-19 positive individual, 

until the areas can be properly disinfected, unless more than 3 days have already 

passed since that person was on campus. 

6. COVID-19 Re-entry Criteria (City of Laredo Health Department): 

● In the case of a student that was diagnosed with COVID-19, the student may return 

to school when all three of the following criteria are met: 

i. At least three days (72 hours) have passed since the recovery (resolution 

of fever without the use of fever-reducing medications); 

ii. The student has improvement in symptoms (e.g., cough, shortness of 

breath); and  

iii. At least 14 days have passed since symptoms first appeared.  

● If the student has symptoms that could be COVID-19 and wants to return to school 

before completing the above stay at home period, the individual must complete the 

following: 

● Receive two separate confirmations at least 24 hours apart that they are free of COVID 

via acute infection tests at an approved COVID-19 testing location 

https://tdem.texas.gov/covid-19/  
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● It is the recommendation of the LISD Health Services Department in consultation with 

LISD Medical Consultant, and the City of Laredo Health Department for the safety of all 

students, and staff.  Any student that is sent home with COVID-19 symptoms should 

participate in remote instruction outside of the school setting, until the student is able 

to provide a negative COVID-19 results or is cleared to return based on City of Laredo 

Health Department Re-entry criteria. Any siblings or relatives that live in the same 

household of students presenting symptoms will also participate in remote instruction 

until appropriate COVID-19 clearance is provided.  

In general, close contact is defined as: 
● being directly exposed to infectious secretions (e.g., being coughed on); or 
● being within 6 feet for a cumulative duration of 15 minutes; however, additional factors like 

case/contact masking (i.e., both the infectious individual and the potential close contact have 
been consistently and properly masked), ventilation, presence of dividers, and case 
symptomatology may affect this determination. 

Either (a) or (b) defines close contact if it occurred during the infectious period of the case, defined as 
two days prior to symptom onset to 10 days after symptom onset. In the case of asymptomatic 
individuals who are lab-confirmed with COVID-19, the infectious period is defined as two days prior to 
the confirming lab test and continuing for 10 days following the confirmation lab test. 

 

D. Quality Assurance/Control 

Health Services staff (RN, LVN, or Health Assistant) will document their assessment findings 

on Skyward, as a routine daily visit. For students with COVID-19 symptoms documentation 

will be kept in a log to facilitate follow-up. The Health Services Department will follow 

surveillance requirements provided by the City of Laredo Health Department. Health 

Services Coordinator will conduct campus visits to review documentation and monitor for 

compliance of procedures.  
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Letter to Parent Template  
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Human Resources 
 

 

The following link is for use when an employee has advised an administrator that he/she is COVID-19 
positive, exposure, or related symptoms.  

 

https://docs.google.com/forms/d/e/1FAIpQLScHkiM4lpdOnw8SAzXxwnvHqgTRZrwmM_v2QvAfcP5Z0ip
VLw/viewform?usp=sf_link 

 

 

The following link is for self-reporting if the employee is experiencing COVID-19 related symptoms, have 
been exposed or have received a positive result.  They must self-report even if out of contract.  

 

https://docs.google.com/forms/d/e/1FAIpQLSc_IIQRf5J5dNqY_qN7rLXug2q4xCyX65yr449tKkP4qZIWkA/
viewform?usp=sf_link 
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Compliance/Safety 
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Screening Procedures: Employee/Visitor 
 
Laredo Independent School District SOP COVID # SCREENING 

PROCEDURES  
Page 1 of 5 

Safety Department Date 08/7/2020 Revision No. 2 
 

A. PURPOSE AND APPLICABILITY 
 

The purpose of this Standard Operating Procedure (SOP) is to establish District uniform             
procedures for screening employees and visitors each time they enter a building only at the               
beginning of the day for employees or each time a visitor initially enters a building. 

 
B. SCREENING FOR EMPLOYEES AND RESPONSIBILITIES 

 
Employees must self-screen daily for COVID-19 symptoms and for close contact with any             
individual who is lab-confirmed to have COVID-19. Employees should notify designated           
campus COVID-19 contact person if they are lab-confirmed with COVID-19, experience           
symptoms, or have been in close contact with an individual who is lab confirmed. Employees               
shall also be screened using non-contact forehead temperature checks upon entering           
district/school facilities. A campus contact person should log in the screening data collected.             
The designated screening contact person should be someone other than student health services             
staff (RN, LVN, or Health Assistant). Student Health services staff does not screen, assess, or               
provide treatment to employees. Employee screening data must not be permanently retained and             
must be shredded after 6 months. The established process ensures that results for “completed and               
passed” screening data are routinely destroyed and results for “did not pass” screening are              
retained only until an employee is eligible to return to work. LISD employees shall call to report                 
to their supervisor if they themselves have COVID-19 symptoms or are lab-confirmed with             
COVID-19, and if so, must remain at home until they are cleared. All employees should know                
and understand the screening requirements.  

In addition, if so, must remain at home until the 14-day incubation period has passed.  

A. If an employee experiences any COVID-19 symptoms, (Temperature of 100.4           
degrees or higher when taken by mouth; sore throat; New uncontrolled cough that             
causes difficulty breathing (or, for students with a chronic allergic/asthmatic cough, a            
change in their cough from baseline); Diarrhea, vomiting, or abdominal pain; or New             
onset of severe headache, especially with fever), he/she should not report to work and              
seek immediate medical attention. 

B.  If the employee is sick, stay home. 
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C. LISD has established a routine for screening employees and visitors for COVID-19             
symptoms and using the information from those screens to determine which           
individuals may enter a school campus. 

D. Parents MUST ensure they DO NOT send a child to school on campus if the child has                  
COVID-19 symptoms or a positive COVID-19 test.  

E.   LISD will clearly communicate screening requirements and protocols to families.  
 
SCREENING FOR VISITORS AND RESPONSIBILITIES 

 
Campuses must screen all individuals who come onto the campus.  
 
Visitors will only be allowed to have phone conferences and virtual conferences with campus              
employees until further notice. LISD wants to minimize community exposure to our employees             
and our students and keep them safe. On only rare occasions, should we allow visitors into the                 
campus. 
 
Designate a secure area for visitors to complete screening before allowing them to proceed onto               
campus such as a vestibule or hallway area near a campus entrance.  
 
 Campuses should designate one public entry if possible to facilitate screening. 
 
 Campuses should have signage and procedures in place to encourage visitors to maintain              

social distance while awaiting screening.  
 
 Campuses should assign a staff member to collect screening information from visitors. 
 
 The Visitor Screener should solicit the visitor’s name and response to whether the individual               

experienced 1) any COVID-19 symptoms or 2) close-contact with a lab confirmed individual.  
 
 Visitors who do not pass or are not willing to complete the screening will be temporarily                 

prohibited from being on the campus. 
 
 Results for “did not pass” screenings must be retained until the visitor meets criteria to return                 

to campus, if they choose to do so. “Did not pass” screening data must then be destroyed. 
 
For example, LISD will determine that for parents who either (a) never come inside the campus                
or (b) come inside only briefly (TEN MINUTES OR LESS) to drop-off/pick-up while wearing              
masks, screening may not be necessary.  
 

A. If a visitor experiences any COVID-19 symptoms, (Temperature of 100.4 degrees or             
higher when taken by mouth; sore throat; New uncontrolled cough that causes            
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difficulty breathing (or, for students with a chronic allergic/asthmatic cough, a change            
in their cough from baseline); Diarrhea, vomiting, or abdominal pain; or New onset of  
severe headache, especially with fever), he/she may not enter the school and seek             
immediate medical attention. 

B. Visitors will only be allowed to have phone conferences and virtual conferences with              
campus employees until further notice. LISD wants to minimize community exposure           
to our employees and our students and keep them safe.  

C. If a visitor has no cell phone nor electronic device, they may ONLY enter into a                 
designated conference room and use the phone inside or computer to have a             
conference with the campus employee. 

 
C. PROCEDURAL STEPS 

 
1. Upon arrival to the work site, employees must form a line outside designated entry and               

stand six feet apart to enter building for screening 
2. Employees will enter the facility with proper face covering “one by one” so temperature              

can be taken by the facility designee. 
3. It is the responsibility of Campus/Department Administration to process and clear           

employees before entering facilities/work.  
4. Administration shall have posted signage with COVID-19 Symptoms and steps for           

screening process at designated entry points so employees are able to confirm that they              
are symptom free, have not traveled to designated hot spots or had exposure to anyone               
with the COVID-19 virus.  

5. Entrance and exit points shall be established and identified for all screening procedures.  
6. Entrance points shall be minimal to ensure an efficient and controlled screening process.  
7. All employees shall follow identified traffic patterns established while maintaining a           

minimum 6 ft. social distance at all times. 
8. The Campus/Department shall designate a screening team. 

