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Background Information  

March 2020  Many childcare centers, school administrators, teachers and parents within New 
Jersey are concerned about how the current outbreak of the 2019 Novel Coronavirus 
(COVID-19) will impact their communities and wish to take appropriate steps to mitigate any 
risks. Coronavirus disease 2019 (COVID-19) is a respiratory illness that can spread from person 
to person. The virus that causes COVID-19 is a novel (new) coronavirus that was first identified 
during an investigation into an outbreak in Wuhan, China.  
 
As of March 8, 2020, there are over 100,000 reported cases of COVID-19 globally, and more 
than 3,500 deaths (jhu.edu). The Center for Disease Control (cdc.gov) reports 539 cases in the 
U.S., with a total of 22 deaths and at least 34 states reporting cases. The New Jersey Department 
of Health (nj.gov/health) has reported 6 positive cases in the state of New Jersey. More cases are 
likely to be identified in the coming days, including more cases in the United States. It’s likely 
that person-to-person spread will continue to occur, including in the United States. Widespread 
transmission of COVID-19 in the United States would translate into large numbers of people 
needing medical care at the same time. Schools, childcare centers, workplaces, and other places 
for mass gatherings may experience more absenteeism. Public health and healthcare systems 
may become overloaded, with elevated rates of hospitalizations and deaths. Other critical 
infrastructure, such as law enforcement, emergency medical services, and transportation industry 
may also be affected. Health care providers and hospitals may be overwhelmed. At this time, 
there is no vaccine to protect against COVID-19 and no medications approved to treat it. 
Personal protective measures including good hygiene habits and use of nonpharmaceutical 
interventions will be the most important response strategy.  
 
Though the CDC considers COVID-19 to be a serious public health concern based on current 
information, the immediate health risk to the general U.S. public is considered low at this time. 
The CDC and the World Health Organization are closely monitoring the national and global 
situation and providing ongoing guidance.  
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Legal Authority of Bergen County Department of Health Services, Edgewater Board of 
Health, and Edgewater Public Health Nurse 

 
The Bergen County Department of Health Services, Edgewater Board of Health, and 
Edgewater Public Health Nurse have duties that include the enforcement of public health laws 
and regulations as well as controlling disease and other threats to the public’s health. The 
administrative code for New Jersey’s department of health, N.J.A.C. 8:52-7.2.b.12, authorizes 
each local health department, under the supervision of the public health nurse, to participate in 
all components of communicable disease prevention and control, including clinical surveillance, 
case identification, and treatment. The legal statute N.J.S.A. 26:4-5 authorizes each local board 
of health to declare any epidemic or cause of ill health to be so injurious or hazardous as to make 
it necessary to close any or all of the public or private schools within its jurisdiction. 
 
Schools are not expected to screen students or staff to identify cases of COVID-19. If a 
community (or more specifically, a school) has cases of COVID-19, local health officials will 
help identify those individuals and will follow up on next steps (cdc.gov) Federal, state, or local 
public health orders may be issued to enforce isolation, quarantine or conditional release. 
 
Hansel F. Asmar 
Director/Health Officer 
Bergen County Dept of Health Svcs  
One Bergen County Plaza 4th Floor 
Hackensack, NJ 07601 
201-634-2600  
hasmar@co.bergen.nj.us 
www.co.bergen.nj.us 

Patricia Dalton, RN 
Public Health Nurse 
Edgewater Health Department 
1167 River Road 
Edgewater, NJ 07020 
Phone: 201-943-1700, ext. 6004  
patricia@edgewaternj.org 
www.edgewaternj.org 
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Pandemic Cycle 
The Edgewater School District has identified three response levels that align with local school 
practices:  

● LEVEL III: STANDBY: SCHOOLS OPEN  
● LEVEL II: ALERT: SCHOOLS PREPARE FOR CLOSURE  
● LEVEL I: ACTIVATE: SCHOOLS CLOSE FOR TWO TO TWELVE WEEKS  
● LEVEL III: RECOVERY: SCHOOLS REOPEN/STANDBY 
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LEVEL III: PREVENTION/MITIGATION  

 
 
Even during a normal influenza and cold season, the suggested prevention activities in this plan 
might be well worth implementing in order to reduce student and staff absences.  
 
Beyond creating a healthier environment, the benefit of reducing absenteeism will also be 
reflected in:  
➢ reduced need for substitute teachers  
➢ increased average daily attendance  
➢ improved test scores as a result of increased teacher-student interaction 

 
In the event of an impending pandemic, these activities become critical in reducing the potential 
impact of the disease.   
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The Bergen County Health Department will notify districts of the potential of a pandemic 
outbreak, and the following section is a chronological list of important step-by-step actions for 
the district and each school.  
 
Pandemic outbreak can have several cycles or waves so this list may need to be repeated.  
 
➢ Review pandemic checklist.  

○ Use Appendix A - Edgewater School District Pandemic Checklist. 
 
➢ Work with local health officials and emergency preparedness officials. They will want 

to use the schools as a way to disseminate information to families.  
○ Send Administrative Memo #1 (Appendix B) - Superintendent 

 
➢ Outline the roles and responsibilities of school staff to prevent the spread of the 

pandemic.  
○ See Appendix A - Edgewater School District Pandemic Checklist. 
○ See Administrative and Staff Memos (Appendix B & C) 

 
➢ Educate staff, students and parents about: best hygienic practices to prevent any sort of 

flu/illness; what could occur in a pandemic. 
○ Send Staff Memo #1: Pandemic Introduction. (Optional: Include the Glossary of 

Terms) (Appendix C) - Superintendent 
○ Send Parent Letter #1: Pandemic Introduction  (Optional: Include the Glossary of 

Terms) (Appendix D) - Superintendent 
○ Send Staff Memo #2: Prevent the Spread of Germs  (Appendix C) - 

Superintendent 
○ Send Parent Letter #2: Prevent the Spread of Germs (Appendix D) - Principal 
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➢ Keep prevention a top priority. Address it repeatedly and remind your staff and parents 

to keep the topic in the forefront with their children! 
○ Send Staff Memo #3: Plan for a Healthy School Environment (Appendix C) - 

includes links to prevention lessons as well as downloadable posters for posting 
offices and classrooms (Appendix E). - Principal 

○ Follow-up with additional Prevention Staff Memos and Parent Letters. (Appendix 
C & D)  

 
➢ Germs and the school environment: Advise maintenance staff of cleaning procedures 

outlined in Appendix A - Edgewater School District Pandemic Checklist. 
 
➢ Educate staff in symptom recognition. Remember that a person who is infected does 

not show symptoms right away. However, children who are getting ill may show 
different behavior than usual, such as eating less or being irritable. 

○ Distribute Staff Memo #4: Recognizing Symptoms (Appendix C) - Principal 
○ Send Parent Letter #3: Recognizing Symptoms (Appendix D) - Principal 

 
➢ Stay at home when ill. Encourage or require children and staff to stay home when they 

are mildly ill.  
○ Send Staff Memo #5: Plan for Being Absent (Appendix C) - Superintendent 
○ Send all parents and staff  Parent Letter #4: Plan for Keeping Your Family 

Healthy (Appendix D) - Superintendent 
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LEVEL II: PREPAREDNESS  
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➢ Follow steps outlined in the District Pandemic Checklist (Appendix A) 

 
➢ Send Staff Memo #6: Attendance Monitoring. (Appendix C) - Superintendent 

 
➢ Most vulnerable students. Identify students who are most vulnerable to serious illness 

(immune system compromised, chronic illness, etc.). 
○ Review the health needs of students. Some students may have a greater risk of 

infections. Encourage those families to talk to their health care provider. Some 
parents may need to be more cautious in keeping their children out of school and 
need to be contacted by support services. 

○ Review the needs of vulnerable students. Some of these students will need 
additional support during school closures. Have a support system in place. 

○ Send Staff Memo #7 Special Needs Students (Appendix C) - Superintendent 
○ Send Staff Memo #8 Psychosocial Support Services  (Appendix C) - 

Superintendent 
○ Work with Food Services to ensure that children on Free and Reduced Lunches 

are able to receive meals during school closures.  
 

➢ Educate parents and staff as to home preparedness steps. 
 

○ Send both parents and staff Parent Letter #5: Learning the Facts (Appendix D) - - 
Superintendent 

○ Send both parents and staff Parent Letter #6: Planning Ahead for Food (Appendix 
D) - Superintendent 

○ Send both parents and staff Parent Letter #7: Planning Ahead for Medications 
(Appendix D) - Superintendent 
 

➢ Plan ahead for child care.  
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○ Send Staff Memo #9: Planning ahead for Childcare (Appendix C) - 

Superintendent 
○ Send parents Parent Letter #8: Planning Ahead for Childcare (Appendix D) - 

Superintendent 
 

➢ Plan for school closure activities 
○ Social Distancing: Review with staff the concepts found in Staff Memo #10: 

Social Distancing (Appendix C) - Principal 
○ Extra Curricular Activities: Review with staff the concepts found in Staff Memo 

#11: Extra Curricular Activities (Appendix C) - Principal 
○ School Use: Review with staff the concepts found in Staff Memo #12: School Use 

(Appendix C) - Principal 
  
➢ Develop alternative instructional strategies. If school closures are for a short duration, 

teachers and students may be able to keep up with lessons with help of a buddy or team 
system. Additionally, depending upon the grade level and level of parent/guardian 
literacy, sites may develop take home/send home independent study packets.  

○ Healthy students will be able to meet in small groups of 5 or 6, so meeting at a 
home with a computer and internet access may facilitate distance learning 
opportunities. 

