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INTRODUCTION 

 New Berlin CUSD 16 Mission Statement 
The mission of   New Berlin Community Unit School District #16 is to provide quality 
educational opportunities, resources, and encouragement necessary for our students 
to…..1) Achieve their personal best academically and socially; 2) Become responsible 
and productive citizens; 3) Learn from and adapt to an ever-changing society. 

 Overview 
Beginning March 17, 2020, school districts throughout Illinois were required to close 
buildings due to the impending threat of COVID-19.  Since that time, the State of 
Illinois has released the Restore Illinois Plan, which gradually returns all industries to 
normalcy. In Phase 3 of the Restore Illinois Plan, schools can return to some 
in-person instruction, limiting this instruction to groups of ten people or fewer. In 
Phase 4 of the Restore Illinois Plan, the schools “reopen” with no more than fifty 
individuals in one space. The Illinois State Board of Education (ISBE) “strongly 
encourages” schools to return to in-person learning at the beginning of the 2020-2021 
school year.  By blending the learning models of our schools, utilizing consistent 
learning platforms, and providing adequate resources and professional learning 
opportunities to staff members, we will continue to provide academic support and 
continuity to our students. 
  
It is important to note that these requirements and guidelines are subject to change 
pursuant to updated public health guidance, changing public health conditions, and 
further directives from the ISBE (Illinois State Board of Education), IDPH (Illinois 
Department of Public Health) and SCDPH (Sangamon County Department of Public 
Health).  
  
Illinois State Board of Education Guidance 
On June 23, 2020, the ISBE released guidance for schools to use in planning for 
returning to in-person learning. Requirements from the ISBE are: 

●    Require the use of appropriate personal protective equipment (PPE), including face 
coverings; 

●    Prohibit more than 50 individuals from gathering in one space; 
●    Require social distancing to be observed, as much as possible; 
●    Require that schools conduct symptom screenings and temperature checks or 

require that individuals self-certify that they are free of symptoms before entering 
school buildings; and, 

●    Require an increase in schoolwide cleaning and disinfection. 
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While we cannot eliminate the risk of COVID-19, we will work to mitigate risk and 
related issues. 
 
The following document outlines the specific procedures and plans for New Berlin 
Community Unit School District #16. 
 
PART I - OVERVIEW 
1.1  2020-2021 School Calendar 
School Calendar 
The New Berlin CUSD #16 Board of Education approved an amended 2020-2021 
School Calendar in the July 9, 2020 meeting.  Below is an overview of the school 
calendar for the First Semester of the 2020-2021 school year.  In Appendix A, the 
school calendar is included. 

 ●        August 13 - NO SCHOOL - Teachers Institute 
●        August 14 – NO SCHOOL – Teachers Institute 
●        August 17, 18, and 19 – Remote Learning Planning Days 
●        August 20 - First Student Attendance Day 
●        September 7 - NO SCHOOL - Labor Day 
●        October 12 – Columbus Day 
●        November 3 - NO SCHOOL - Election Day 
●        November 4 – 5 – Parent-Teacher Conferences 
●        November 6 – Remote Learning Planning Day 
●        November 11 – NO SCHOOL – Veteran’s Day 
●        November 25-27 - NO SCHOOL - Thanksgiving Break 
●        December 23-January 1 - NO SCHOOL - Winter Break 
● January 5 - Remote Learning Planning Day 

 The 2020-2021 school calendar may have further adjustments depending on the state 
of Illinois. 

Return to Learn Options/School 

Our plan has a heavy focus on providing class size limits for in-person learning and 
abiding by all guidance of the Governor, Illinois State Board of Education, and the 
Illinois Department of Public Health.  

During registration, our plan allows for family choice between blended 
in-person/online programs and a fully remote online option/New Berlin Virtual 
School for the first semester of school.  In the elementary, our fully remote online option 
will be taught by a New Berlin teacher that is highly qualified to teach the grade level.  In 
the junior high and high school, the students will be taught on a platform called 
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Edgenuity that the counselor and/or administration will monitor the progress of the 
students.  