A. The Designee shall have appropriate training on use of thermometer and screening            
questions 

B. Designee shall wear appropriate PPE including: face cover, face shield and gloves 
C. Designee shall wash hands immediately before and after screening 
D. Designee shall always practice social distancing protocols 

9. Screening Designee shall first look at employee to assess physical symptoms 
10. Screening Designee shall ask screening questions. 
11. Screening Designee shall take temperature with no contact thermometer by placing it 2-3             

inches away from forehead and hold until reading is given.  
12. Temperature readings will be documented into daily logs and acknowledged by           

employees. 
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13. Any readings above 100.4 degrees will require the following: 
A. Employee shall not be allowed to enter the building 
B. Designee shall report reading to immediate Administrator whom must also report           

screening to the HR Department via online form 
C. Employee must quarantine for 14 days 
D. Employees must be 72 hours without use of fever-reducing medicine AND symptoms            

improved AND 14 days have passed since symptoms first appeared AND Negative            
COVID-19 test result (employee may provide a medical release document issued by a             
board-certified United States Medical Professional for consideration) AND approved         
clearance letter from the LISD Human Resources Department 

14. All employees must adhere to this procedure regardless of previous medical clearance 
 
Screening Questions: 
People with COVID-19 have had a wide range of symptoms reported – ranging from mild               
symptoms to severe illness. Symptoms may appear 2-14 days after exposure to the           
virus. People with these symptoms may have COVID-19: 

Screening Designee shall ask:  

Question #1  

Do you have any of the following symptoms? Yes or No 

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

● Loss of taste or smell 
● Cough 
● Difficulty breathing  
● Shortness of breath 
● Fatigue 
● Heachache 
● Chills 
● Sore throat 
● Congestion or runny nose 
● Shaking or exaggerated shivering  
● Significant muscle pain or ache 
● Diarrhea 
● Nausea or vomiting 
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Question #2 

Have you in the last 14 days had close contact with someone who tested positive for                
COVID-19? Yes or No 

Employee Testing Positive: 
 
1. In the event an employee is positive for COVID-19, Human Resources shall be contacted              

immediately to follow exposure containment procedures. 
2. Employees shall not return to work until cleared by a Medical Professional and provide              

clearance to HR. 
 

Note: All employees shall follow all District COVID-19 Preventive Safe Guards that include but              
are not limited to: frequently washing hands with soap and water, use of hand sanitizer, face                
covers over nose and mouth, social distancing and staying home if sick. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

LISD Employee COVID-19 Screening Log 
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*Designated screener will log in documentation. 
 
 
 
 
 
 
 
 
 
 
Standard Operating Procedure 
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Safety/Risk Department District COVID Positive Results 

Communication Procedures 
Laredo Independent School  District SOP # COVID Safety-001 Page 1 of 2 
Safety/Risk Department Date 07/20/2020 Revision No. 1 
 

A. PURPOSE AND APPLICABILITY 
The purpose of this SOP is to establish a uniform procedure for all District Employees               
whom are COVID-19 Positive. This process applies as soon as an employee is advised of               
COVID-19 Positive results from a medical provider. Communication must be immediate           
and urgent. Employees shall not report to work once advised of COVID-19 positive             
results. 
 

B. RESPONSIBILITIES 
1. As soon as an employee is notified of COVID-19 positive test results, it is the               

responsibility of the employee to advise their Campus/Department        
Administrator/supervisor immediately of test results. The Department/Campus       
Administrator/supervisor shall contact HR Coordinator immediately to report. HR         
shall contact COVID-19 positive employee to gather information that includes but           
not limited to: last day at work, what other employee may have been exposed,              
where does the employee believe they picked it up, and did the employee have              
any symptoms? Employee shall not return to work until cleared by medical            
provider and remain in quarantine 

2 It is the responsibility of the Human Resources Department to advise the District              
Superintendent as well as the Asst. Supt. for Compliance and school safety and             
Safety/Risk Department Director  

3. Director of Safety shall advise and confirm with Assistant Superintendent of            
Compliance and School Safety 

4.       HR shall communicate information in writing to Campus/Department 
5.       HR and Safety shall document confidential information 
6. Safety Department shall contact Department/Campus Administrator in writing to          

ensure that prevention procedures have been activated 
7. Campus/Department shall communicate with Custodial Services Department        

Director to request assistance for immediate sanitization and cleaning services          
based on employee positive test results  

 
 

C.    HEALTH DEPARTMENT COMMUNICATION: 
 
1. Health Department contacts LISD Safety Department Director to advise of positive           

employee 

2. Director of Safety shall contact HR and Assistant Superintendent of Compliance           
and School Safety  
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3. Determination will be made if employee is actively at work 

4. HR shall communicate information to Campus/Department 

5. HR and Safety shall document confidential information  

6. Safety Department shall contact Department/Campus Administrator to ensure        
that prevention procedures have been activated  

7. Campus/Department shall communicate with Custodial Services Department       
Director to request immediate sanitization and cleaning services based on          
employee positive test results  

 
D.      PROCEDURAL STEPS 

1. Campus/Department Administration/Supervisor shall ensure that any employee       
whom is tested positive for COVID-19 shall not report to work until cleared by a               
medical professional. 

2. Administration shall ensure to communicate with HR on positive employee for           
guidance.  

3. Administration shall ensure that all employees have read and understand District           
Memo on COVID-19 Prevention. 

4. Administration shall ensure to immediately contact their campus custodial team          
and/or Custodial Services Department for immediate sanitizing efforts at work          
area 

5. Administration shall ensure that HR letter be presented to employees whom may            
have been exposed 

6. Administration shall confirm that the Campus/Department Safety Officer ensures         
that all prevention strategies are communicated effectively and clearly to all           
employees The Campus Safety Officer shall also ensure to enforce preventive           
strategies that include but not limited to: social distancing, face covering, washing            
of hands, no mass gatherings, employee screening to ensure to reduce COVID-19            
exposure and that employees whom are not feeling well with flu like symptoms or              
other COVID-19 possible symptoms go home and call their medical provider for            
guidance. 

 
 

E.  QUALITY ASSURANCE/CONTROL 

The Safety Director shall continue effective communication with the Health Department,           

Asst. Supt. for Compliance and School Safety and LISD Human Resources to ensure effective              

communication. The Safety Department shall monitor COVID-19 positive cases and ensure           

that all District stakeholders are properly reporting positive COVID-19 cases to their            

respective supervisors as well as to HR. Communication to all stakeholders will be ongoing              

to ensure that positive cases continue to be reported to the right Departments. 
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Standard Operating Procedure 
Safety/Risk Department Reporting to Work Procedures 
Laredo Independent School  District SOP # COVID Safety-001 Page 1 of 2 
Safety/Risk Department Date 07/20/2020 Revision No. 1 
 

A. PURPOSE AND APPLICABILITY 
The purpose of this SOP is to establish a uniform procedure for all employees reporting to work                 
during the COVID-19 pandemic. This process applies upon initial entry every time employees             
report to work. 
 

B. RESPONSIBILITIES 
1. It is the responsibility of the employee to conduct a self-assessment before reporting to              

work. If an employee experiences any COVID-19 symptoms (shortness of breath, fever,            
diarrhea, headaches, body aches/pains, cough, sore throat, etc.), he/she should not report            
to work and seek immediate medical attention. The employee shall contact their            
immediate Supervisor to advise of symptoms and report the absence.  

2 It is the responsibility of the Maintenance Administration to screen all employees entering              
the building at the start of the day to determine COVID-19 risk before entering facilities.               
All Department employees shall report to the main entrance prior to reporting to the              
office. 

3. It is the responsibility of the Safety Department Administration that all Department             
employees have read and understand the District Memo on COVID-19 prevention and            
adhere to prevention strategies listed and recommended in the memo. 

4. It is the responsibility of each Department employee to self-assess and monitor             
symptoms. If any symptoms arise, it is vital that employees stay home to not infect others                
in the work area as well as contacting their medical provider. 

5. All Department employees shall practice all prevention strategies including wearing of            
facemask, social distancing of 6 feet apart, proper hand washing and sanitizing, and cover              
the cough/sneeze into a tissue or elbow to prevent the spread. 

 

C. PROCEDURAL STEPS 
1. Administration must inform employees of designated entry points to facilities for proper            

processing and screening. 
2. Upon arrival, employees must form a line where they stand six (6) feet apart. 
3. Employees will enter the facility with proper face covering “one by one” so temperature              

can be taken by the facility designee. 
4. Temperature readings will be documented and acknowledged by employee and facility           

designee. 
5. Any readings above 100 degrees will require the following: 

a. Employee will not be allowed to enter the building 
b. Administrator must report to the HR Department and Safety Department any           

employees with temperature readings over 100 degrees. 
c. Employee must seek medical attention and report the absence to the attendance            

system. 

81 



 

d. Employee must make arrangements to get tested for COVID-19 and report the            
situation to the Human Resources Department. 

● If COVID-19 test is negative, days the employee took for schedule/awaiting           
results will be reverted to the employee upon submission of medical           
documentation. 

● If COVID-19 test is positive, the employee must follow medical treatment and            
will not be allowed to return to work until submitting medical documentation to             
the Human Resources Department providing medical clearance. 

e. Employee must report to work with an approved clearance letter from the LISD             
Human Resources Department. 

6. All employees must adhere to this procedure regardless of previous medical clearance. 

 

D. QUALITY ASSURANCE/CONTROL 

1. Maintenance Department designee will submit employee temperature daily log to the            

department administrator. If needed appropriate steps will be taken. 

2. Safety Department Safety Officer shall enforce COVID-19 prevention strategies are being            

followed.  
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Standard Operating Procedure 
Student Hearings Office-Review/Expulsion Hearings 
Laredo Independent School  District SOP COVID # CS-001 Page 1 of 1 
Student Hearings Office Date: 7/4/2020 Revision No. 0 

 

A. PURPOSE AND APPLICABILITY 
The purpose of this SOP is to establish a uniform procedure for all students, employees, parents/guardians,                
and visitors reporting to a review or expulsion hearing during the COVID-19 pandemic. This process               
applies upon initial entry every time anyone reports to the Student Hearings Office located at 2901 East                 
Travis Street (F.S. Lara Academy Administrative Building).  
 