○ If the closures and the impact of the pandemic become more severe or for subjects 
that require teacher facilitated instruction, districts may want to collaborate in 
utilizing multiple distance learning avenues. 

  

12 



 
 
 
 

LEVEL I: RESPONSE  
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The Bergen County Department of Health and the Edgewater Health Department will            
announce the Level I Alert and notify the district that schools will prepare to close. 
 
It is anticipated that this will occur in two increments: 
 

● A Two Week Warning Phase which will include: 
○ Social Distancing Activities 
○ Possible Minimum Days 
○ No Extra-Curricular Activities 
○ No Busing 

 
● School Closure for Students 

○ Implement Continuity of Operations Plan and Continuity of Education Plan 
■ See Appendix A - District Pandemic Checklist 

 
 
Students will be sent home, although not all employees of the district or schools will               
necessarily be released.  
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LEVEL I RESPONSE 
 
➢ Remind parents and staff to provide the necessary resources at home as well as provide 

emotional support for children. 
○ Send all parents and staff Parent Letter #9: Plan for being Home (Appendix D) -               

Superintendent 
○ Send all parents and staff Parent Letter #10: Helping Children Feel Secure            

(Appendix D) - Principal 
○ Send all parents and staff Staff Memo #10: Social Distancing (Appendix D) -             

Superintendent 
○ Send all parents and staff Staff Memo #11: Extra Curricular Activities (Appendix            

D) - Principal 
➢ If determined to be appropriate by health officials, institute minimum days during the             

warning phase of the Response Activities.  - Superintendent 
 

 
Close Schools 

 
 

➢ Implement Continuity of Operations Plan and Continuity of Education Plan 
○ See Appendix A - District Pandemic Checklist 

 
➢ Remain in contact with the Bergen County Department of Health and Edgewater            

Health Department for further direction. 
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LEVEL III: RECOVERY 
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The Recovery Phase is situational and contingent upon the events. If relatively few             
families have been impacted by the pandemic (or, realistically, any other major            
man-made or natural disaster), then recovery activities can be focused on a single school              
and the extended family and friends.  
 
However, if the event has created a widespread loss, then everyone in the community has               
been touched and the recovery activities focus on a larger population. Schools can             
provide both the stabilizing routines in defining a “new normal” and access to necessary              
support services.  
 
Plan for the worst and hope for the best. In all cases, remind yourself and your staff to                  
take care of yourselves. As the airlines continually remind passengers: provide oxygen to             
yourself first before taking care of others…you need to take care of yourself in order to                
effectively take care of others. Keep reminding yourself and your staff of that tidbit of               
wisdom.  
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In any widespread disaster, most adults will find themselves in the role of providing              
support and comfort to one another as well as children. The following memos and letters               
are intended to serve as possible resources should our community require them.  
 

● As appropriate, send Staff Memo #13: Accessing Mental Health Services -           
Superintendent 

● As appropriate, send Staff Memo #14: Talking Tips for Teachers during Recovery            
Phase  

● As appropriate, send Staff Memo #15: Tips for Teachers for Self Care  
● As appropriate, send Elementary School Staff Memo #16, Middle School Staff           

Memo #17: Tips for Helping Students  
 
Know in advance that you may need to fill in for teachers, support staff or administrators                
who simply need a bit of down time. Factor that need into your pre-planning. Students               
may also need a quiet space or someone to talk with in a confidential setting.  
 
While it is important to give comfort and allow space for the grieving process, it is                
equally important to re-establish a routine within the school and within each classroom.             
Being able to count on a routine allows both children and adults to find some stability in                 
the chaos and helps the healing process. 
 
It will take time and a new normal will emerge. 
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APPENDIX A - CHECKLISTS 
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Checklist #1: District Pandemic Checklist  

 
Edgewater School District  

 
The following checklist has been assembled to assist in preparing for and managing the impact               
of a pandemic on schools.  
 
There are two over-arching goals:  
➢ Reducing the spread of the virus within school facilities  
➢ Sustaining educational functions during a pandemic outbreak  

 
We each have a unique opportunity in reducing the potential impact of a pandemic by               
preplanning for the event and educating staff, students and families in prevention and             
preparedness measures.  
 

District Pandemic Checklist  
 
Prevention and Preplanning:  
 
➢ Identify the authority responsible for declaring a public health emergency at the state and              

local levels.  
○ New Jersey: Governor Phil Murphy  
○ Bergen County: Hansel F. Asmar, Director/Health Officer 

➢ Identify essential Pandemic Committee Members: 
○ Superintendent  
○ District Administrator(s)  
○ Site Administrator(s)  
○ Department/Grade Level Lead(s)  
○ Parent Association  representative(s)  
○ Teacher Association representative(s)  
○ Mental and physical health professionals  

➢ Review the District’s policies related to communicable diseases: 
○ Edgewater Board of Education Policies (accessible at edgewaterschools.org): 

■ Policy 4112.4/4212.4 Employee Health 
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■ Policy 4151.1/4251.1 Personal Illness/Injury/Health and Hardship 
■ Policy 5141 Health 
■ Policy 5141.2 Illness 

➢ Identify school-based individuals to educate staff, students and families about the 
pandemic.  

○ Principals 
○ School Nurses 
○ See Staff Memos and Parent Letters in appendices  

➢ Encourage teachers to prepare grade-appropriate lessons dealing with the issues 
surrounding a pandemic (health, loss, rumor, recovery, etc.) that can be integrated into 
various curricula (e.g. posters re: prevention measures, study of historical pandemics, 
mock radio and TV ads to inform the public). Attempt to include parental participation 
(and therefore, information) in the homework assignments.  

○ Grade-level meetings, Professional learning communities 
➢ Develop an ongoing campaign regarding prevention and preparedness activities, 

including hand washing, covering coughs and staying at home when sick.  
○ See Staff Memos and Parent Letters in appendices  
○ See Fact Sheets and Posters in appendices 

➢ Disseminate information covering routine infection control (e.g., hand hygiene, 
cough/sneeze etiquette), pandemic fundamentals (e.g., signs and symptoms, modes of 
transmission) as well as personal and family protection and response strategies (e.g., 
guidance for the at-home care of ill students and family members). 

○ See Staff Memos and Parent Letters in appendices  
○ See Fact Sheets and Posters in appendices  

 
Communications:  
 
➢ Identify and publicize websites, television and radio stations that will broadcast           

information regarding how to deal with a pandemic 
○ www.cdc.gov 
○ www.nj.gov/health/ 

➢ Select designee(s) for communicating with local media during normal and emergency           
situations 

○ Superintendent. (per Edgewater Board of Education Policy 1112 News Media          
Relations) 
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➢ Select designee(s) to communicate updates, including possible school closures, for staff,           

students and parents.  
○ Superintendent, District Administrators, Principals 

➢ Select designee(s) to establish and maintain communications with the County Health           
Department and the Local Health Department. 

○ School  nurse  
➢ Communicate the on-going campaign regarding prevention and preparedness activities. 

○ See Staff Memos and Parent Letters in appendices  
➢ Develop clear communications encouraging ill persons to stay at home during a            

pandemic.  
○ See Staff Memos and Parent Letters in appendices  

➢ Encourage employees who have children to make plans for childcare if their children’s             
schools/preschools are closed. Advise employees to plan for an extended period of up to              
12 weeks in case of a severe pandemic.  

○ See Staff Memos and Parent Letters in appendices  
➢ Anticipate the potential fear and anxiety of staff, students, and families as a result of               

rumors and misinformation and plan communications accordingly. 
○ See Staff Memos and Parent Letters in appendices  

 
Operations:  
 
➢ Provide sufficient and accessible infection prevention supplies (e.g., soap, 

alcohol-based/waterless hand hygiene products, tissues and receptacles for their 
disposal). 

○ Maintenance Department: 
■ Inventory and order adequate supplies 
■ Routinely clean frequently touched surfaces (e.g., doorknobs, light 

switches, countertops) with the cleaners typically used. Use all cleaning 
products according to the directions on the label. 

○ Health office: 
■ Inventory and order adequate supplies: masks, gloves 

➢ Maintain continuity of operations for essential central office functions including payroll 
and ongoing communication with students and parents. 

○ Payroll office: Online remote access to Asbury Park system 
○ Administrators and staff: School website and app updates; social media 
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Planning:  
 
➢ Review policies and laws on staff absences, sick leave and employee compensation. 

○ Edgewater Board of Education Policies (accessible at edgewaterschools.org) 
■ Policy 4112.4/4212.4 Employee Health 
■ Policy 4151.1/4251.1 Personal Illness/Injury/Health and Hardship 

○ EBOE/EEA Collective Bargaining Agreement 
○ Earned Sick Leave Law https://www.nj.gov/labor 
○ Family and Medical Leave Act https://www.dol.gov/agencies/whd/fmla 
○ NJ Family Leave Act https://www.nj.gov/oag/dcr/downloads/fact-FLA.pdf 
○ Temporary Disability Insurance https://myleavebenefits.nj.gov/ 

➢ Review policies on student absences unique to a pandemic 
○ Discontinue “perfect attendance” campaigns and/or sending of parent letters 

regarding excessive absences 
➢ Identify how the numbers of student and staff absences will be tracked on a daily basis.  

○ School nurse to share daily absence rates and reasons with public health nurse 
using state form to provide total number of students and staff in school and a daily 
line list (also known as an illness log) that includes all ill children and staff. 
https://healthapps.state.nj.us/forms/ (Form CDS-33) (also in Appendix F).  