We realize that at any point in time we could immediately return to a fully remote plan 
due to the increase in positive cases in our region of the State as determined by the 
Governor’s Office, Illinois State Board of Education, Illinois Department of Public Health 
and Sangamon County Department of Public Health. 

This plan provides for ease of transition for students and for staff in the event that we 
must shift our focus throughout the year. 

In-Person Schedule/Day & Hours 

Our school must operate with fewer students in person each day to follow Center for 
Disease Control guidelines and social distancing requirements.  Each individual 
classroom size will dictate the number of students and adults combined that can be in 
any one location. 

Pre-kindergarten through 12 students will attend in-person two (2) days and have three 
(3) days of independent remote learning each week.  To further accommodate class 
sizes for social distancing purposes, fifty percent (Group A) of the students will attend 
on Monday and Tuesday.  All students will then do remote learning on Wednesday. 
The remaining fifty percent (Group B) of students will attend on Thursday and Friday. 
Special attention will be given to ensuring families with multiple children are 
assigned the same “Group A” or “Group B” schedule to ensure siblings attend 
school on the same days each week.  Principals will determine days of the week after 
online registration is completed. 

 Monday Tuesday Wednesday Thursday Friday 

In-Person 
Blended 
Direct 
Instruction 

Group A Group A Online 
Learning - 
All students 

Group B Group B 

Students that are at-risk academically or that have an Individualized Education Plan 
may attend in-person instruction 4 days a week.  

During Phase 4, school operating hours will be shortened to increase time for clearing 
and disinfecting buildings and for additional meeting and collaboration time with school 
staff.  Normal hours will resume for Phase 5. Operating hours for Phase 4 are listed 
below: 

 New Berlin  Elementary School - 8:10 am-1:45 pm 
●        AM Pre-Kindergarten - 8:10 am-10:10 am;   PM Pre-Kindergarten - 11:45 am-1:45 pm 
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New Berlin Junior School – 8:10 am-1:45 pm 

New Berlin  High School – 8:10 am - 1:45 pm 
1.2   Return Model by Phase 
In accordance with the guidelines developed by ISBE and the State of Illinois, we will 
follow a gradual return model that will adjust by Phase. Beginning with Phases 1 and 
2, each Phase will become less restrictive until we are back in-person with no 
restrictions in Phase 5. 
  
Phase 1-2 - Remote Learning 

All students will engage in Remote Learning off campus as provided by the teachers 
and staff members of New Berlin CUSD #16. No students and few staff members 
will be allowed to be physically present in our school buildings. Individual schools will 
determine methods of delivering instruction with four main objectives: 

  
1.        Make weekly connections with students and families to support them through 

remote learning; 

2.        Provide students with engaging, age-appropriate learning materials to 
maintain academic continuity; 

3.     Create cross-curricular learning opportunities to optimize remote learning; 
and, 

4.        Develop enrichment activities for students to be accomplished at home, 
designed to deepen their interests, mastery, and engagement in academic 
content. 

Grading procedures will be updated and adjusted as necessary to ensure students are 
accountable for their learning. 
 
 Phase 3 - Enriched Remote Learning 
All students will engage in Remote Learning off campus as provided by the teachers 
and staff members of New Berlin CUSD #16. Staff members will have scheduled 
times to be present in school buildings, and have set hours available for appointments 
for individual tutoring, consultation, and/or small-group instruction. All staff interactions 
will be scheduled in advance. Physical interaction will be limited to ten people or fewer 
in any location. 
  
Transportation will be offered for students scheduled to be in school buildings if 
requested. 
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Guidance counselors and school support staff will be available to provide mental health 
support to students by appointment and work with students individually or in small 
groups as previously scheduled. 
  
Individual schools and staff members will establish their schedules and those for 
students in advance. 
 
Phase 4 - Restricted In-Person Learning 

All students will be offered the opportunity to be present in school buildings. Physical 
interaction will be limited to fifty people or fewer in any location. All students and staff 
members will be required to wear face coverings and practice social distancing, as 
much as possible. 
  

Transportation will be provided for all students; however, buses will have a maximum 
capacity of fifty people or fewer. Transportation will minimize any delays that may occur. 
  