B. RESPONSIBILITIES OF EMPLOYEES IN THE HEARINGS OFFICE 
1. It is the responsibility of the employee (hearings officer and hearings secretary) to conduct a               

self-assessment before reporting to work. If an employee experiences any COVID-19 symptoms            
(shortness of breath, fever, diarrhea, headaches, etc), he/she should not report to work and seek               
immediate medical attention. 

2. It is the responsibility of the LISD Student Hearings Officer or designee to assign administrative duties                
to process and clear employees before entering facilities. 

 
C. PROCEDURAL STEPS WITH EMPLOYEES IN THE STUDENT HEARINGS OFFICE 

1. Daily screening tools are posted at Hearings Office entry points so employees are able to acknowledge                
and confirm that they are symptom free, have not traveled to designated hot spots or had exposure to                  
anyone with the COVID-19 virus. 

2. Employees will enter the Hearings Office with a proper nose and mouth face covering “one by one” so                  
temperature can be taken. 

3. Temperature readings will be documented and acknowledged by employees and facility designee. 
4. Any readings above 100 degrees will require the following: 

a. Employee will not be allowed to enter the building 
b. Administrators must report to the HR Department any employees with temperature readings            

over 100 degrees. 
c. Employees must seek medical attention and report the absence to the attendance system. 
d. Employees must make arrangements to get tested for COVID-19 and report the situation to              

the Human Resources Department. 
i. If COVID-19 test is negative, days the employee took for schedule/awaiting results            

will be reverted back to the employee upon submission of medical documentation. 
ii. If COVID-19 test is positive the employee must follow medical treatment and will             

not be allowed to return to work until submitting medical documentation to the             
Human Resources Department providing medical clearance. 

e. Employees must report to work with an approved clearance letter from the LISD Human              
Resources Department. 

5. All employees must adhere to this procedure regardless of previous medical clearance. 
 

D. PROCEDURAL STEPS WITH STUDENTS, PARENT/GUARDIAN, AND VISITORS IN THE         
STUDENT HEARINGS OFFICE 
1. Teleconference or virtual meetings will first be offered for all review or expulsion hearings and only                

face-to-face hearings will be held upon request from parent/guardian or legal counsel.  
2. Upon request of face-to-face hearing; student, parent/guardian, and visitors will be advised of point of               

entry to Student Hearings Office within 2 days after request.  
3. All participants must follow guidelines and procedures for face-to-face hearing (wearing a mask,             

temperature check, 6ft social distance, etc.). 
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4. Student Hearings Officer will reschedule hearing if guidelines and procedures are not followed             
including not wearing a mask or temperature above 100 degrees.  

5. Hearings will be held in Room #1 at F.S. Lara Academy to ensure social distance of 6ft. 
 

E. QUALITY ASSURANCE/CONTROL 
Student Hearing Officer will submit students, employees, parent/guardian, and visitors daily screening tool             
acknowledgment daily log to Assistant Superintendent of Compliance and School Safety. If needed             
appropriate steps will be taken. 

  

84 



 

Standard Operating Procedure 
Compliance & School Safety-Attendance 
Laredo Independent School  District SOP # COVID – CS Page 1 of 1 
Compliance & School Safety – Attendance Date 07/15/2020 Revision No. 0 
 

A. PURPOSE AND APPLICABILITY 
The purpose of this SOP is to establish a uniform procedure for outreach efforts in student recovery                 
and/or engaging students during the COVID-19 pandemic. These procedures apply to Home Visits and              
other interventions conducted by Attendance Officers and/or other employees. 

 

B. RESPONSIBILITIES 
1. It is the responsibility of the Attendance Officers to monitor student absences and provide              

interventions for chronic absenteeism or chronic truancy. 
2. It is the responsibility of the Attendance Officer to report student illness observed or reported to                

the campus administrator(s) and Attendance Clerks.  
3. Attendance Officers will support campus in conducting phone calls to students who have not              

been engaged in academics. Home Visits will be solely for those students who have not been                
engaged and for whom phone calls have been unsuccessful. 
 

C. PROCEDURAL  STEPS 
1. Attendance Officers will be required to wear a face mask/PPE while on campus and when               

conducting home visits.  
2. Please avoid close contact when conducting interventions such as conferencing, home visits and             

any other duties. During home visits, knock on the door or ring the doorbell then step away to                  
allow safe distance. Staff must always practice at a distance of a minimum of 6’ away from those                  
they interact with. 

3. As staff is conducting home visits, conferencing with students and/or families, or handling             
documentation throughout their duties, it is essential to practice frequent handwashing. Staff is             
encouraged to carry hand sanitizer and a tub of disinfecting wipes during home visits. 
 

D. QUALITY ASSURANCE/CONTROL 

Attendance Officers will maintain a safe and clean environment.  
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Standard Operating Procedure 
Compliance and School Safety-Attendance for Student 

Monitoring 
Laredo Independent School  District SOP # COVID – CS Page 1 of 1 
Compliance & School Safety – Attendance Date 07/15/2020 Revision No. 0 
 

A. PURPOSE AND APPLICABILITY 
The purpose of this SOP is to establish a uniform procedure for outreach efforts in student recovery                 
and/or engaging students during the COVID-19 pandemic. These procedures apply to attendance            
monitoring and accounting conducted by Attendance Clerks. 

 

B. RESPONSIBILITIES 
1. It is the responsibility of the Attendance Clerk to monitor daily student attendance and ensure               

appropriate accounting. 
2. It is the responsibility of the Attendance Clerk to report student illness observed or reported to                

the campus administrator(s) and campus nurse.  
 

C. PROCEDURAL  STEPS 
1. Attendance Clerks will be required to wear a face mask/PPE at all times while on campus.  
2. Staff must practice safe distance of a minimum of 6’ away from students, visitors and staff at all                  

times. 
3. Attendance Clerks must practice frequent handwashing and maintain a clean and safe office             

environment. 
4. Attendance Clerks must document absence reasons and report concerns to administrator(s),           

nurse and/or other district employees to best address the safety and needs of a student. 
 

D. QUALITY ASSURANCE/CONTROL 

Attendance Clerks will maintain a safe and clean office environment by keeping the area              

organized and disinfecting their work stations daily. 
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Standard Operating Procedure 
COVID-19 Reporting to Work Procedures-Police Dept 
Laredo Independent School  District SOP # COVID EMP-001 Page 1 of 1 
Police Department Date 07/14/2020 Revision No. 0 
 

A. Purpose and Accountability 
The purpose of this SOP is to establish a uniform procedure for all employees reporting to work                 
duties during the covid-19 pandemic.  

 
B. Responsibilities 

1) It is the responsibility of the employee to conduct a self-assessment before reporting to              
work. If an employee experiences any COVID-19 symptoms (shortness of breath, fever,            
diarrhea, headaches, etc), he/she should not report to work and seek immediate            
medical attention. 

2) It is the responsibility of administration to assign administrative duties to process and             
clear employees before entering facilities.  

 
C. Procedural Steps  

1) Administration must inform employees of designated entry points to facilities for proper            
processing and screening. 

2) Upon arrival employees must form a line where they stand six feet apart. 
3) Daily screening tools must be posted at designated facility entry points so employees             

are able to acknowledge and confirm that they are symptom free, have not traveled to               
designated hot spots or had exposure to anyone with the COVID-19 virus. 

4) Employees will enter the facility with proper face covering “one by one” so temperature              
can be taken by the facility designee. 

5) Temperature readings will be documented and acknowledged by employee and facility           
designee. 

6) Any readings above 100 degrees will require the following: 
a. Employee will not be allowed to enter the building 
b. Administrators must report to the HR Department any employees with          

temperature readings over 100 degrees. 
c. Employees must seek medical attention and report the absence to the attendance            

system. 
d. Employees must make arrangements to get tested for COVID-19 and report the            

situation to the Human Resources Department. 
● If COVID-19 test is negative, days the employee took for schedule/awaiting           

results will be reverted back to the employee upon submission of medical            
documentation. 

● If COVID-19 test is positive the employee must follow medical treatment and            
will not be allowed to return to work until submitting medical documentation            
to the Human Resources Department providing medical clearance. 

e. Employees must report to work with an approved clearance letter from the LISD             
Human Resources Department. 

7) All employees must adhere to this procedure regardless of previous medical clearance. 
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D. Quality Assurance/Control 
Facility designee will submit employee temperature and daily screening tool acknowledgement           

daily log to department/campus administrator. If needed appropriate steps will be taken. 
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Curriculum/Instruction 
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Standard Operating Procedure 
Close Proximity Student Assessments 
Laredo Independent School District SOP COVID # CI-001 Page 1 of 2 
Curriculum and Instruction  Date 07/15/2020 Revision No. 0 
 

A. PURPOSE AND APPLICABILITY 
 

The purpose of this Standard Operating Procedure (SOP) is to establish a uniform procedure for close                
proximity student assessments that require face to face interaction between the evaluator and the              
parent/student. This process applies upon arrival to school.  

 
B. RESPONSIBILITIES 

 
B1. It is the responsibility of the parent/guardian to conduct a wellness check/assessment before             

taking the student to school. If a student experiences any COVID-19 symptoms (shortness of              
breath, fever, diarrhea, headaches, etc.), he/she should not report to school and seek immediate              
medical attention. 