○ The public health nurse shall review the line list with the school nurse and with, if 
needed, the NJDOH epidemiologist, to assess and make recommendations 
regarding control measures. 

○ Perform active surveillance: Be alert for new-onset illness among exposed 
persons, and review student and staff histories to identify previous onsets of 
illness.  When a student is absent, ask parents to provide the reason for the 
student’s absence in order to determine if the student is in need of further follow 
up by public health nurse.NEW JERSEY DEPARTMENT OF HEALTH COMMUNICABLE DISEASE 
SERVICE GENERAL GUIDELINES FOR THE CONTROL OF OUTBREAKS 
www.nj.gov/health/cd/documents/topics/outbreaks/guidelines_for_outbreaks_in_school_sttings.pdf 

➢ Identify individuals who will identify special needs students (i.e., medically fragile, those 
who rely on the school food service for daily meals) and how to address their needs.  

○ School nurse 
○ Principals 
○ Child Study Team 
○ Guidance Counselors 

➢ Preplan for Recovery: Identify health and grief service providers 
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○ See Staff Memos and Parent Letters in appendices  

 

Preparedness: 
  
➢ Prepare for the possibility of schools functioning with up to 30 to 40% of school staff 

absent. Plan for alternative coverage during a pandemic. 
○ Substitutes - Aesop, Swing, Delta T, Horizon, Carefinders  
○ Buddy system  

■ See Staff Memo #5 - Plan for Being Absent (appendix) 
■ Make arrangements as departments, grade levels, professional learning        

communities or other configurations to make a plan for regrouping pupils           
if teachers are absent. 

➢ Establish procedure for staff and students suspected to be ill or who become ill at school.  
○ Staff and students with known or suspected pandemic illness should not remain at 

school and should return only after their symptoms resolve and they present 
medical clearance stating they are physically ready to return to school. 

➢ Determine and implement a procedure for isolating students who come to school and 
appear to be ill.  

○ Warning signs should be placed at the entrance to the health office advising staff 
and students who have fever, cough or sore throat to inform the nurse upon 
arrival. 

○ School staff should notify the nurse if they are sending a student for evaluation 
with virus symptoms. 

○ Students complaining of fever, cough or sore throat should be asked to wear 
surgical masks while waiting for evaluation and during screening in the health 
office. 

○ If possible, isolate any student complaining of fever, cough or sore throat. 
Attempts should be made to keep such students away from other students and out 
of commonly used areas such as hallways. 

○ Staff and students with known or suspected pandemic illness should not remain at 
school and should return only after their symptoms resolve and they present 
medical clearance stating they are physically ready to return to school. 

➢ Establish procedure for transporting ill students. 
○ To prevent spread of illness, school buses will not be utilized for transporting ill              

students. Parents will be responsible for providing transport.  
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➢ Plan for anticipated events, including implementing social distancing activities and other           

measures to minimize close contact between individuals (i.e., reducing handshaking,          
limiting face-to-face meetings, etc.).  

○ See Staff Memos and Parent Letters in appendices  
➢ Make arrangements as departments, grade levels, professional learning communities or          

other configurations to prepare lessons utilizing remote learning resources and to plan for             
grading/assessment of student work in the event of prolonged absences and/or school            
closure 

 
Logistics:  
➢ Identify in-house and community/county mental and social workers resources.  

○ Child Study Team professionals, Guidance counselors 
○ Bergen County Department of Human Services www.co.bergen.nj.us/ 
○ Bergen’s Promise https://www.bergenspromise.org/ 
○ Bergen Resource.net https://www.bergenresourcenet.org/ 
○ CarePlus NJ https://www.careplusnj.org/ 
○ See Staff Memos and Parent Letters in appendices  

➢ Identify information to be translated. Identify and recruit translators.  
 
Finance:  
➢ Plan for continuity of financial operations.  

○ Payroll - Online remote access to Asbury Park system 
○ Accounts Payable/Receivable - Online remote access to Asbury Park system 

 
 
 
 

  

25 

http://www.co.bergen.nj.us/
https://www.bergenspromise.org/
https://www.bergenresourcenet.org/
https://www.careplusnj.org/


 

APPENDIX B - 
ADMINISTRATIVE MEMOS  
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SAMPLE Administrative Memo #1: Communication  

 
TO: Cabinet; All Principals; IT Director  
FROM: Superintendent  
RE: Pandemic: Communication  
 
The Edgewater School District joins with the Edgewater Public Health Department to ensure the              
following procedures are in place:  
 
Any communication from the Bergen County Department of Health,Edgewater Public Health           
Department or the Superintendent’s Office regarding the pandemic is to be distributed by             
multiple means to the appropriate audience. This may include teachers, classified, other            
administrators, parents and students.  
 
Any communication must be shared in an expedient fashion. Identify your means of             
communicating with these groups. This may include email, memos, newsletters, phone calls,            
phone trees, website postings and/or text messaging.  
 
Thank you again for your support.   
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SAMPLE Administrative Memo #2: Pandemic: Characteristics & Challenges  

 
A pandemic is a global disease outbreak.  
 
Characteristics and Challenges in a Pandemic:  
 
1. There Will Be Rapid Worldwide Spread  
• When a pandemic virus emerges, its global spread is considered inevitable.  
• Preparedness activities should assume that the entire world population would be susceptible.  
• Countries might, through measures such as border closures and travel restrictions, delay arrival              
of the virus, but cannot stop it.  
 
2. Health Care Systems Will Be Overloaded  
• Most people have little or no immunity to a pandemic virus. Infection and illness rates soar. A                  
substantial percentage of the world’s population will require some form of medical care.  
• It is unlikely that nations will have the staff, facilities, equipment and hospital beds needed to                 
cope with large numbers of people who suddenly fall ill.  
• Death rates are high, largely determined by four factors: the number of people who become                
infected, the virulence of the virus, the underlying characteristics and vulnerability of affected             
populations and the effectiveness of preventive measures.  
• Past pandemics have spread globally in two and sometimes three waves.  
 
3. Medical Supplies Will Be Inadequate  
• A pandemic can create a shortage of hospital beds, ventilators and other supplies. Surge               
capacity at non-traditional sites such as schools may be created to cope with demand.  
 
4. There Will Be Economic and Social Disruption  
• Travel bans, closings of schools and businesses and cancellations of events could have major               
impact on communities and citizens.  
• Care for sick family members and fear of exposure can result in significant worker               
absenteeism.  

www.cdc.gov  
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SAMPLE Staff Memo #1: Pandemic Introduction  
 
TO: All Staff 
FROM: Superintendent 
RE: Pandemic  
 
The Edgewater School District is working with the Edgewater Health Department to address the 
critical issues raised should a pandemic coronavirus outbreak occur in this area. Coronavirus 
disease 2019 (COVID-19) is a respiratory illness that can spread from person to person. The 
virus that causes COVID-19 is a novel coronavirus that was first identified during an 
investigation into an outbreak in Wuhan, China.  
 
As of March 8, 2020, there are over 100,000 reported cases of COVID-19 globally, and more 
than 3,500 deaths (jhu.edu). The Center for Disease Control (CDC) reports that over 400 of 
these cases are in the U.S., with a total of 18 deaths and at least 25 states reporting cases. The 
New Jersey Department of Health (nj.gov/health) has reported 6 positive cases in the state of 
New Jersey. 
 
As of March 8, 2020, the CDC has not declared COVID-19 a pandemic. If the spread continues, 
however, basic services, such as health care, public safety, education, transportation and 
utilities could be disrupted, perhaps for weeks. It is anticipated that schools may have to close 
for periods of two to twelve weeks so that the spread of the virus will be lessened. The state and 
local health departments will make that determination.  
 
With this in mind, we all must work together to put in place prevention, preparedness, 
response and recovery modules. By working together, and in concert with other agencies, each 
of us will shoulder a small part of the responsibilities involved. 
 
There are two overarching goals: 
➢ Reducing the spread of the virus 
➢ Sustaining educational functions during a possible pandemic outbreak 

 
We each have a unique opportunity in reducing the potential impact of a pandemic by 
preplanning for the event and educating students and families in prevention and preparedness 
measures. 
 
There will be on-going communications from this office as we begin to identify, design and 
implement our strategies. Thank you in advance for your support and help in this endeavor.  
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SAMPLE Staff Memo #2: Prevent the Spread of Germs  

 
TO: All Staff 
FROM: Superintendent 
 
RE: Healthy Kids; Healthy Schools: Prevent the Spread of Germs 
 
The Edgewater School District joins with the Edgewater Public Health Department in launching 
Healthy Kids, Healthy Schools so that we can reduce the chances of getting sick and help 
limit the spread of germs. 
 
Stop germs from spreading. By doing a few simple things, we can stop the spread of germs: 
 
➢  Wash your hands often using soap and water. 
➢  Cover your mouth and nose with tissue when coughing and sneezing. 
➢  Throw used tissues into the trash and then wash your hands. 
➢  Cough into your sleeve. 
➢  Stay home if you are sick and stay away from others as much as possible. 
➢  Keep children home if they are sick. 
➢  Avoid close contact with people who are sick. 

 
Spread the word. Tell family and friends about these simple measures. 
 
By working together and following these simple guidelines, we can limit the spread of germs. 
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SAMPLE Staff Memo: Additional Prevention Handout  - Protecting Children 
From Pandemic  

 
Information for Parents, Schools, and Childcare Providers  
 
Educators, staff, and parents can help slow the spread of colds and viruses. Always remind 
children to:  
 
Cover their noses and mouths with tissue when they cough or sneeze—have them throw the 
tissue away after they use it.  
 