Parents are expected to certify that their child/ren are symptom- and fever-free before 
sending them to the bus stop and/or dropping them off at school.  This certification will 
be explained further in communication sent by the Superintendent as well as covered 
again during our Virtual Meet the Staff in August.  Students may be additionally screened 
for symptoms and temperature by school staff members prior to entering school 
buildings. 
 
New Berlin Virtual School will be an option for any student who is not comfortable  or will 
not comply with required guidelines set forth by ISBE attending school in person. 
 
Phase 5 - In-Person Learning 
Students will return to school buildings as normal. 

 1.3   New Berlin Virtual School  
Families will be given the option of not having their student attend school in-person 
during Phase 4 of the Restore Illinois plan. If families choose this option for their 
children, they will be enrolled in New Berlin Virtual School. This will not be an option for 
Pre-Kindergarten students. All enrolled students will remain in New Berlin Virtual 
School through the end of the identified semester of the school year. There will 
be no exceptions to this. Families will be required to notify schools if their children will 
remain in New Berlin  Virtual School following each semester of the school year. The 
virtual school platforms are: 
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●        Pre-K, Kindergarten, and 1st Grade:  See Saw 
● Grades 2 - 5: Google Classroom 
●        Sixth-Twelfth Grade: Edgenuity 

If necessary and requested, New Berlin CUSD #16 will provide technology and digital 
learning materials to access the New Berlin Virtual School. Students enrolled in the New 
Berlin Virtual School will be required to report daily attendance to identified personnel at 
each respective school. 
  
Families will be required to identify their childrens’ enrollment in New Berlin Virtual 
School at least one week prior to the start of each semester of the school year. 

 1.4    Student Attendance 

Students will be required to attend school in all Phases of the Blended Remote Learning 
Plan. Families will be required to report student absences daily.  Questions may be 
asked regarding illness symptoms. Unexcused absences will be recorded for absent 
students who are not reported absent. 

Students enrolled in New Berlin Virtual School will be required to report their attendance 
daily to identified personnel in respective school buildings. Students and families who 
do not report their attendance will be counted as absent. 
 
1.5   Technology Accessibility 
During Phase 1-3, personal technology devices (Chromebooks) will be available for 
students to use and keep at home. Families can request a device by contacting school 
personnel. All devices are equipped with the GoGuardian Internet monitoring system. 
Students will be required to follow all Student Handbook and Board of Education Policy 
guidelines when using school-issued technology. 

During Phase 4, students in grades K-12 will be issued a Chromebook to use during 
in-person learning. Students enrolled in New Berlin Virtual School will have access to a 
device to loan at home, if requested. 
 
1.6    Illinois Instructional Mandates 
The Illinois State Superintendent of Schools has determined that Remote and Blended 
Remote Learning Days must ensure at least five clock hours of instruction or school 
work for each student. 
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Students must meet all graduation and statutory requirements for curriculum (i.e. 
Constitution examination). Mandates are subject to change, pending further directives 
and developments. 

PART II - HEALTH & WELLNESS 

All protocols in this section were developed using guidance from the Illinois State Board 
of Education (ISBE), Illinois Department of Public Health (IDPH) and Sangamon County 
Department of Public Health (SCDPH). 

2.1   Symptom Certification & Protocol 
Staff Members 
In accordance with ISBE guidance, staff members will be required to self-certify on 
Skyward or on an app they are symptom and fever-free prior to reporting to school 
buildings. Any staff member with confirmed symptoms or a temperature of over 100.0 
will not be allowed to enter a school building or board a school bus.  

 
Students 
Parents are expected to certify that their child/ren are symptom and fever-free before 
sending them to the bus stop and/or dropping them off at school.  This certification 
process will be explained further in communication sent by the Superintendent as well 
as covered again during our Virtual Meet the Staff in August.  
 
Students may be additionally screened for symptoms and temperature by school staff 
members. Parents of students and/or students will be asked the following questions 
and have a temperature screening: 

1.        Do you have any symptoms of COVID-19? 

In accordance with SCDPH guidelines, the following are recognized symptoms of 
possible COVID-19 illness: fever (100.0 or greater), cough, shortness of breath or 
difficulty breathing, chills, severe fatigue, muscle and body aches, headache, sore 
throat, new loss of taste or smell, congestion or runny nose, nausea, vomiting or 
diarrhea, conjunctivitis, a rash, or discoloration of fingers or toes.  
 