B2. It is the responsibility of school administration to assign a staff member to process and clear                
parents and students before entering the schools.  
 

C. PROCEDURAL  STEPS 
 
1. Evaluator will contact the parent to schedule the evaluation appointment (date and time). 
2. Evaluator will inform the parent that a mask will be required for anyone who enters the campus. 
3. Evaluator will inform the school administrator of the date and time of the evaluation. 
4. The school administrator will assign a staff member to process (check temperature, ID, sign in,               

etc.) and clear parents and students before they enter the campus. 
5. Temperature readings will be documented.  
6. Any readings above 100 degrees will require the following: 

a. Parents and students cannot enter the campus.  
b. Staff members will report to school administrators and evaluation staff. 
c. Parents will be advised to seek medical attention.  

° If a student is tested for COVID-19 and he/she is negative, medical clearance will be               
required.  

° If a student is tested for COVID-19 and is positive, the student must follow medical               
treatment and will not be allowed to return to school until submitting medical clearance to               
school administration.  

7. If the parent and the student are cleared to enter the campus, the evaluator will be advised. 
8. In some cases, parent and child may wait in their vehicle until it is their child’s turn to test.  
9. The evaluator will come to the front office and escort the parent and the student to the evaluation                  

room. 
10. The parent/student will sign in (Evaluator’s log). 
11. If the parent needs to talk to the evaluator, they will communicate wearing their masks and using                 

the Plexi glass shield. 
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12. The parent will be offered a choice to wait for the student in a different room/office or their                  
vehicle. 

13. During the evaluation, a Plexiglass shield will be used for safety purposes. The evaluator, the               
parent and the student must wear masks at all times. The student may be required to take his/her                  
mask off during some areas of the evaluation. However, the Plexi glass shield will be in between                 
the student and the evaluator at all times. 

14. Once the evaluator finishes the evaluation, the evaluator will walk the parent and student back to                
the front office. 

15. The evaluator will sanitize the area used by the student with appropriate district and CDC               
approved disinfectants.  

 
D. QUALITY ASSURANCE/CONTROL 

 
Staff members will submit the parents/students’ temperature daily log to the campus administrator. 
Evaluator sign in sheet.  
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Standard Operating Procedure 
Special Education Reporting to Work Procedure 
Laredo Independent School  District SOP # COVID SPED-001 Page 1 of 1 
Special Education Department Date 07/02/2020 Revision No. 0 
 

A. PURPOSE AND APPLICABILITY 
The purpose of this SOP is to establish a uniform procedure for all employees reporting to work during                  
the covid-19 pandemic. This process applies upon initial entry every time employees report to work. 

 

B. RESPONSIBILITIES 
B.1 It is the responsibility of the employee to conduct a self-assessment before reporting to work. If                 

an employee experiences any COVID-19 symptoms (shortness of breath, fever, diarrhea, headaches,            
etc.), he/she should not report to work and seek immediate medical attention. 

B.2 It is the responsibility of administration to assign administrative duties to process and clear               
employees before entering facilities.  

 

C. PROCEDURAL  STEPS 
1. Administration must inform employees of designated entry points (1701 Victoria St. - North             

Entrance) to facilities for proper processing and screening. 
2. Upon arrival employees must form a line where they stand six feet apart. 
3. Employees will enter the facility with proper face covering “one by one” so temperature can be                

taken by the facility designee. 
4. Temperature readings will be documented and acknowledged by employee and facility           

designee. 
5. Any readings above 100 degrees will require the following: 

a. Employee will not be allowed to enter the building 
b. Administrators must report to the HR Department any employees with temperature           

readings over 100 degrees. 
c. Employees must seek medical attention and report the absence to the attendance            

system. 
d. Employees must make arrangements to get tested for COVID-19 and report the situation             

to the Human Resources Department. 
● If COVID-19 test is negative, days the employee took for schedule/awaiting           

results will be reverted back to the employee upon submission of medical            
documentation. 

● If COVID-19 test is positive the employee must follow medical treatment and            
will not be allowed to return to work until submitting medical documentation to             
the Human Resources Department providing medical clearance. 

e. Employees must report to work with an approved clearance letter from the LISD Human              
Resources Department. 

6. All employees must adhere to this procedure regardless of previous medical clearance. 

7. All employees/community members entering the Special Education building must adhere to this            

procedure regardless of previous medical clearance.  
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D. QUALITY ASSURANCE/CONTROL 

Facility designee will submit employee temperature daily log to the department administrator. If needed              

appropriate steps will be taken. 
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Standard Operating Procedure 
Special Education Self Contained Students Attending 

School 
Laredo Independent School  District SOP # COVID – SPED 002 Page 1 of 1 
Special Education Department Date 07/02/2020 Revision No. 0 
 

A. PURPOSE AND APPLICABILITY 
The purpose of this SOP is to establish a uniform procedure for all special education self-contained                
students attending school during the COVID-19 pandemic. This process applies upon arrival to school.  

 

B. RESPONSIBILITIES 
B.1 It is the responsibility of the parent/guardian to conduct a wellness check/assessment before              

sending to school. If a student experiences any COVID-19 symptoms (shortness of breath, fever,              
diarrhea, headaches, etc.), he/she should not report to school and seek immediate medical attention. 

B.2 It is the responsibility of school administration to assign a teacher/teacher assistant duties to               
process and clear students before entering the schools.  

 

C. PROCEDURAL  STEPS 
1. School Administration must inform teacher/teacher assistants of designated entry points to           

facilities for proper processing and screening.  
2. Upon arrival, students must form a line where they stand six feet apart. 
3. Students will enter the school with proper face covering “one by one” so temperature can be                

taken by the teacher/teacher assistant. 
4. Temperature readings will be documented.  
5. Any readings above 100 degrees will require the following: 

a. Students will not be allowed to enter the classroom. The student will be placed in a                
secure area.  

b. Teacher will report to the Administrator. 
c. Parents or guardians will be called to pick up students and seek medical attention.  

● If a student is tested for COVID-19 and he/she is negative, medical clearance will              
be required.  

● If a student is tested for COVID-19 and is positive the students must follow              
medical treatment and will not be allowed to return to school until submitting             
medical clearance to school administration.  

6. All students must adhere to this daily procedure regardless of previous medical clearance. 

 

D. QUALITY ASSURANCE/CONTROL 

Teacher/teacher assistant will submit student temperature daily log to campus administrator.  
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Standard Operating Procedure 
Special Education Procedures in the Self Contained 

Classrooms 
Laredo Independent School  District SOP # COVID – SPED 003 Page 1 of 1 
Special Education Department Date 07/02/2020 Revision No. 0 
 

A. PURPOSE AND APPLICABILITY 
The purpose of this SOP is to establish a uniform procedure for self-contained units during the covid-19                 
pandemic. This process applies during the instructional day.  

 

B. RESPONSIBILITIES 
1. It is the responsibility of the teacher/teacher assistants to monitor student wellness throughout             

the school day.  
2. It is the responsibility of the teacher to send students to nurse if they notice any                

symptoms/health changes in the student.  
 

C. PROCEDURAL  STEPS 
1. Teacher/teacher assistants/students will be required to wear a face mask/PPE in the classroom.  
2. Teacher/teacher assistants will maintain social distance (6ft.) depending on activities and/or           

individual need.  
3. When activity requires close physical proximity (small group instruction/1:1 instruction/tube          

feeding/CPI/etc.), use frequent handwashing immediately before and after for all those           
involved.  

4. When diapering/toileting is required – follow all CDC guidelines/blood borne pathogens           
protocols/special education department protocols and professional judgment.  

5. Frequent cleaning of all areas and instructional materials and equipment.  
6. Prior to dismissal, wash all students’ hands.  
7. After dismissal, clean all areas and materials.  

 
D. QUALITY ASSURANCE/CONTROL 

Teacher will ensure the classroom is disinfected and ready for the next school day. School               

administrators will monitor the classrooms to maintain a safe and clean environment.   
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Special Education Students’ Evaluations 
Laredo Independent School  District SOP # COVID – SPED 004 Page 1 of 2 
Special Education Department Date 07/15/2020 Revision No. 0 
 

A. PURPOSE AND APPLICABILITY 
The purpose of this SOP is to establish a uniform procedure for any special education evaluation that                 
requires face to face interaction between the evaluator and the parent/student. This process applies              
upon arrival to school.  

 

B. RESPONSIBILITIES 
B.1 It is the responsibility of the parent/guardian to conduct a wellness check/assessment before              

taking the student to school. If a student experiences any COVID-19 symptoms (shortness of breath,               
fever, diarrhea, headaches, etc.), he/she should not report to school and seek immediate medical              
attention. 

B.2 It is the responsibility of school administration to assign a staff member to process and clear                 
parents and students before entering the schools.  

 

C. PROCEDURAL  STEPS 
1. Evaluator will contact the parent to schedule the evaluation appointment (time and date). 
2. Evaluator will inform the parent that a face covering will be required for anyone who enters the                 

campus. 
3. Evaluator will inform the school administrator of the time and date of the evaluation. 
4. The school administrator will assign a staff member to process (check temperature, ID, sign in,               

etc.) and clear parents and students before they enter the campus. 
5. Temperature readings will be documented.  
6. Any readings above 100 degrees will require the following: 

a. Parents and students cannot enter the campus.  
b. Staff members will report to school administrators and evaluation staff. 
c. Parents will be advised to seek medical attention.  