Wash their hands often with soap and water, especially after they cough or sneeze. If water is not 
near, use an alcohol-based hand cleaner.  
 
Remind them to not to touch their eyes, nose, or mouth. Germs often spread this way.  

 
● Approximately 1/5 of the U.S. population attends or works in schools. (U.S. Dept of Ed, 

1999).  
● Some viruses and bacteria can live from 20 minutes up to 2 hours or more on surfaces 

like cafeteria tables, doorknobs, and desks. (Ansari, 1988; Scott and Bloomfield, 1989)  
● Nearly 22 million school days are lost annually due to the common cold alone. (CDC, 

1996)  
● Addressing the spread of germs in schools is essential to the health of our youth, our 

schools, and our nation.  
● Students need to get plenty of sleep and physical activity, drink water, and eat good food 

to help them stay healthy in the winter and all year.   
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SAMPLE Staff Memo: Additional Prevention Handout -Stopping the Spread 
of Germs  

 
TO: All Staff  
FROM: Administrators  
RE: Pandemic: Prevention  
 
Stopping the Spread of Germs  
 
Viruses spread rapidly in school environments where students are in close proximity. Germs can 
be spread when students sneeze or cough and release viruses into the air. Some viruses also can 
survive on desktops and doorknobs for several hours.  
 
In order for our students to be healthy and safe, teachers can instruct students as follows:  
 
How to stop The Spread of Germs:  

● Instruct students to cover their mouths and noses when they cough and/or sneeze.  
● Instruct students to clean their hands often.  
● Have hand sanitizers available in classroom for students. Instruct students to avoid 

sharing food and drinks.  
● Instruct students to avoid sharing pens, pencils, etc.  
● Instruct students in cleaning up their desk areas before they leave the classrooms (taking 

with them their pencils and pens, their tissues, etc.).  
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SAMPLE Staff Memo: Additional Prevention Handout -Preventing Spread 

 
Dear Parents and Staff,  
 
There are ways that help prevent the spread of viruses, as well as other illnesses such as colds.                  
These illnesses are spread from person to person when a person who is sick coughs or sneezes;                 
droplets from the nose and mouth can survive on surfaces such as desks, telephones, furniture,               
etc.  
 
Below is a list of things you can do around your house to prevent the spread of illness:  

● Use disposable paper towels or sanitizer wipes to clean things. Don’t let germs hang              
around on cleaning cloths or towels.  

● Clean and disinfect the countertops and tables regularly—especially before and after           
meals.  

● Clean bathroom sinks and toilet bowls regularly.  
● Clean and disinfect electronic devices including: computer mouse, telephones and cell           

phones, TV remotes, etc.  
● Wipe down doorknobs regularly.  
● Be sure that each family member uses only his/her own toothbrush. Replace the             

toothbrushes of family members who have been ill with a cold or virus.  
● Instruct all family members to wash their hands well. They should wash for as long as it                 

takes to sing “The Happy Birthday” song TWO TIMES.  
● Instruct family members NOT to use the same glasses or forks or spoons to share food.   
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SAMPLE Staff Memo: Additional Prevention Handout - Pandemic: 
Characteristics & Challenges  

Pandemic: Characteristics & Challenges  
A pandemic is a global disease outbreak. An pandemic occurs when a new virus emerges for                
which there is little or no immunity in the human population, then begins to cause serious illness                 
and finally spreads easily person-to-person worldwide.  
 
Characteristics and Challenges in a Pandemic:  
There Will Be Rapid Worldwide Spread  
• When a pandemic virus emerges, its global spread is considered inevitable.  
• Preparedness activities should assume that the entire world population would be susceptible.  
• Countries might, through measures such as border closures and travel restrictions, delay arrival              
of the virus, but cannot stop it.  
 
Health Care Systems Will Be Overloaded  
• Most people have little or no immunity to a pandemic virus. Infection and illness rates soar. A                  
substantial percentage of the world’s population will require some form of medical care.  
• It is unlikely that nations will have the staff, facilities, equipment and hospital beds needed to                 
cope with large numbers of people who suddenly fall ill.  
• Death rates are high, largely determined by four factors: the number of people who become                
infected, the virulence of the virus, the underlying characteristics and vulnerability of affected             
populations and the effectiveness of preventive measures.  
• Past pandemics have spread globally in two and sometimes three waves.  
 
Medical Supplies Will Be Inadequate  
• The need for antiviral drugs is also likely to be inadequate early in a pandemic.  
• A pandemic can create a shortage of hospital beds, ventilators and other supplies. Surge               
capacity at non-traditional sites such as schools may be created to cope with demand  
• Difficult decisions will need to be made regarding who gets antiviral drugs.  
 
There Will Be Economic and Social Disruption  
• Travel bans, closings of schools and businesses and cancellations of events could have major               
impact on communities and citizens.  
• Care for sick family members and fear of exposure can result in significant worker               
absenteeism.  (www.cdc.gov)  
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SAMPLE Staff Memo: Additional Prevention Handout - Pandemic – Glossary 
of Terms  

 
Pandemic – Glossary of Terms  
 
Antiviral A medication that may be used to treat people who have been infected by a virus to                  
help limit the impact of some symptoms and reduce the potential for serious complications.              
People who are in high risk groups are often given antiviral drugs because of their increased                
potential to develop additional health issues.  
 
Epidemic The rapid spread of a disease that infects some or many people in a community or                 
region at the same time.  
 
Pandemic A global outbreak of disease that occurs when a new virus appears in the human                
population. Because people have little or no immunity to the new strain, serious illness can               
occur, and the virus can spread easily and rapidly from person to person with no vaccine                
immediately available.  
 
Isolation The physical separation of a person suffering from an infectious or contagious disease              
from others in a community.  
 
Pandemic An outbreak of a disease that affects large numbers of throughout the world.  
 
Quarantine The physical separation of healthy people who have been exposed to an infectious              
disease—for a period of time—from those who have not been exposed.  
 
Social Distancing A disease prevention strategy in which a community imposes limits on social              
(face-to-face) interaction to reduce exposure to and transmission of a disease. These limitations             
could include, but are not limited to, school and work closures, cancellation of public gatherings               
and closure or limited mass transportation.  
 
Vaccine An injection, usually of an innocuous (weak or killed) form of the virus, that stimulates                
the production of antibodies by the immune system to help prevent or create resistance to an                
infection. Vaccines are usually given as a preventive measure.   
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SAMPLE Staff Memo #3: Plan for a Healthy School Environment  
TO: All Staff 
FROM: Principal 
RE: Plan for A Healthy School Environment 
 
The Edgewater School District and ____________ School  joins with the Edgewater Public 
Health Department in encouraging all staff to do the following in their classrooms to prevent the 
spread of germs. 
 
Display and review prevention posters in each classroom. Posters are downloadable at: 

● Handwashing https://www.cdc.gov/handwashing/posters.html 
● Cough/sneeze etiquette 

https://www.publichealth.va.gov/flu/materials/posters/respiratory-etiquette.asp 
● Stay Home When Sick 

https://www.toucaned.com/infectioncontrol/teensandchildren/images/posters/large/B.jpg 
● Coronavirus Prevention 

https://sharemylesson.com/teaching-resource/parent-community-printables-coronavirus-
prevention-tips 

Establish healthy hygiene practices in your classroom with students: 
➢ □ Proper coughing and sneezing etiquette (Cover your Cough!) 
➢ □ Washing hands frequently 
➢ □ Throwing trash into the proper receptacles 
➢ □ Avoiding the sharing of food and drinks 
➢ □ Avoiding sharing pens, pencils and other classroom tools 
➢ □ Not sharing make-up, especially eye make-up and lipstick 
➢ □ Using gloves when handling tissues left on the floor 
➢ □ Using anti-bacterial cleaner on student & teacher desks 

 
As it is deemed age and subject appropriate, integrate Pandemic Coronavirus information 
regarding prevention, preparedness, response and recovery into the curriculum. See the 
following links: 

● https://www.brainpop.com/health/diseasesinjuriesandconditions/coronavirus/ 
● https://sharemylesson.com/todays-news-tomorrows-lesson/coronavirus-student-guide 

 
As appropriate, have students work with parents/families to share the information. 
 
Discuss with students why they should stay home if they feel ill.  
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SAMPLE Staff Memo #4: Recognizing Symptoms  
TO: All Staff 
FROM: Principal 
 
Below is a simple list of symptoms that will help you in determining whether any of your 
students has COVID-19. In the event that you believe that someone in your classroom is 
exhibiting these symptoms, please send him/her immediately to the health office for screening 
(symptom check and/or taking temperature).  
 
Reported illnesses have ranged from mild symptoms to severe illness and death for confirmed 
coronavirus disease 2019 (COVID-19) cases. The following symptoms may appear 2-14 days 
after exposure. (www.cdc.gov) 

● Fever 
● Cough 
● Shortness of breath 

 
Until the student can be picked up by the parent or guardian, the following must occur:  

● The student must be isolated in a separate room.  
● The room must have an open window or proper ventilation.  
● Anyone entering the room should wear gloves and a hospital mask.  
● Both the child and any adult in the room should use cough etiquette and wash their hands.  
● Tissue and lined waste baskets must be available.  
● If the student meets the definition as described above, he/she must be excluded from 

school until medical clearance is provided and the student is symptom free.  
 
Thank you for your attention to this matter.   
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SAMPLE Staff Memo #5: Plan for Being Absent  

 
TO: All Staff  
FROM: Superintendent  
RE: Pandemic: Plan for Being Absent  
 
The Edgewater School District joins with the Edgewater Health Department in encouraging all             
employees to take the following precautionary measures:  
 

1. Plan ahead for family and/or personal illnesses. Plan on several days for the illness to run                
its course.  