2.        Have you or your family been exposed to anyone who has tested positive for 
COVID-19? 

3.    Students will then be temperature screened using a non-touch thermometer or 
kiosk.  

Any student with confirmed symptoms or a temperature of over 100.0 will be sent home. 
Parents or guardians will be responsible for ensuring their children return home safely. 
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Additionally, families will be asked to confirm during the registration process that they 
will: 

● Ensure their children will be symptom and fever-free; 
● Ensure the proper use of a face covering by their child;  
● Ensure they have read all other necessary required information prior to 

allowing their children to attend school; 
● Ensure parent contact numbers and emergency contact numbers are 

correct; 
  

Families will also be asked to verify understanding of the options of full-time 
remote learning for the entire semester or the in-person instruction plan as 
presented in this document.  

New Berlin CUSD #16 asks for cooperation from all families in assisting with ensuring 
all persons are safe prior to attending school. 

2.2     Surveillance of Illness 
Families are asked to report all absences to schools, when children are ill, and report 
any symptoms to school personnel. Families may be asked questions regarding 
symptoms. School personnel will communicate with SCDPH to follow guidelines in 
reporting of communicable diseases. 
  
School Nurse 
A School Nurse will be available at each building of New Berlin CUSD #16. School 
nurses will be available to assist with the monitoring of illness and work with students 
and staff members to ensure the spread of infection is limited. 

School Nurses will be provided with appropriate PPE to maintain safety while working 
with students and staff members. 

Illness Protocol 
In accordance with SCDPH guidelines, the following are recognized symptoms of 
possible COVID-19 illness: fever (100.0 or greater), cough, shortness of breath or 
difficulty breathing, chills, severe fatigue, muscle and body aches, headache, sore 
throat, new loss of taste or smell, congestion or runny nose, nausea, vomiting or 
diarrhea, conjunctivitis, a rash, or discoloration of fingers or toes.  
If any of these symptoms are present, the school nurse will follow guidelines outlined by 
the SCDPH. If the school nurse determines the student must go home, parents will be 
advised to contact their physician for further guidance, or to contact the Sangamon 
County Department of Public Health COVID-19 hotline at 1-217-321-2606, or to contact 
the IDPH COVID-19 hotline at 1-800-889-3931, to determine if testing is warranted. 
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Students will be required to meet the return to school criteria listed below in order to 
return.  
Siblings of students with symptoms will also be sent home and may return per Return to 
School guidelines below.  
 
 
Quarantine Location 
In accordance with the ISBE/IDPH/SCDPH recommendations, a separate quarantine 
location will be identified at each school for students who become ill during the school 
day. The location will be monitored by staff members if a student is ill. If a student is 
quarantined while at school, no other persons will be allowed in the vicinity of the 
student. Parents will be required to pick up their child from school if they become ill. 
 
Protocol for a Confirmed Case 
If there is a confirmed case of COVID-19 from a student or a staff member, schools will 
communicate with families. New Berlin CUSD #16 requests that families and staff 
members also report possible cases to the school so contact tracing can be initiated.  
 
Individuals who did not have close contact with the individual who is sick can safely 
return to school. Those who have contact with someone who tests positive for 
COVID-19 or is suspected of being infected will be asked to isolate at home and monitor 
for symptoms for 14 days. Close contact means the individual was within six feet of 
the individual with symptoms for more than fifteen minutes. 
 
All  communications regarding a positive case and school closures will be made 
following the IDPH/SCDPH recommendations.  If a school building and/or district 
closes, all  students who are receiving in-person instruction will transition to Remote 
Learning until buildings are reopened. Communication will be made with families in 
advance of schools reopening. 
 
When to Return to School  - Per SCDPH (as per guidelines 7/23/20) 
Untested with COVID-19 symptoms: At least 24 hours have passed with no fever  
(without use of fever reducing medications) AND there has been an improvement of 
symptoms, AND at least 10 days have passed since symptoms first appeared OR a 
doctor’s note with a date for returning to school.  
 