● If a student is tested for COVID-19 and he/she is negative, medical clearance will              
be required.  

● If a student is tested for COVID-19 and is positive the students must follow              
medical treatment and will not be allowed to return to school until submitting             
medical clearance to school administration.  

7. If the parent and the student are cleared to enter the campus, the evaluator will be advised. 

8. The evaluator will come to the front office and walk the parent and the student to the                 

evaluation room. 

9. The parent/student will sign in (Evaluators’ log). 

10. If the parent needs to talk to the evaluator, they will communicate wearing their masks and                

using the plexiglass shield. 

11. The parent will wait for the student in a different room/office. 

12. During the evaluation, a plexiglass shield will be used for safety purposes. The evaluator, the               

parent and the student must wear masks at all times. The student may be required to take                 
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his/her mask off during some areas of the evaluation. However, the plexiglass shield will be in                

between the student and the evaluator at all times. 

13. Once the evaluator finishes the evaluation, the evaluator will walk back the parent to the main                

office. 

 

D. QUALITY ASSURANCE/CONTROL 

Staff members will submit the parents/students' temperature daily log to the campus administrator. 

Evaluator sign in sheet.  
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Standard Operating Procedure 
Special Education: Submitting ARD Documents to the 

Special Education Office 
Laredo Independent School  District SOP # COVID SPED-005 Page 1 of 2 
Special Education Department Date 07/20/2020 Revision No. 0 
 

A. PURPOSE AND APPLICABILITY 
The purpose of this SOP is to establish a uniform procedure for all employees reporting to the Special                  
Education Office to submit ARD documents. This process applies upon initial entry every time employees               
report to the office. 

 

B. RESPONSIBILITIES 
B.1 It is the responsibility of the employee to conduct a self-assessment before reporting to the                

special education office to deliver documents. If an employee experiences any COVID-19 symptoms             
(shortness of breath, fever, diarrhea, headaches, etc.), he/she should not report to the office and seek                
immediate medical attention. 

B.2 It is the responsibility of administration to assign an office employee to process and clear                
employees before entering facilities.  

 

C. PROCEDURAL  STEPS 
1. Special education administrators will present paperwork delivery schedules to evaluation clerks           

and PEIMS clerks. 
2. The evaluation clerks will be assigned a time to deliver their ARD documents. Only one clerk, at                 

a time, will come into the office and meet with the PEIMS clerk. 
3. Administration must inform employees of designated entry points (1701 Victoria St.- North            

Entrance) to facilities for proper processing and screening. 
4. Employees will enter the facility with proper face covering “one by one” so temperature can be                

taken by the facility designee. 
5. Temperature readings will be documented and acknowledged by employee and facility           

designee. 
6. Any readings above 100 degrees will require the following: 

a. Employee will not be allowed to enter the building 
b. Administrators must report to the HR Department any employees with temperature           

readings over 100 degrees. 
c. Employees must seek medical attention and report the absence to the attendance            

system. 
d. Employees must make arrangements to get tested for COVID-19 and report the situation             

to the Human Resources Department. 
● If COVID-19 test is negative, days the employee took for schedule/awaiting           

results will be reverted back to the employee upon submission of medical            
documentation. 

● If COVID-19 test is positive the employee must follow medical treatment and            
will not be allowed to return to work until submitting medical documentation to             
the Human Resources Department providing medical clearance. 
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e. Employees must report to work with an approved clearance letter from the LISD Human              
Resources Department. 

7. If an employee is cleared to come into office, he/she will sign in and then go downstairs to the                   

PEIMS audit area.  A table will be set up outside the PEIMS office. 

8. The PEIMS clerk will be informed that the evaluation clerk is on his/her way downstairs. 

9. The PEIMS clerk and the evaluation clerk will each sit separate on each end of the table. 

10. Once the clerks finish the document delivery process, their areas will be cleaned for the next                

clerk to come in. 

11. All employees entering the Special Education building must adhere to this procedure regardless             

of previous medical clearance.  

 

D. QUALITY ASSURANCE/CONTROL 

Facility designee will submit employee temperature daily log to the department administrator. If needed              

appropriate steps will be taken.  
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Special Education Procedures in the Resource/Content 

Mastery Classrooms (All Levels) 
Laredo Independent School  District SOP # COVID – SPED 006 Page 1 of 1 
Special Education Department Date 08/03/2020 Revision No. 0 
 

A. PURPOSE AND APPLICABILITY 
The purpose of this SOP is to establish a uniform procedure for resource classrooms during the covid-19                 
pandemic. This process applies during the instructional day.  

 

B. RESPONSIBILITIES 
1. It is the responsibility of the teacher to monitor student wellness throughout the school day.  
2. It is the responsibility of the teacher to send student to nurse if they notice any                

symptoms/health changes in the student.  
3. It is the responsibility of the campus administrator/counselor/teacher to determine the number            

of students per group depending on the individual students’ needs.  
 

C. PROCEDURAL  STEPS 
1. Teachers/students will be required to wear a face mask/PPE in the classroom.  
2. Upon arrival, teacher must ensure that students use hand sanitizer.  
3. Teacher/students will maintain social distance (6ft.) depending on activities and/or individual           

need. 
4. When activity requires close physical proximity (small group instruction/1:1         

instruction/CPI/etc.), use frequent handwashing immediately before and after for all those           
involved.  

5. Frequent cleaning of all areas and instructional materials and equipment.  
6. Upon dismissal, teacher must ensure that students use hand sanitizer.  
7. After dismissal, clean all areas and materials.  

 
D. QUALITY ASSURANCE/CONTROL 

Teacher will ensure classroom is disinfected and ready for the next school day. School administrators               

will monitor the classrooms to maintain a safe and clean environment.  

  

100 



 

Special Education Procedures in the Related Service 

Setting 
Laredo Independent School  District SOP # COVID – SPED 007 Page 1 of 1 
Special Education Department Date 08/03/2020 Revision No. 0 
 

A. PURPOSE AND APPLICABILITY 
The purpose of this SOP is to establish a uniform procedure for all related service providers during the                  
covid-19 pandemic. This process applies during the instructional day.  

 

B. RESPONSIBILITIES 
1. It is the responsibility of the related service provider/teacher assistants to monitor student             

wellness throughout the related service session.  
2. It is the responsibility of the related service provider to send student to nurse if he/she notice                 

any symptoms/health changes in the student.  
3. It is the responsibility of the related service provider to inform the student’s teacher if the                

student is sent to the nurse’s office.  
4. It is the responsibility of the related service provider to determine the number of students per                

group depending on the individual students’ needs.  
 

 

C. PROCEDURAL  STEPS 
1. Related service provider/teacher assistants/students will be required to wear a face mask/PPE in             

the classroom.  
2. Upon arrival, related service providers will ensure that all students use hand sanitizer. 
3. Related service provider/teacher assistants will maintain social distance (6ft.) depending on           

activities and/or individual need.  
4. When activity requires close physical proximity (small group instruction/1:1         

instruction/CPI/etc.), use frequent handwashing immediately before and after for all those           
involved.  

5. Frequent cleaning of all areas and instructional materials and equipment.  
6. Prior to dismissal, related service providers will ensure that all students use hand sanitizer.  
7. After dismissal, clean all areas and materials.  

 
D. QUALITY ASSURANCE/CONTROL 

Related service providers will ensure the classroom is disinfected and ready for the next school day.                

School administrators will monitor the classrooms to maintain a safe and clean environment.  
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Instructional Paper Packets and Other Paper Materials  
Laredo Independent School District SOP COVID # CI-002 Page 1 of 2 
Curriculum and Instruction  Date 07/30/2020 Revision No. 0 
 

A. PURPOSE AND APPLICABILITY 
 

The purpose of this Standard Operating Procedure (SOP) is to establish a uniform procedure for the                
pick-up and handling of instructional paper packets and other paper materials. This process will begin on                
the first day of school for all campuses.  

 
B. RESPONSIBILITIES 
 

B1. It is the responsibility of school administration to assign staff members to process and clear               
parents and students before entering the schools.  

B2. It is the responsibility of school administration to assign staff members to process and organize                
instructional materials for distribution and return.  

B3. It is the responsibility of school administration to assign staff members who are not experiencing                
COVID-19 symptoms to process and organize instructional materials for distribution and return.  
 

C. PROCEDURAL  STEPS 

Instructional Material Pick-up Procedures 
 

1. Communicate instructional materials pick-up to parents by utilizing your campus          
web-page, campus FaceBook, Remind, Class Dojo, etc. 

2. Establish a pick-up location that is outside the school building. For example, a table protected               
from the elements, with clearly marked bins by classroom or grade-level can be set up. 

3. Place instructional materials on table organized by classroom or grade-level. Ensure that            
instructional materials are monitored and replenished. 

 
4. Explicitly encourage parents to maintain distance from other parents while picking up            

materials. For example, they should remain 6 feet from anyone else while picking up              
materials. Consider placing markers on the ground to ensure six feet of separation. 

5. Consider using vehicle pick-up/drop-off lines to avoid having families enter the building.            
You may ask parents to display a sign with their child’s name, grade level, and teacher on the                  
dash of their car.  

6. When communicating about the pick-up, explicitly tell parents not to come to school if they               
are experiencing COVID-19 symptoms.  

7. Take all necessary measures to clean/sanitize the pick-up area after each pick-up cycle. 
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8. No school personnel who have COVID-19 symptoms and/or know they have had close, direct              
contact with an individual who has COVID-19 should prepare packets. 