2. If ill, stay home for the duration of the illness. DO NOT SPREAD THE GERMS  
3. Be prepared to take care of yourself and/or family members without having to leave your               

home.  
4. Develop a buddy system at your school site. We know there may not be sufficient               

numbers of substitutes.  
5. For the classroom, teachers may work together by grade level, subject matter, etc., to              

develop emergency lesson plans. Adapt current lesson plans that will allow instruction to             
continue.  

6. By areas of expertise, classified personnel from 2 or 3 schools may need to work together                
to cover for absent co-workers. Essential services must continue.  

 
Thank you again for your support.   
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SAMPLE Staff Memo #6: Attendance Monitoring and Reporting  

 
TO: District Attendance Administrator, Site Attendance Administrators, Attendance Clerks,         
School Nurses  
FROM: Superintendent  
 
RE: Pandemic: Attendance Monitoring and Reporting  
 
The Edgewater School District joins with Edgewater Health Department in addressing the need             
to pre-plan for monitoring absenteeism and reporting any substantial rise in student absenteeism             
to the Edgewater Health Department.  
 
Please work together to make a plan for attendance monitoring: 
 
Identify how sites will monitor the absenteeism numbers among students. Share 
 with the Edgewater Health Department.  

● School nurses to share daily absence rates and reasons with public health nurse using 
state form to provide total number of students and staff in school and a daily line list (also 
known as an illness log) that includes all ill children and staff. 
www.state.nj.us/health/cd/forms.shtml (Form CDS-33). The public health nurse shall 
review the line list with the school nurse and with, if needed, the NJDOH epidemiologist, 
to assess and make recommendations regarding control measures. 

● Perform active surveillance: Be alert for new-onset illness among exposed persons, and 
review student and staff histories to identify previous onsets of illness.  When a student is 
absent, ask parents to provide the reason for the student’s absence in order to determine if 
the student is in need of further follow up by public health nurse. 
https://www.nj.gov/health/cd/documents/topics/outbreaks/guidelines_for_outbreaks_in_s
chool_sttings.pdf  

 
Please keep the principal informed, who will report to the Superintendent.  
 
Thank you again for your support.   
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SAMPLE Staff Memo #7: Special Needs Students  
 
TO: Directors: Special Education, Student Services, Food Services, Nurses  
FROM: Superintendent  
 
RE: Pandemic: Special Needs Students  
 
The Edgewater School District joins with Edgewater Health Department and other school            
districts in addressing the need to pre-plan for Special Needs Students. Please form appropriate              
task force(s) from your departments to:  
 
1. Identify Special Needs Students (Free and Reduced Lunch), emotionally fragile students and             
others as identified by your departments.  
2. Identify available resources to address need (i.e., working with school nurses, counselors,             
school psychologists, and social workers to establish supportive long-distance relationships with           
particularly vulnerable students via the phone, e-mail, or regular mail).  
3. Identify implementation plan.  
 
Please submit progress reports to the principal, who will report to the Superintendent and              
Edgewater Health Department.  
 
Thank you again for your support.   
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SAMPLE Staff Memo #8: Recovery and Psychosocial Support Services 

 
TO: Directors: Special Education, Student Services  
FROM: Superintendent  
RE: Pandemic: Recovery and Psychosocial Support Services  
 
 
The Edgewater School District joins with the Edgewater Health Department in addressing the             
need to pre-plan for psychosocial support services.  
 
It is critical for our school district to work with the Edgewater Health Department to preplan for                 
the anticipated necessary support that will be needed during an outbreak and in the recovery               
phrase. This would include providing support for staff, students and their families.  
 
Please identify available resources both within and outside our school community and work with              
the Bergen County Department of Health and Edgewater Health Department to develop a plan              
for providing support both during an outbreak and during recovery.  
 
Possible resources: 

● Bergen County Department of Human Services www.co.bergen.nj.us/ 
● Bergen’s Promise https://www.bergenspromise.org/ 
● Bergen Resource.net https://www.bergenresourcenet.org/ 
● CarePlus NJ https://www.careplusnj.org/ 

 
 
Thank you again for your support.   
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SAMPLE Staff Memo #9: Planning Ahead for Childcare  

 
TO: All Staff  
FROM: Superintendent  
RE: Pandemic: Plan Ahead for Childcare  
 
In the event of a pandemic, schools may be closed for two to twelve weeks. Additionally, your                 
preschool childcare provider may not be available. The Edgewater School District joins with             
Edgewater Health Department in encouraging all employees with young children to take the             
following measures:  
 
1. Plan ahead in the event that your child’s childcare, preschool or school closes.  
2.Preplan alternative childcare options. This may include teaming with other parents, family            
members or neighbors to provide care for groups of us to six children.  
3. If you come up with creative solutions, please share the ideas with others.  
 
Thank you again for your support.   
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SAMPLE Staff Memo #10: Social Distancing  

 
TO: All Staff and Parents  
FROM: Superintendent  
RE: Pandemic: Social Distancing  
 
The Edgewater School District joins with Edgewater Health Department in encouraging all            
employees to understand and when directed by the County Health Officer to implement the              
following measures:  
 
1. Minimize close contact with others.  
2. Do not schedule any large group events such as indoor assemblies or rallies.  
3. Eliminate handshaking.  
4. Keep classroom keyboards, phones and other shared materials/equipment wiped down.  
5. Limit face-to-face meetings; use email/instant message as an alternative.  
6. As possible and appropriate, keep doors slightly ajar to allow air circulation.  
7. Put distance between student desks (3 to 6 feet)..  
8. Send ill children to the health office to be sent home.  
 
Thank you again for your support.   
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SAMPLE Staff Memo #11: Extra Curricular Activities  

 
TO: All Site Staff, Parents and Students  
FROM: Principal  
RE: Pandemic: Extra-Curricular School Activities  
 
The Edgewater District and ------ School joins with Edgewater Health Department in preparing             
for the possibility of a pandemic outbreak. 
 
Extra Curricular Activities: In order to minimize the spread of germs, all extra curricular              
activities are immediately suspended until further notice. This includes all activities, including            
those scheduled during lunch and after school.  
 
By working together and preplanning for the event, we can minimize the impact on our school                
and community.  
 
Thank you.   
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SAMPLE Staff Memo #12: School Use  

 
TO: All Site Staff  
FROM: Principal  
RE: Pandemic: School Use  
 
The Edgewater School District and ------ School joins with the Edgewater Health Department in              
preparing for the possibility of a pandemic outbreak.  
 
1. School Use (this includes classrooms, gyms, food services and offices): Our school may well               
be used during a pandemic, and we have no way of knowing in advance if, or how many of our                    
classrooms, offices, gyms or food service areas will be needed.  
 
2. Preplan. Many of us have brought in personal items that are kept in classrooms, offices and/or                 
workspaces. It is no doubt prudent to begin preplanning for storage of these items or taking them                 
home if appropriate.  
 
By working together and preplanning for the event, we can mitigate the impact on our school and                 
community.  
 
Thank you.   
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SAMPLE Staff Memo #13: Accessing Mental Health Services  

TO: All Staff  
FROM: Superintendent  
 
Teachers tend to take care of everyone else before taking time for themselves. However, in this                
difficult time, it is important that each one of us takes care of ourselves as well. If you are                   
experiencing distressing feelings about the events and if you want to talk it over with a                
specialized mental health professional, please consider accessing the benefits and services that            
are available to you through our health insurance carrier or these other possible avenues of               
support: 
 

● Bergen County Department of Human Services www.co.bergen.nj.us/  
● Bergen ResourceNet https://www.bergenresourcenet.org/ 
● NJ-211 https://www.nj211.org 
● SAMHSA, U.S. Department of Health & Human Services https://www.samhsa.gov/ 

○ SAMHSA Taking Care of Your Behavioral Health during in infectious disease           
outbreak https://store.samhsa.gov/system/files/sma14-4894.pdf 

 
Please do not hesitate to take advantage of these resources.   
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SAMPLE Staff Memo #14: Talking Tips for Teachers during Recovery Phase 

 
Teachers are not expected to be counselors and should refer survivors to licensed counseling              
professionals wherever appropriate. The following tips may come in handy for any adult             
listening to or speaking with someone who has suffered loss. Survivors typically benefit from              
both talking about their disaster experiences and being assisted with problem-solving and referral             
to resources. The following section provides "nuts-and-bolts" suggestions for listening to and            
speaking with individuals who have survived or suffered loss due to a disaster. Be sure to refer                 
survivors to licensed counseling professionals wherever appropriate. 
 
ESTABLISHING RAPPORT Survivors respond when listeners offer caring eye contact, a calm            
presence, and are able to listen with their hearts. Rapport refers to the feelings of interest and                 
understanding that develop when genuine concern is shown. Conveying respect and being            
nonjudgmental are necessary ingredients for building rapport.  
 
ACTIVE LISTENING People listen most effectively when they take in information through their             
ears, eyes, and "extrasensory radar" to better understand the survivor's situation and needs. Some              
tips for listening are:  

● Allow silence - Silence gives the survivor time to reflect and become aware of feelings.               
Silence can prompt the survivor to elaborate. Simply "being with" the survivor and their              
experience is supportive.  

● Attend nonverbally - Eye contact, head nodding, caring facial expressions, and occasional            
"uhhuhs" let the survivor know that the listener is in tune with them.  