Tested COVID-19 positive with symptoms: At least 24 hours have passed with no 
fever (without use of fever reducing medications) AND there has been an improvement 
of symptoms, AND at least 10 days have passed since symptoms first appeared AND a 
release date from a doctor or health department.  (If immunosuppressed it is 
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recommended to stay home for 20 days with resolution of fever and improvements of 
symptoms.)  
 
Tested COVID-19 positive without symptoms: At least 10 days have passed from the 
date of positive test AND no symptoms have developed AND a release date from a 
doctor or health department.  
 
Tested COVID-19 negative with symptoms:  At least 14 days have passed from date 
symptoms first appeared and improvement of symptoms.  
 
Close contact with someone who has been diagnosed COVID-19 positive (with in 6 
feet for more than 15 minutes): 14 days have passed since the date of exposure with no 
onset of symptoms. If the exposure was from a member of your household, and 
additional 14 days must have passed since the positive household member was 
released from quarantine UNLESS the positive person remained in ISOLATION within 
the home. 
 
The above guidelines are subject to change based on guidance from state and 
local health officials. 
 
Following quarantine, all students and staff members will be required to check-in with 
the school nurse and/or the building administrator prior to returning to school. 
Additional health screenings will occur prior to returning to the classroom.  
 
2.3    Social Distancing 
When physically present, social distancing will be practiced whenever possible. All 
persons within a school building will be asked to maintain an appropriate distance 
from each other to reduce the risk of infection. During Phase 3, no more than ten 
persons will be allowed in a space within the schools at a time. During Phase 4, no 
more than fifty persons will be allowed in a space within the schools at a time. 

2.4   Personal Protective Equipment (PPE) 
All students and staff members will be provided with one cloth face covering. In 
accordance with the ISBE guidance, all people in school buildings will be required to 
wear face coverings while indoors. Additional PPE will be available at all schools. 
Additional protective equipment will be provided to school personnel as necessary. 

 2.5  Hand Hygiene 
All classrooms and other locations throughout the school will be equipped with hand 
sanitizer dispensers. Hand sanitizer will meet guidelines from CDC and IDPH.  All 
students and staff members will be asked to use hand sanitizer when entering and 
exiting locations within a school building. 
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2.6   Facility Cleaning  
All schools and buildings will be cleaned and disinfected daily and between uses in 
accordance with the CDC and IDPH recommendations. All hard surfaces will be 
cleaned with soap and water. All frequent-touch surfaces will be cleaned with soap and 
water, then sanitized using approved disinfectants. Following all cleaning of classrooms, 
hallways, bathrooms, etc., disinfect misters will be used as a further precaution. 

The cleaning and disinfection schedule will be posted in all locations in school buildings. 
Custodians will certify when each location has been cleaned and sanitized. 

Additional cleaning materials will be available for all staff members to use throughout 
the school day. 

PART III – INSTRUCTION 

3.1   Remote Learning 

Learning Platform 
All students in grades Pre-Kindergarten through Second Grade will use the SeeSaw 
platform for Remote Learning. All students in grades second through Twelve will use 
the Google Classrooms Platform. All students and families will be provided with 
additional information at a later date. Zoom or Google Meets will be utilized for online 
meetings with teachers. 
  
Phase 1-3 
Remote Learning will be required by all students of New Berlin CUSD #16, will be 
established by individual schools, and will be offered by school personnel. Technology 
will be made available for students who need access at home. 

Phase 4 
Remote Learning will be offered to students through the New Berlin Virtual School. 
Information on New Berlin Virtual School can be found in Section 1.3. Students 
enrolled in New Berlin Virtual School will be enrolled by semester, and will not have 
the option of in-person learning. There will be no exceptions to this. 
  
Phase 5 
No Remote Learning options will be available. All students will be required to return 
to in-person learning.  
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 3.2    Grading 
Throughout all phases of learning New Berlin CUSD #16 will return to traditional grading 
practices for students. Consideration on grading will be given to individual students at 
the discretion of the Building Principal. 

New Berlin Elementary School 
New Berlin Elementary School will maintain Standards-Based Grading through all 
phases of learning. 
  