9. All school personnel involved with instructional material distribution pick-up must wear           
the appropriate protective gear such as face masks and gloves. 
 
 
Instructional Material Drop Off Procedures 

1. Communicate instructional material return drop-off to your parents by utilizing your campus            
web-page, campus FaceBook, Remind, Class Dojo, etc. 

2. Establish a drop-off location that is outside the school building or use vehicle             
pick-up/drop-off lines. A table, protected from the elements, with clearly marked bins by             
classroom or grade-level may be used. 

 
3. When communicating about the drop-off, explicitly encourage parents to maintain distance           

from other parents while dropping off materials. For example, parents should remain 6 feet              
apart from anyone else while at the drop-off. 
 

4. When communicating about the drop off, explicitly tell parents not to come to school if they are                 
experiencing COVID-19 symptoms.  

5. Take all necessary measures to clean/sanitize the drop-off area after each drop-off cycle. 
 

6. Wait 24 hours after a drop-off cycle before beginning to handle materials or distribute to               
teachers. 

7. Principals will need to schedule times for teachers to pick-up materials for grading             
purposes. 

8. All school personnel involved with materials return must wear the appropriate protective            
gear such as face masks and gloves.  
 

D. QUALITY ASSURANCE/CONTROL 
 
All instructional materials are properly handled and organized for student dissemination.  
All instructional materials are properly distributed and delivered to teachers for grading.  
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Standard Operating Procedure 
COVID-19 Visiting Building D (Meetings, Audits, and 

Disbursements) 
Laredo Independent School  District SOP # COVID IT-001 Page 1 of 1 
Information Technology Date 06/29/2020 Revision No. 0 
 

A. PURPOSE AND APPLICABILITY 
The purpose of this SOP is to establish a uniform procedure for all employees visiting Building D at the                   
Cedar IT Complex. The visits will include all meetings, audits, and disbursements of report card paper,                
labels, and other reports. 

 

B. RESPONSIBILITIES 
B.1 It is the responsibility of the visitor to conduct a self-assessment before entering building D. If a                  

visitor experiences any COVID-19 symptoms (shortness of breath, fever, diarrhea, headaches, etc),            
he/she should not enter the building and seek immediate medical attention. 

B.2 It is the responsibility of the visitor to make an appointment prior to arrival. 
B.2 It is the responsibility of technology employees to provide a sanitized building and maintain an                

appointment log for visitors.  
 

C. PROCEDURAL  STEPS 
1. Upon arrival visitors must stand six feet apart from other employees in the area. 
2. Visitors must use hand sanitizer or wash their hands. 
3. Visitors will be announced to the party they are there to meet. 
4. Visitors will NOT be allowed to enter past the front conference room/area  of the building. 
5. All interactions/meetings will take place in the front conference room/area of the building. 

a. This area will have a Max occupancy of 4 participants. 
b. Participants must sit 6 feet apart and wear facial masks. 

6. At the conclusion of meetings the table and chairs will be wiped down and sanitized. 
 

D. QUALITY ASSURANCE/CONTROL 

Prior to entering a secured building area all technology employees will be required to sanitize and /or                 

wash their hands. 
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Standard Operating Procedure 
COVID-19 Service Network Equipment Procedure 
Laredo Independent School  District SOP # COVID IT-002  Page 1 of 1 
Information Technology Date 07/15/2020 Revision No. 0 
 

A. PURPOSE AND APPLICABILITY 
The purpose of this SOP is to establish a uniform procedure for network technicians servicing               
network equipment and Cisco phones during the COVID-19 pandemic.  

 

B. RESPONSIBILITIES 
B.1 It is the responsibility of the network technician to conduct a self-assessment before reporting to                
work. If an employee experiences any COVID-19 symptoms (shortness of breath, fever, diarrhea,             
headaches, etc.), he/she should not report to work and seek immediate medical attention. 
 
B.2 It is the responsibility of the employee to wear gloves, mask or plastic face masks, maintain a                  
distance of 6 feet from other personnel at all times, and sanitize the work area when they arrive to                   
work/service a device and when they leave.  
 
C. PROCEDURAL  STEPS 
1. Network technicians will enter the site with proper face covering and, if required at site, have                

temperature taken. 
2. Upon arrival at the site location, network technicians will sanitize equipment by wiping down              

with Clorox/Lysol wipes before servicing.  
3. If Equipment is transferred it will be sanitized before removing from site location and again               

when arriving at new site location.  
4. If working on a phone, a network technician will sanitize the phone with Clorox/Lysol wipe, wipe                

down desk, chair and phone before and after servicing. 
 

D. QUALITY ASSURANCE/CONTROL 

Network technicians are expected to take all appropriate steps to protect self and others. 
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Standard Operating Procedure 
COVID-19 Visiting Instructional Technology Building 
Laredo Independent School  District SOP # COVID IT-003 Page 1 of 1 
Instructional Technology Date 07/14/2020 Revision No. 0 
 

A. PURPOSE AND APPLICABILITY 
The purpose of this SOP is to establish a uniform procedure for all employees reporting to work during                  
the COVID-19 pandemic, along with procedures for employees visiting the Instructional Technology            
building. This process applies upon initial entry every time employees report to work or visit the                
building. 

 

B. RESPONSIBILITIES OF EMPLOYEES 
B.1 REPORTING TO WORK 

A. It is the responsibility of the employee to conduct a self-assessment before reporting to               
work. If the employee is experiencing any COVID-19 symptoms (shortness of breath, fever,             
diarrhea, headaches, etc...), he/she should not report to work, seek medical attention, and             
advise immediate supervisor. 
B. Upon arriving to work, the employee is responsible for wearing a mask and sanitizing his/her                
hands prior to entering the building. 
C. The administrator on duty is responsible for ensuring that all employees arriving to work               
follow the processes in place before entering the facilities. 
  

B.2 VISITING BUILDING  
A. It is the responsibility of an employee who will be visiting the instructional technology               
building to first call (956) 273-1340 to schedule an appointment. 
B. Once an appointment is provided, the employee is responsible for conducting a             
self-assessment before visiting the building. If the employee is experiencing any COVID-19            
symptoms (shortness of breath, fever, diarrhea, headaches, etc...), he/she should cancel the            
appointment and seek medical attention. 
C. Upon arrival, the employee is responsible for wearing a mask and sanitizing his/her hands               
prior to entering the building. 
D. The administrator on duty is responsible for ensuring that all employees visiting the center               
follow the processes in place before entering the facilities. 
E. Due to the current situation, NO face-to-face training will be conducted until further notice. 
 

C. PROCEDURAL STEPS 
1. Building administration has designated only one entry and exit point for the instructional             

technology training center for proper processing and screening. 
2. Upon arrival, if more than one employee is present, each employee must form a line leaving six                 

feet apart. 
3. A daily screening questionnaire will be posted at the facility entry point so employees are able to                 

verbally acknowledge and confirm that they are symptom free, have not traveled to designated              
hot spots or have had exposure to anyone with the COVID-19 virus. 

4. Employees will then enter the facility with a proper face covering “one by one” so temperature                
can be taken by the facility designee.. 
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5. Temperature readings will be documented and acknowledged by employee and facility           
designee. 

6. Any readings above 100.4 degrees will require the following: 
a. Employee will not be allowed to enter the building 
b. Administrators must report to the HR Department any employees with temperature           

readings over 100.4 degrees. 
c. Employees must seek medical attention and report the absence to the attendance            

system. 
d. Employees must make arrangements to get tested for COVID-19 and report the situation             

to the Human Resources Department. 
● If COVID-19 test is negative, days the employee took for schedule/awaiting           

results will be reverted back to the employee upon submission of medical            
documentation. 

● If COVID-19 test is positive, the employee must follow medical treatment and            
will not be allowed to return to work until submitting medical documentation to             
the Human Resources Department providing medical clearance. 

e. Employees must report to work with an approved clearance letter from the LISD Human              
Resources Department. 

7. All employees must adhere to this procedure regardless of previous medical clearance. 

 

D. QUALITY ASSURANCE/CONTROL 

Facility designee will submit employee temperature and daily screening tool acknowledgement           

daily log to department/campus administrator on a weekly basis. If needed, appropriate steps             

will be taken. 
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Standard Operating Procedure 
COVID-19 Technician Servicing a Computer at a remote 

site 
Laredo Independent School  District SOP # COVID IT-004 Page 1 of 1 
Information Technology Date 7/15/2020 Revision No. 0 
 

A. PURPOSE AND APPLICABILITY 
The purpose of this SOP is to establish a uniform procedure for all Information Technology staff servicing                 

a computer at a remote site. 

 

B. RESPONSIBILITIES 
B.1 It is the responsibility of the employee to conduct a self-assessment before reporting to work. If                 

an employee experiences any COVID-19 symptoms (shortness of breath, fever, diarrhea, headaches,            
etc.), he/she should not report to work and seek immediate medical attention. 

B.2 It is the responsibility of administration to assign an administrative duty to process and clear                
employees before entering facilities.  

 

C. PROCEDURAL  STEPS 
1. Before entering any remote site, the technician must wear a mask and gloves for proper hygiene                

practice. 

2. While inside the remote site, social distancing must be observed between all parties. 

3. Once the technician enters the area where equipment will be serviced, disinfecting of the              

equipment must be performed first. 

4. Technicians must ensure social distancing practices are followed while servicing equipment at            

the remote site. 