● Paraphrase - When the listener repeats portions of what the survivor has said,             
understanding, interest, and empathy are conveyed. Paraphrasing also checks for          
accuracy, clarifies misunderstandings, and lets the survivor know that he or she is being              
heard. Good lead-ins are: "So you are saying that . . . " or "I have heard you say that .. "                      
Reflect feelings - The listener may notice that the survivor's tone of voice or nonverbal               
gestures suggests anger, sadness, or fear. Possible responses are, "You sound angry,            
scared etc., does that fit for you?" This helps the survivor identify and articulate his or her                 
emotions.  

● Allow expression of emotions - Expressing intense emotions through tears or angry            
venting is an important part of healing; it often helps the survivor work through feelings               
so that he or she can better engage in constructive problem-solving. Listeners should stay              
relaxed, breathe, and let the survivor know that it is OK to feel.  
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SOME DO'S AND DON'TS  
DO SAY: These are normal reactions to a disaster. It is understandable that you feel this way.                 
You are not going crazy. It wasn't your fault, you did the best you could. Things may never be                   
the same, but they will get better, and you will feel better.  
 
DON’T SAY: It could have been worse. You can always get another pet/car/house. It's best if                
you just stay busy. I know just how you feel. You need to get on with your life.  

The human desire to try to fix the survivor's painful situation or make the survivor feel                
better often underlies the preceding "Don't say" list. However, as a result of receiving              
comments such as these, the survivor may feel discounted, not understood, or more alone.              
It is best when listeners simply listen and acknowledge the expressed feelings.   
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SAMPLE Staff Memo #15: Tips for Teachers for Self Care  

What to expect from yourself: Disasters can stir up many different feelings and thoughts. It is                
normal to experience fear concerning your safety or that of a loved one, shock, disbelief, anger                
and guilt. Memory problems, anxiety, and/or depression are also possible after experiencing a             
disaster. Many caregivers can have a delayed response, which serves them well in the beginning,               
but then can be surprising when feelings and reactions surface weeks or months later. The more                
stress you are under, the less you perceive stress; the brain drug released under stress numbs the                 
victim. Experiencing a stress response is not weak. It is a natural human reaction. How you deal                 
with stress (attitudes and actions) can make it worse or alleviate its symptoms.  
As caregivers, we often think of others before ourselves. It is important to understand that we can                 
most effectively help our students and community when we care for ourselves first. What you               
can do to care for yourself:  

• Eat healthy meals regularly - avoid skipping meals, overeating, excess sugar, caffeine,             
or alcohol, drink plenty of fluids  
• Exercise/Physical Fitness - consistent exercise can help you work out stress, deal with              
anger, improve sleep and physically feel better.  
• Relaxation Exercises - slow, deep breathing in a quiet place, progressive muscle             
relaxation, guided imagery and meditation.  
• Deal with overwhelming feelings - talk to someone who will listen without judging or               
giving advice, write a journal of your feelings, paint, draw, write a poem, music that               
soothes you, make time to cry, learn about grief.  
• Coping with intense grief - find a quiet place to do some slow, deep breathing, focus on                  
getting through an hour at a time, prioritize what really needs to get done and let the rest                  
go, be gentle with yourself - grieving is hard work.  
• Reach out to others - identify relatives and friends who are sensitive and supportive,               
seek out people who are helping resources such as counselors and religious leaders.  
• Don't give up hope - the ability to enjoy humor and laugh is helpful and relieves stress                  
even in times of sadness and pain, remember that although you have no control over the                
loss you've experienced, you do have control over your response to it. Everyone's grief              
journey is unique and with some effort you will find what best helps you.  
• Recognize the signs that you may need professional help - feeling sad, hopeless and               
depressed consistently, significant change in eating and sleeping habits, having hardly           
any energy and interest in life, withdrawing from friends and family; becoming isolated,             
any thought or plans of hurting yourself; seek professional help.  
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SAMPLE Staff Memo #16: Tips for Elementary School Teachers For Helping           
Your Students  

 
Resources you may find to be helpful: 

● Talking to Children About COVID-19 (Coronavirus) https://www.nasponline.org/ 
● Talking to Kids About the Coronavirus https://childmind.org/ 

 
Additional tips can be found below: 
  What to expect from your students:  

• feelings of anxiety, fears, worries about safety of self and others (more clingy to               
teachers and parents)  
• increased levels of distress (whiny, irritable, more "moody")  
• changes in behavior: increased activity level, decreased concentration and/or attention,           
withdrawal, angry outbursts, aggression, absenteeism  
• increased somatic complaints (e.g., headaches, stomachaches, aches and pains)  
• changes in school performance  
• statements and questions about death and dying  
 

  What you can do to help:  
• Maintain a predictable class schedule and rules to provide support and consistency for              
the children.  
• Listen to and tolerate your students retelling of events, as well as playing out the events.                 
Schedule specific times for discussion and play during the school day to allow for              
opportunities to express their thoughts and feelings.  
• Talk to your students about what is being done by the school and community to keep                 
everyone safe from harm.  
• Limit access to live television and the Internet that show disturbing scenes of the event.  
• After any discussion, end the discussion with a focus on their current safety and a                
calming activity, such as taking deep breaths, working together on an art project, or              
holding hands and singing a quiet song.  
• Encourage students to talk about confusing feelings, worries, daydreams, and           
disruptions of concentration by accepting feelings, listening carefully, and reminding          
students that these are normal reactions following a scary event.  
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• Young children, in trying to process the events, may ask questions that may be initially                
shocking to adults. Try to respond in a calm manner, answering questions in simple,              
direct terms and helping students to transition back to their activity.  
• Use simple terms to describe what happened (is happening). Avoid terms designed to              
"soften" the information, which inadvertently further confuses children. For example, use           
"died," rather than "went to sleep."  
• Students may misunderstand information about the event as they are trying to make              
sense of what has happened (is happening). For example, they may blame themselves,             
believe things happened that did not happen, etc. Gently help students develop a realistic              
understanding of the event.  
• Students may ask the same types of questions repeatedly, which can be confusing              
and/or frustrating for teachers. Understand that students may need to hear the information             
multiple times before being able to integrate and understand it. Give the students time to               
cope with fears.  
• Expect some angry outbursts from the students. Try to catch students before they "act               
out," by taking them aside, and helping them calm down and regain control of their               
behavior.  
• Do classroom activities that will reinforce the message that one person can make a               
difference to help and heal. Activities can include drawing pictures and sending cards or              
class projects of collecting pennies or aluminum cans.  
• Encourage some distraction times, which would include doing schoolwork that does not             
require high levels of new learning, as well as enjoyable activities.  
• Expect some brief temporary declines in the students' school performance. Consider            
reducing the homework as the nation heals and the national routine is stabilized.  
• Provide reassurance to the students that feelings will get smaller and easier to handle               
over time.  
• Expect and understand students' regression (acting younger) and other difficult           
behaviors that are not typical of the students.  
• Maintain communication with other teachers, school personnel, and parents to monitor            
how the students are coping with the demands of school, home, and community activities.  
• Remain aware of your own reactions to students' trauma.  

 
Compiled by Robin H. Gurwich, Ph.D., Jane F. Silovsky, Ph.D., Shelli Schultz, Ph.D., Michelle              
Kees, Ph.D., & Sarah Burlingame, B.A. Department of Pediatrics University of Oklahoma            
Health Sciences Center  
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SAMPLE Staff Memo #17: Tips for Middle School Teachers For Helping           
Your Students  

Resources you may find to be helpful: 
● Talking to Children About COVID-19 (Coronavirus) https://www.nasponline.org/ 
● Talking to Kids About the Coronavirus https://childmind.org/ 

 
Additional tips can be found below: 
  What to expect from your students:  

• feelings of anxiety, fears, worries about safety of self and others  
• changes in behavior: increased activity level, decreased concentration and/or attention,           
withdrawal, irritability with friends, teachers, events, angry outbursts, aggression,         
absenteeism  
• increased somatic complaints (e.g., headaches, stomachaches, aches and pains)  
• changes in school performance  
• repetitive thoughts and comments about death and dying  
• increased likelihood to discuss the gruesome details  
 

  What you can do to help:  
• Maintain a predictable class schedule and rules to provide support and consistency for              
the students.  
• Listen to and tolerate your students retelling of events, as well as playing out the events.                 
Schedule specific times for discussion during the school day to allow for opportunities to              
express their thoughts and feelings. Set limits on scary talk.  
• Talk to your students about what is being done by the school and community to keep                 
everyone safe from harm.  
• Limit access to live television and the Internet that show disturbing scenes of the event.  
• After any discussion, end the discussion with a focus on their current safety and a                
calming activity, such as taking deep breaths, working together on an art project, or              
having a moment of quiet reflection.  
• Encourage students to talk about confusing feelings, worries, daydreams, and           
disruptions of concentration by accepting feelings, listening carefully, and reminding          
students that these are normal reactions following a scary event. 
• As students try to process the events, they may ask questions that may be initially                
shocking to adults. Try to respond in a calm manner, answering questions in simple,              
direct terms and helping students to transition back to their activity.  
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• Use simple terms to describe what happened (is happening). Avoid terms designed to              
"soften" the information, which inadvertently further confuses children. For example, use           
"died," rather than "went to sleep."  
• Students may misunderstand information about the event as they are trying to make              
sense of what has happened (is happening). For example, they may blame themselves,             
believe things happened that did not happen, etc. Gently help students develop a realistic              
understanding of the event.  
• Students may ask the same types of questions repeatedly, which can be confusing              
and/or frustrating for teachers. Understand that students may need to hear the information             
multiple times before being able to integrate and understand it. Give the students time to               
cope with fears.  
• Expect some angry outbursts from the students. Try to catch students before they "act               
out," by taking them aside, and helping them calm down and regain control of their               
behavior.  
• Do classroom activities that will reinforce the message that one person can make a               
difference to help and heal. Activities can include drawing pictures and sending cards or              
class projects of collecting pennies or aluminum cans.  
• Encourage some distraction times, which would include doing schoolwork that does not             
require high levels of new learning, as well as enjoyable activities. Help students do              
activities that allow them to experience mastery and build self-esteem.  
• Expect some brief temporary declines in the students' school performance. Consider            
reducing the homework and testing as the nation heals and the national routine is              
stabilized.  
• Provide reassurance to the students that feelings will get smaller and easier to handle               
over time.  
• Expect and understand students' regression (acting younger) and other difficult           
behaviors that are not typical of the students.  
• Maintain communication with other teachers, school personnel, and parents to monitor            
how the students are coping with the demands of school, home, and community activities.  
• Remain aware of your own reactions to students' trauma. It is okay to express emotions                
to your students, such as "I am feeling sad about what happened (is happening)."              
However, if you are feeling overwhelmed with emotion, it is important to take care of               
yourself and to seek support from other teachers and staff. 