5. Once the technician has completed the task at hand, the technician should sanitize his gloves               

with sanitizing gel or wipes and exit the remote site. 

 

D. QUALITY ASSURANCE/CONTROL 

Facility designee will submit employee temperature and daily screening tool acknowledgement daily log             

to department/campus administrator. If needed appropriate steps will be taken. 
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Standard Operating Procedure 
COVID-19 Technician Servicing a Computer at Cedar IT 

Complex 
Laredo Independent School  District SOP # COVID IT-005 Page 1 of 1 
Information Technology Date 7/15/2020 Revision No. 0 
 

A. PURPOSE AND APPLICABILITY 
The purpose of this SOP is to establish a uniform procedure for all Information Technology staff for                 

servicing a computer at the Cedar IT Complex. 

 

B. RESPONSIBILITIES 
B.1 It is the responsibility of the employee to conduct a self-assessment before reporting to work. If                 

an employee experiences any COVID-19 symptoms (shortness of breath, fever, diarrhea, headaches,            
etc), he/she should not report to work and seek immediate medical attention. 

B.2 It is the responsibility of administration to assign an administrative duty to process and clear                
employees before entering facilities.  

 

C. PROCEDURAL  STEPS 
1. A mask must be worn by staff at all times when on district property and in the presence of others.                    

Gloves when available will also be used before diagnosing a desktop computer at Cedar. 

2. Hand sanitizer in the form of wipes or gel should be available for staff entering any building at                  

Cedar. 

3. Desktop or related equipment will be sanitized by technology staff before proceeding to work on               

equipment. 

4. Social distancing will be practiced between staff and technicians while diagnosing desktop            

computers.  

5. After finishing with staff, all surfaces (e.g. desks and tables) and objects (e.g. telephones, keyboards)               

that may have been exposed to visiting technicians should be wiped with disinfectant. 

 

D. QUALITY ASSURANCE/CONTROL 

Facility designee will submit employee temperature and daily screening tool acknowledgement daily log             

to department/campus administrator. If needed appropriate steps will be taken. 
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Standard Operating Procedure 
COVID-19 Picking up/dropping off a laptop 
Laredo Independent School  District SOP # COVID IT-006 Page 1 of 1 
Information Technology Date 7/15/2020 Revision No. 0 
 

A. PURPOSE AND APPLICABILITY 
The purpose of this SOP is to establish a uniform procedure for all employees picking up/dropping off a                  

computer at the Cedar IT Complex. 

 

B. RESPONSIBILITIES 
B.1 It is the responsibility of the employee to conduct a self-assessment before reporting to work. If                 

an employee experiences any COVID-19 symptoms (shortness of breath, fever, diarrhea, headaches,            
etc), he/she should not report to work and seek immediate medical attention. 

B.2 It is the responsibility of administration to assign an administrative duty to process and clear                
employees before entering facilities.  

 

C. PROCEDURAL  STEPS 
1. Appointments will be made ahead of time for picking up or dropping off district issued laptops to                 

avoid unnecessary gathering of staff in one room. 

2. A mask must be worn by staff at all times when on district property and in the presence of others. 

3. Temperatures should be taken before allowing staff to enter premises. 

4. If temperature is below 100.4 degrees Fahrenheit , an employee is allowed to proceed. If the                

temperature is above 100.4 degrees, employees should be asked to leave immediately and contact              

HR for further guidance. 

5. Hand sanitizer in the form of wipes or gel should be available for staff entering the building. 

6. Social distancing should be practiced while visiting staff is present. 

7. Laptop or related equipment will be sanitized by technology staff before proceeding to work on               

equipment. 

8. Staff will wait in designated waiting areas or wait outside in their vehicle while the laptop is                 

diagnosed for issue. 

9. If the laptop requires staff to return later for pickup, staff will be instructed and scheduled for pickup                  

after the laptop is ready. 

10. After finishing with staff, all surfaces (e.g. desks and tables) and objects (e.g. telephones, keyboards)               

that may have been exposed to visiting staff should be wiped with disinfectant. 

 

D. QUALITY ASSURANCE/CONTROL 

Facility designee will submit employee temperature and daily screening tool acknowledgement daily log             

to department/campus administrator. If needed appropriate steps will be taken. 
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Standard Operating Procedure 
COVID-19 Picking up an employee ID 
Laredo Independent School District SOP # COVID IT-007 Page 1 of 1 
Information Technology Date 7/15/2020 Revision No. 0 
 

A. PURPOSE AND APPLICABILITY 
The purpose of this SOP is to establish a uniform procedure for all employees visiting building A at the                   

Cedar IT Complex to pick up an employee ID. 

 

B. RESPONSIBILITIES 
B.1 It is the responsibility of the employee to conduct a self-assessment before reporting to work. If                 

an employee experiences any COVID-19 symptoms (shortness of breath, fever, diarrhea, headaches,            
etc.), he/she should not report to work and seek immediate medical attention. 

B.2 It is the responsibility of administration to assign an administrative duty to process and clear                
employees before entering facilities.  

 

C. PROCEDURAL  STEPS 
1. Appointments will be made ahead of time for employee ID processing. 

2. A mask must be worn by staff at all times when on district property and in the presence of                   

others. 

3. Temperatures should be taken before allowing staff to enter premises for employee ID issuance. 

4. If temperature is below 100.4 degrees’ Fahrenheit , an employee is allowed to proceed. If               

temperature is above 100.4 employees should be asked to leave immediately and contact HR for               

further guidance. 

5. Hand sanitizer in the form of wipes or gel should be available for staff entering the building. 

6. Social distancing should be practiced while visiting staff is present. 

7. After finishing with staff for ID processing all surfaces (e.g. desks and tables) and objects (e.g.                

telephones, keyboards) should be wiped with disinfectant. 

 

D. QUALITY ASSURANCE/CONTROL 

Facility designee will submit employee temperature and daily screening tool acknowledgement daily log             

to department/campus administrator. If needed appropriate steps will be taken. 
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Standard Operating Procedure 
COVID-19 Picking up an access card 
Laredo Independent School District SOP # COVID IT-008 Page 1 of 1 
Information Technology Date 7/15/2020 Revision No. 0 
 

A. PURPOSE AND APPLICABILITY 
The purpose of this SOP is to establish a uniform procedure for all employees visiting building C at the                   

Cedar IT Complex to pick up an access card. 

 

B. RESPONSIBILITIES 
B.1 It is the responsibility of the employee to conduct a self-assessment before reporting to work. If                 

an employee experiences any COVID-19 symptoms (shortness of breath, fever, diarrhea, headaches,            
etc.), he/she should not report to work and seek immediate medical attention. 

B.2 It is the responsibility of administration to assign an administrative duty to process and clear                
employees before entering facilities.  

 

C. PROCEDURAL  STEPS 
1. Appointments will be made ahead of time for access card processing. 

2. A mask must be worn by staff at all times when on district property and in the presence of                   

others. 

3. Temperatures should be taken before allowing staff to enter premises for access card issuance. 

4. If temperature is below 100.4 degrees Fahrenheit , an employee is allowed to proceed. If the                

temperature is above 100.4 degrees, employees should be asked to leave immediately and             

contact HR for further guidance. 

5. Hand sanitizer in the form of wipes or gel should be available for staff entering the building. 

6. Social distancing should be practiced while visiting staff is present. 

7. After finishing with staff for ID processing all surfaces (e.g. desks and tables) and objects (e.g.                

telephones, keyboards) should be wiped with disinfectant. 

 

D. QUALITY ASSURANCE/CONTROL 

Facility designee will submit employee temperature and daily screening tool acknowledgement daily log             

to department/campus administrator. If needed appropriate steps will be taken. 
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Standard Operating Procedure 
COVID-19 Picking/troubleshooting a district cellular 

phone 
Laredo Independent School District SOP # COVID IT-009 Page 1 of 1 
Information Technology Date 7/15/2020 Revision No. 0 
 

A. PURPOSE AND APPLICABILITY 
The purpose of this SOP is to establish a uniform procedure for all employees visiting building C at the                   

Cedar IT Complex to pick up/troubleshoot a district cellular phone. 

 

B. RESPONSIBILITIES 
B.1 It is the responsibility of the employee to conduct a self-assessment before reporting to work. If                 

an employee experiences any COVID-19 symptoms (shortness of breath, fever, diarrhea, headaches,            
etc.), he/she should not report to work and seek immediate medical attention. 

B.2 It is the responsibility of administration to assign an administrative duty to process and clear                
employees before entering facilities.  

 

C. PROCEDURAL  STEPS 
1. Appointments will be made ahead of time for pick up/troubleshooting a district cellular phone. 

2. A mask must be worn by staff at all times when on district property and in the presence of                   

others. 

3. Temperatures should be taken before allowing staff to enter premises for access card issuance. 

4. If temperature is below 100.4 degrees’ Fahrenheit , an employee is allowed to proceed. If the                

temperature is above 100.4 degrees, employees should be asked to leave immediately and             

contact HR for further guidance. 

5. Hand sanitizer in the form of wipes or gel should be available for staff entering the building. 

6. Social distancing should be practiced while visiting staff is present. 

7. After finishing with staff for ID processing all surfaces (e.g. desks and tables) and objects (e.g.                

telephones, keyboards) should be wiped with disinfectant. 

 

D. QUALITY ASSURANCE/CONTROL 

Facility designee will submit employee temperature and daily screening tool acknowledgement daily log             

to department/campus administrator. If needed appropriate steps will be taken. 
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Standard Operating Procedure 
COVID-19 Employee Clearance 
Laredo Independent School District SOP # COVID IT-010 Page 1 of 1 
Information Technology Date 7/15/2020 Revision No. 0 
 

A. PURPOSE AND APPLICABILITY 
The purpose of this SOP is to establish a uniform procedure for all employees visiting building C at the                   

Cedar IT Complex to obtain signatures for employee clearance. 

 

B. RESPONSIBILITIES 
B.1 It is the responsibility of the employee to conduct a self-assessment before reporting to work. If                 

an employee experiences any COVID-19 symptoms (shortness of breath, fever, diarrhea, headaches,            
etc.), he/she should not report to work and seek immediate medical attention. 

B.2 It is the responsibility of administration to assign an administrative duty to process and clear                
employees before entering facilities.  

 

C. PROCEDURAL  STEPS 
1. Appointments will be made ahead of time to obtain signatures for employee clearance. 

2. A mask must be worn by staff at all times when on district property and in the presence of                   

others. 

3. Temperatures should be taken before allowing staff to enter premises for access card issuance. 

4. If temperature is below 100.4 degrees’ Fahrenheit , an employee is allowed to proceed. If               

temperature is above 100.4 degrees, employees should be asked to leave immediately and             

contact HR for further guidance. 

5. Hand sanitizer in the form of wipes or gel should be available for staff entering the building. 

6. Social distancing should be practiced while visiting staff is present. 

7. After finishing with staff for ID processing all surfaces (e.g. desks and tables) and objects (e.g.                

telephones, keyboards) should be wiped with disinfectant. 

 

D. QUALITY ASSURANCE/CONTROL 

Facility designee will submit employee temperature and daily screening tool acknowledgement daily log             

to department/campus administrator. If needed appropriate steps will be taken.  
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COVID-19 Office of Communications 
Laredo Independent School District SOP # COVID EMP-001 Page 1 of 2 

Office of Communications  Date 07/29/2020 Revision No. 1 

 

A. PURPOSE AND APPLICABILITY 
The purpose of this SOP is to establish a procedure to disseminate district information and continue                
fostering two-way communication between LISD and its internal and external audiences during the             
COVID-19 pandemic. This process applies to all information provided to the community during the              
pandemic. 

 

B. RESPONSIBILITIES 
B.1 It is the responsibility of the Executive Director of Communications to disseminate accurate              

information on behalf of the district in a timely and clear manner via all effective means of                 
communications. 

B.2 Information of a district-wide nature will be written, edited, and disseminated with appropriate              
photos, videos, and/or Spanish translations to all local media outlets and LISD social media by the Office                 
of Communications.  

B.3 Communications staff will work with schools and departments to gather factual information to              
craft media advisories, press releases, and social media postings.  

B.4 Communications staff visiting campuses, departments, or otherwise representing the District at            
local functions, must wear face coverings or masks and follow social distancing guidelines.  

 
C. PROCEDURAL STEPS 
C.1 Administration must inform and provide the Executive Director of Communications and/or            
Communications staff with information with enough time to allow for writing, editing, and timely              
dissemination. 
C.2 Executive Director of Communications will assist in scheduling media interviews and providing             
media responses.  

a. All requests for media interviews must be approved by the Executive Director of             
Communications. 

b. Campus principals or department heads will be notified in advance of upcoming media             
presence at their schools/offices.  

c. Campus principals and department heads are encouraged to consult with          
Communications for appropriate responses.  

D. All employees must adhere to this procedure to disseminate information and reach the widest,              
largest audience possible. 

 

E. Instructional Television 

F.1 ITV staff members visiting campuses, departments, or otherwise representing the District,            

must wear face coverings or masks and follow social distancing guidelines.  

F.2 Students, staff, parents, or community members being recorded/videotaped must also wear            

face covering, mask, or plastic shield. If sound clarity of a recording becomes an issue, face                

covering or masks may be temporarily lowered. 

117 



 

F.3 ITV staff will clean microphone(s) with antibacterial wipe before they are passed around to 

the next person being recorded. 

 

F. Printing Department 

G.1 Printing Department staff visiting campuses or departments must wear face 

coverings/masks and follow social distancing guidelines. 

G. 2 Campus or department personnel visiting the Printing Departments must wear face 

coverings or masks and follow social distancing guidelines. 

G. QUALITY ASSURANCE/CONTROL 

The Office of Communications staff will monitor media’s usage and accuracy of information 

broadcasted/printed/posted.  

  

118 



 

              Finance 
  

119 



 

COVID-19 Reporting to Work Procedure 
Laredo Independent School  District SOP # COVID EMP-001 Page 1 of 1 
Division of Finance and Business Services Date: 08/5/2020 Revision No. 2 
 

A. PURPOSE AND APPLICABILITY 
The purpose of this SOP is to establish a uniform procedure for the division employees staying home                 
and reporting to work during the covid-19 pandemic.  

 

B. RESPONSIBILITIES 
1. All employees must obey the orders from the local health authority who administers the state               

and local laws relating to public health.  
2. It is the responsibility of the employee to conduct a self-assessment before reporting to work.               

Follow the section “C. Procedural Steps” below to conduct the self-assessment.  
3. It is the responsibility of the supervisors or designees to administer daily temperature screening              

and to ensure face coverings are used.  
a. Each morning an employee will be assigned to meet employees in the check-in area. The               

check-in area will be near the main entrance door located on Houston Street. For the Tax                
Office, the check-in area will be established on Juarez Avenue. For the Federal Programs              
facility, the check-in will be at the porch. The sidewalk will be marked with the word “check                 
in” and other marks will follow to ensure maintenance of social distancing adhering to 6 feet                
intervals.  

b. Any readings at or above 100.0 degrees shall be reported to Human Resources and the               
employee will be requested to return home and call Human Resource for further guidance. 

c. Upon exiting the building, includes clock-out time, employees must follow the social            
distancing markers.  Employee shall not congregate inside or outside the facility. 

4. Due to space limitation pertinent to the pandemic, employees will be allowed to eat in their                
workstation provided that no work will be performed. Disciplinary action applies for failure to              
comply. In addition, employees should physically distance when they take breaks together,            
should not congregate in the break room, and should not share food or utensils.  

 
C. PROCEDURAL  STEPS 

Employees will follow the best description of their current situation (in bold 1-4 below), then follow                
the guidelines/procedures for that section.  
1. You are not sick and have not been in contact with someone with COVID-19. 

a. Guidelines at Home 
● Stay 6 feet from others, if you need to leave home 
● Wear face coverings in public settings and when around people who don’t live in              

your household, especially when other social distancing measures are difficult to         
maintain. 

b. Procedures for Returning to the Workplace 
● Stay 6 feet away from co-workers and visitors, if possible 
● Wear face coverings if you are not able to socially distance 
● Wash hands with soap and water and use hand sanitizer as back up 
● Cover coughs and sneezes with a tissue, then throw the tissue away  
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2. You are not sick, but someone in your household does not feel well. 
a. If household member does not have COVID-19 symptoms, such as temperature at or             

above 100.0; loss of taste or smell, cough, difficulty breathing, shortness of breath,             
fatigue, headache, chills, sore throat, congestion or runny nose, shaking or exaggerated            
shivering, significant muscle pain or ache, diarrhea, nausea or vomiting, follow section 1.  

b. If household member has symptoms of COVID-19, such as temperature at or above             
100.0; loss of taste or smell, cough, difficulty breathing, shortness of breath, fatigue,             
headache, chills, sore throat, congestion or runny nose, shaking or exaggerated           
shivering, significant muscle pain or ache, diarrhea, nausea or vomiting, follow section 3.  

3. You were in close contact with someone with COVID-19 (like a person in your household), but                
you are not sick. 

a. Guidelines for Staying Home 
● Stay home, separate yourself from others in your household, and do not share             

anything (e.g. utensils, phone) for 14 days. 
b. Procedures for Return to the Workplace 

● Call your supervisor and Human Resources for further guidance. 
● If you become sick, continue to stay home and follow section 4.  

4. You are sick with COVID-19 symptoms but have not been tested for COVID-19 or you are sick                 
and your health care provider told you that you have COVID-19 (based on a lab test or                 
symptoms).  

a. Guidelines for Staying Home 
● Separate yourself from others in your household, do not share anything (e.g.            

utensils, phone) and seek medical attention.  
● If you test positive for COVID-19, you must isolate yourself and members of your              

household.  
● If a member of the household tests positive, then follow the isolation and             

quarantine measures prescribed by health authority. 
b. Procedures for Returning to the Workplace 

● Call your supervisor and Human Resources for further guidance. 
● Employee must report to work with approved clearance letter from the LISD            

Human Resources Department. 
D. OTHER - Visitor/Taxpayer Screening 

1. All visitors and taxpayers entering our facilities must complete temperature screening outside            
the facility. Anyone unwilling to undergo screening or failing the temperature screening will be              
denied entry and will be provided with alternate methods for assistance. 

2. Face coverings will be required and social distancing must be observed. 
3. The Tax Office will serve up to 8 taxpayers inside the lobby. Markers will be on the floor to                   

observe social distancing. A maximum of two taxpayers may approach a single cashier’s window              
at a time.  

4. Families receiving instructional materials and supplies will be scheduled for curbside pick-up.  
 
E. QUALITY ASSURANCE 

A staff member will be assigned to ensure Section B is fulfilled on a daily basis with daily inquires. 
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