 
Compiled by Robin H. Gurwich, Ph.D., Jane F. Silovsky, Ph.D., Shelli Schultz, Ph.D., Michelle              
Kees, Ph.D., & Sarah Burlingame, B.A. Department of Pediatrics University of Oklahoma            
Health Sciences Center   
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SAMPLE Parent Letter #1: Pandemic Introduction  

TO: All Parents  
FROM: Superintendent  
 
RE: Pandemic: Plan for Keeping You and Your Family Healthy  
 
The Edgewater School District and ----- School joins with the Edgewater Health Department in              
encouraging everyone to become informed about a possible pandemic outbreak in our            
community. This is the first in a series of informational memos that will be distributed to parent                 
and staff members.  
 
A pandemic will last longer, make more people seriously ill and cause more deaths than any                
other health crisis in our time. A long-lasting and widespread outbreak of the disease could mean                
changes in many areas of our lives. Schools may need to temporarily close. Public transportation               
could be limited and air flights may be cancelled. Because so many people will be ill, businesses                 
may have to close or limit hours. Basic services, such as health care, public safety, education,                
transportation and utilities could be disrupted, perhaps for weeks.  
 
The local health department will make that determination to close schools. While it is impossible               
to list all the factors that will go into that decision, the health department will be rigorously                 
proactive in closing schools so that the spread of the virus will be lessened. By working together                 
we can minimize the spread of this disease and the impact on our families.  
 
Thank you.   
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SAMPLE Parent Letter #2: Prevent the Spread of Germs  

 
TO: Parents 
FROM:Principal 
 
RE: Healthy Kids; Healthy Schools: Prevent the Spread of Germs 
 
The Edgewater School District and _____ School joins with the Edgewater Public Health 
Department in launching Healthy Kids, Healthy Schools so that we can reduce the chances of 
getting sick and help limit the spread of germs. 
 
Stop germs from spreading. By doing a few simple things, we can stop the spread of germs: 
 
➢  Wash your hands often using soap and water. 
➢  Cover your mouth and nose with tissue when coughing and sneezing. 
➢  Throw used tissues into the trash and then wash your hands. 
➢  Cough into your sleeve. 
➢  Stay home if you are sick and stay away from others as much as possible. 
➢  Keep children home if they are sick. 
➢  Avoid close contact with people who are sick. 

 
Spread the word. Tell family and friends about these simple measures. 
 
By working together and following these simple guidelines, we can limit the spread of germs. 
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SAMPLE Parent Letter: Additional Prevention Handout - Protecting 
Children From Pandemic  

 
Information for Parents, Schools, and Childcare Providers  
 
Educators, staff, and parents can help slow the spread of colds and viruses  
 
Always remind children to:  
➢ Cover their noses and mouths with tissue when they cough or sneeze—have them throw              

the tissue away after they use it.  
➢ Wash their hands often with soap and water, especially after they cough or sneeze. If               

water is not near, use an alcohol-based hand cleaner.  
➢ Remind them to not to touch their eyes, nose, or mouth. Germs often spread this way. 

 
● Approximately 1/5 of the U.S. population attends or works in schools. (U.S. Dept of Ed,               

1999).  
● Some viruses and bacteria can live from 20 minutes up to 2 hours or more on surfaces                 

like cafeteria tables, doorknobs, and desks. (Ansari, 1988; Scott and Bloomfield, 1989)  
● Nearly 22 million school days are lost annually due to the common cold alone. (CDC,               

1996)  
● Addressing the spread of germs in schools is essential to the health of our youth, our                

schools, and our nation.  
● Students need to get plenty of sleep and physical activity, drink water, and eat good food                

to help them stay healthy in the winter and all year.   
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SAMPLE Parent Letter: Additional Prevention Handout - Preventing Spread 

 
Dear Parents and Staff,  
 
There are ways that help prevent the spread of colds and viruses. These illnesses are spread from                 
person to person when a person who is sick coughs or sneezes; droplets from the nose and mouth                  
can survive on surfaces such as desks, telephones, furniture, etc.  
 
Below is a list of things you can do around your house to prevent the spread of the virus:  
 

● Use disposable paper towels or sanitizer wipes to clean things. Don’t let germs hang              
around on cleaning cloths or towels.  

● Clean and disinfect the countertops and tables regularly—especially before and after           
meals.  

● Clean bathroom sinks and toilet bowls regularly.  
● Clean and disinfect electronic devices including: computer mouse, telephones and cell           

phones, TV remotes, etc.  
● Wipe down doorknobs regularly.  
● Be sure that each family member uses only his/her own toothbrush. Replace the             

toothbrushes of family members who have been ill with a cold or virus.  
● Instruct all family members to wash their hands well. They should wash for as long as it                 

takes to sing “The Happy Birthday” song TWO TIMES.  
● Instruct family members NOT to use the same glasses or forks or spoons to share food.   
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SAMPLE Parent Letter: Additional Prevention Handout - Characteristics 
and Challenges in a Pandemic  

 
A pandemic is a global disease outbreak.  
 
Characteristics and Challenges in a Pandemic:  
 
1. There Will Be Rapid Worldwide Spread  
• When a pandemic virus emerges, its global spread is considered inevitable.  
• Preparedness activities should assume that the entire world population would be susceptible.  
• Countries might, through measures such as border closures and travel restrictions, delay arrival              
of the virus, but cannot stop it.  
 
2. Health Care Systems Will Be Overloaded  
• Most people have little or no immunity to a pandemic virus. Infection and illness rates soar. A                  
substantial percentage of the world’s population will require some form of medical care.  
• It is unlikely that nations will have the staff, facilities, equipment and hospital beds needed to                 
cope with large numbers of people who suddenly fall ill.  
• Death rates are high, largely determined by four factors: the number of people who become                
infected, the virulence of the virus, the underlying characteristics and vulnerability of affected             
populations and the effectiveness of preventive measures.  
• Past pandemics have spread globally in two and sometimes three waves.  
 
3. Medical Supplies Will Be Inadequate  
• A pandemic can create a shortage of hospital beds, ventilators and other supplies. Surge               
capacity at non-traditional sites such as schools may be created to cope with demand.  
 
4. There Will Be Economic and Social Disruption  
• Travel bans, closings of schools and businesses and cancellations of events could have major               
impact on communities and citizens.  
• Care for sick family members and fear of exposure can result in significant worker               
absenteeism.  
www.cdc.gov  
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SAMPLE Parent Letter: Additional Prevention Handout - Pandemic Glossary 
of Terms  

 
Antiviral A medication that may be used to treat people who have been infected by a virus to                  
help limit the impact of some symptoms and reduce the potential for serious complications.              
People who are in high risk groups are often given antiviral drugs because of their increased                
potential to develop additional health issues.  
 
Epidemic The rapid spread of a disease that infects some or many people in a community or                 
region at the same time.  
 
Pandemic A global outbreak of disease that occurs when a new virus appears in the human                
population. Because people have little or no immunity to the new strain, serious illness can               
occur, and the virus can spread easily and rapidly from person to person with no vaccine                
immediately available.  
 
Isolation The physical separation of a person suffering from an infectious or contagious disease              
from others in a community.  
 
Pandemic An outbreak of a disease that affects large numbers of throughout the world.  
 
Quarantine The physical separation of healthy people who have been exposed to an infectious              
disease—for a period of time—from those who have not been exposed.  
 
Social Distancing A disease prevention strategy in which a community imposes limits on social              
(face-to-face) interaction to reduce exposure to and transmission of a disease. These limitations             
could include, but are not limited to, school and work closures, cancellation of public gatherings               
and closure or limited mass transportation.  
 
Vaccine An injection, usually of an innocuous (weak or killed) form of the virus, that stimulates                
the production of antibodies by the immune system to help prevent or create resistance to an                
infection. Vaccines are usually given as a preventive measure.   
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SAMPLE Parent Letter #3: Recognizing Symptoms  
TO: Parents 
FROM:Principal 
 
Dear Parents,  
 
Below is a simple list of symptoms that will help you in determining whether you or one of your                   
family members has COVID-19.  
 
Reported illnesses have ranged from mild symptoms to severe illness and death for confirmed 
coronavirus disease 2019 (COVID-19) cases. The following symptoms may appear 2-14 days 
after exposure. (www.cdc.gov) 

● Fever 
● Cough 
● Shortness of breath 

 
If your child shows any of the above symptoms while at school, he or she will be sent to the                    
health office for screening (symptom check and/or taking temperature). If the student meets the              
definition as described above, he/she must be excluded from school until medical clearance is              
provided and the student is symptom free.  
 
By working together and following these simple guidelines, we can limit the spread of the               
disease.  
 
Thank you for your help.  
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SAMPLE Parent Letter #4: Plan for Keeping Your Family Healthy  

 
TO: All Parents and Staff  
FROM: Superintendent  
RE: Pandemic: Plan for Keeping Your Family Healthy  
 
The Edgewater School District joins with the Edgewater Health Department in encouraging all             
employees to take the following measures to cope with the possibility of a pandemic at home.  
 
Involve family, friends and neighbors in the following:  

● plan for ill individuals to remain at home develop a support system among friends and               
family to care for individuals who are ill  

● plan for childcare in the event that such services become unavailable implement            
precautions to prevent the spread of the virus (e.g. reduce social contact with others,              
including hand shaking, face-to-face meetings, frequent trips to shopping areas, etc.)  

● implement good hygiene among household members establish a communication system          
among family and friends  

● identify and publicize websites, television and radio stations that will broadcast           
information regarding how to deal with a pandemic (visit www.cdc.gov).  

 
By working together and following these simple guidelines, we can limit the spread of the               
disease.  
 
Thank you for your help.   
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SAMPLE Parent Letter #5: Learning the Facts  
TO: Parents 
FROM: Superintendent 
 
Fact 1: Diseases can make anyone sick regardless of their race or ethnicity. 
People of Asian descent, including Chinese Americans, are not more likely to get COVID-19              
than any other American. Help stop fear by letting people know that being of Asian descent does                 
not increase the chance of getting or spreading COVID-19. 
 
Fact 2: Some people are at increased risk of getting COVID-19. 
People who have been in close contact with a person known to have COVID-19 or people who                 
live in or have recently been in an area with ongoing spread are at an increased risk of exposure. 
 
Fact 3: Someone who has completed quarantine or has been released from isolation does not               
pose a risk of infection to other people. 
 
Fact 4: You can help stop COVID-19 by knowing the signs and symptoms: 

● Fever 
● Cough 
● Shortness of breath 

Seek medical advice if you develop symptoms or have been in close contact with a person                
known to have COVID-19 or live in or have recently traveled from an area with ongoing spread                 
of COVID-19. Call ahead before you go to a doctor’s office or emergency room. Tell them about                 
your recent travel and your symptoms. 
 
Fact 5 
There are simple things you can do to help keep yourself and others healthy. 

● Wash your hands often with soap and water for at least 20 seconds, especially after               
blowing your nose, coughing, or sneezing; going to the bathroom; and before eating or              
preparing food. 

● Avoid touching your eyes, nose, and mouth with unwashed hands. 
● Stay home when you are sick. 
● Cover your cough or sneeze with a tissue, then throw the tissue in the trash.  

 
For further information, you can check the following website: www.cdc.gov  

64 

http://www.cdc.gov/


 
 

SAMPLE Parent Letter #6: Planning Ahead for Food  

 
TO: All Staff and Parents  
FROM: Superintendent  
RE: Pandemic: Plan for Keeping You and Your Family Healthy  
 
The Edgewater School District joins with the Edgewater Health Department in encouraging all             
employees to take the following measures to cope with the possibility of a pandemic at home.  
 
Involve family, friends and neighbors in the following:  
It is very important that we all plan ahead in storing food, water, supplies and rehydration                
solutions:  
• Two weeks worth of food for your family. This should be food that does not need to be                   
refrigerated. Foods like canned meats and fish, beans, soups, fruits and dry goods like salt, flour                
and sugar are good choices.  
• Water in sealed, unbreakable containers. If water service is disrupted, plan on one gallon of                
water per person per day for two weeks.  
• Rehydration Solution, for example, Pedialyte for children and Gatorade for adults. It is highly               
recommended to have store-bought solutions for children, especially infants and toddlers.  
• Rehydration Solution for adults and teens: 4 cups clean water 2 tablespoons sugar ½ teaspoon                
salt Mix until sugar disappears DO NOT BOIL Drink at room temperature or cooled  
• Cell phone and charger (a car charger as well in case there is no electricity)  
 
By being prepared we can lessen the impact of the pandemic on our families.  
 
Thank you.   
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SAMPLE Parent Letter #7: Planning Ahead for Medications  

 
TO: All Staff and Parents  
FROM: Superintendent  
RE: Pandemic: Plan for Necessary Medications and Supplies  
 
The Edgewater School District joins with Edgewater Health Department in encouraging all            
employees to take the following measures to cope with the possibility of a pandemic at home.  
 
Involve family, friends and neighbors in the following: It is very important that we all plan ahead                 
in storing necessary medications:  
• Two weeks worth of prescription medicines  
• Two weeks worth of ibuprofen or acetaminophen (Tylenol) for every person in your family  
• Two weeks worth of cough medicine for every person in your family.  
• Rehydration Solution, for example, Pedialyte for children and Gatorade for adults. It is highly               
recommended to have store-bought solutions for children, especially infants and toddlers.  
• Rehydration Solution for adults and teens: 4 cups clean water 2 tablespoons sugar ½ teaspoon                
salt Mix until sugar disappears; drink at room temperature or cooled; DO NOT BOIL 
• Supply of face masks and plastic gloves (This will help prevent the spread of germs if you are                    

caring for someone with the illness)  
• Disinfectants and chlorine bleach.  
 
By being prepared we can lessen the impact of the pandemic on our families.  
 
Thank you.   
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SAMPLE Parent Letter #8: Plan Ahead for Childcare  

 
TO: All Parents  
FROM: Superintendent  
RE: Pandemic: Plan Ahead for Childcare  
 
In the event of a pandemic, schools may be closed for two to twelve weeks. Additionally, your                 
preschool childcare provider may not be available.  
 
The Edgewater School District joins with Edgewater Health Department in encouraging all            
employees with young children to take the following measures:  
 
1. Plan ahead in the event that your child’s childcare, preschool or school closes.  
 
2. Preplan alternative childcare options. This may include teaming with other parents, family             
members or neighbors to provide care for groups of us to six children.  
 
3. If you come up with creative solutions, please share the ideas with others.  
 
Thank you again for your support.   
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SAMPLE Parent Letter #9: Home Preparedness  

 
From: Superintendent  
 
Re: SUPPLIES TO HAVE ON HAND IN A REGION-WIDE EMERGENCY  
 
In the event of a pandemic or other region-wide emergency, experts predict that many businesses               
and shopping areas may be closed due to absenteeism or health risks. During a pandemic or other                 
region-wide emergency, if you cannot get to a store, or if shops are out of supplies, it will be                   
important for you to have extra supplies on hand. Your actions can help teach your children the                 
value of preparedness.  
 
There are actions you can take to help lessen the impact of a pandemic or other region-wide                 
emergenc on you and your family. This checklist will help you in being prepared:  
 
Checklist for Individuals and Families  

● Examples of food and non-perishables (plan for two weeks)  
● Ready-to-eat canned meats, dried fruits, vegetables, and soups  
● Protein or fruit bars  
● Dry cereal or granola  
● Peanut butter or nuts  
● Dried fruit  
● Crackers  
● Canned juices  
● Bottled water (one gallon per day per person)  
● Canned or jarred baby food and formula  
● Pet food  

 
Examples of medical, health, and emergency supplies  

● Prescribed medical supplies such as glucose and blood-pressure monitoring equipment  
● Soap and water, or alcohol-based hand wash  
● Medicines for fever, such s acetaminophen or ibuprofen (Tylenol)  
● Thermometer  
● Anti-diarrheal medication  
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● Vitamins  
● Fluids with electrolytes (Pedialyte or Gatorade)  
● Cleansing agent/soap  
● Flashlight  
● Batteries  
● Portable radio  
● Manual can opener  
● Garbage bags  
● Tissues, toilet paper, disposable diapers  

 
For further information, you can check the following website: www.cdc.gov  
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SAMPLE Parent Letter #10: Helping Children Feel Secure  

 
TO: All Parents and Staff  
FROM: Principal  
 
We are all feeling the impact of this difficult time. Our children are feeling the same mix of                  
emotions without the life skills that help us work through them. The following advice is adapted                
from Helping Children Feel Secure During Uncertain Times by Stanley I. Greenspan, M.D.  
 
What can parents do to help their children feel safe?  

● Spend time together as a family. Children need to trust. That means they need enough               
time with you to feel the world is safe and he/she is protected. That begins with parents.  

● Express feelings. Help your children express their feelings and concerns. It will take time              
and patience. Listen and reflect back what they are saying. For all of us, it helps to know                  
that someone hears what you are saying.  

● Provide reassurance. Children need to feel secure. The reassurance needs to be couched             
in realistic terms. Children will want to know what you are doing for them as a parent to                  
make them feel protected, so it is important to go through the steps you are taking at                 
home first. Then explain to them what the government is doing in terms they can               
understand. This will help children from being shocked, surprised, or confused by what             
changes they see.  

● Contribute and help others. We all benefit by helping others in need. Small and large               
efforts can make children feel more secure and not helpless. When children (and adults)              
are involved and doing something positive and constructive, everyone gains energy and            
confidence.  

 
Additional resources you may find to be helpful: 

● Talking to Children About COVID-19 (Coronavirus) https://www.nasponline.org/ 
● Talking to Kids About the Coronavirus https://childmind.org/  
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