New Berlin Junior & New Berlin High Schools 
Both New Berlin Junior High School and New Berlin High School will maintain the 
following grading system through all phases of learning: 

100 - 90% A 

89-80%    B 

79-70%    C 

69-60%    D 

59-0%      F 

 

3.3 Learning Assessment & Addressing Learning Loss Learning Assessment 
Upon returning to school in the 2020-2021 school year, students will be assessed in 
Reading and Mathematics for their individual achievement levels. New Berlin CUSD 
#16 will utilize the NWEA Measure-of-Academic Progress (MAP) Assessment to 
determine individual student achievement levels for students in grades K-11. 

  
Teachers of other content areas will develop assessments and assess student 
learning accordingly. 

 
Addressing Learning Loss 
Collaboration time will be given to teachers and staff members to work together to 
identify learning standards not addressed during Remote Learning. Teachers will adjust 
curriculum and instruction to teach the identified standards to students. Small group 
instruction, academic intervention, and individualized-online academic intervention 
programs will be utilized at all three schools to supplement all instruction. 
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 3.4     Academic Support 
Phase 3 
Teachers, guidance counselors, and support-staff members (i.e. Student Assistance 
Coordinator, paraprofessionals, etc.) will be available to all students by appointment. 
Students in grades 6-12 will have access each day to a virtual study hall that will be 
supervised by a content area teacher for questions.   Availability schedules will be 
determined and communicated at a later date. Transportation will be offered to 
students, if necessary. 

Phase 4 
Identified students will be scheduled for academic intervention. Students enrolled in 
New Berlin Virtual School may be assigned additional academic coursework as 
remediation or intervention. 

3.5    Mental Health & Social-Emotional Learning 
Issues related to the COVID-19 pandemic will be addressed on the student intake 
form distributed to families through Skyward. Families have been asked to provide 
appropriate information to the school to help identify where mental health is needed 
for individual students. 
  
Phase 1-2 
Daily and weekly contacts will be made with students and/or families by guidance 
counselors and support-staff members. Consultation will be made available to students 
through email or phone. 

Pretzel Pick-Me Ups will be offered to students/families by appointment (See Appendix 
D) 

Additional support may be made available through reference to an outside agency 
partner. 

Phase 3 
Guidance counselors and support-staff members (i.e. Paraprofessionals, etc.) will 
be available to all students by appointment. Availability schedules will be 
determined and communicated at a later date. Transportation will be provided to 
students, if necessary. 
  
Additional support may be made available through reference to an outside agency 
partner. 
  

15 



Phase 4-5 
All mental-health and social-emotional support will be available to students. 

3.6     Special Education 
The education of students with Individualized Education Programs (IEPs) and 504 Plans 
will be prioritized. All meetings will occur as scheduled by Special Education 
Administrators and IEP Teams. Individualized Transition Plans may be developed to 
support students in their transition back to in-person learning. 

IEP Meetings 
All meetings will continue to be offered through Google Meets or Zoom. All 
appointments and meetings with school staff will be scheduled in advance. 

Individual Remote Learning Plans (IRLPs) 
IRLPs will continue to apply to students in Phases 1-3.  Families of students with IEPs 
who choose New Berlin Virtual School in Phase 4 will be required to meet with school 
staff and amend IRLPs accordingly. 
  
Related Services 
Occupational therapy, physical therapy, and speech therapy may be delivered through 
a telehealth method. All determinations on related services will be IEP team decisions. 
  
In-Person Learning 
To the greatest extent possible, special education students will be prioritized for 
in-person learning. In Phase 3, paraprofessional educators and special educators will 
coordinate with IEP teams and individual students and/or families to develop schedules 
to provide services to students. 

3.7 Elective & Special Courses 
Elective and special courses will continue to be offered in-person during Phase 4. 
Courses will be limited if in Phase 1-3.  Individual schools will determine and 
communicate which courses will be available to students. New Berlin CUSD #16 will 
follow all guidelines and recommendations from the ISBE for Physical Education and 
Music Courses. Information about special courses will be provided by individual school 
buildings. 

Off-Campus Courses 
Students at New Berlin High School will continue to be able to access courses at the 
Capital Area Career Center, Lincoln Land Community College, and other identified 
locations through the Competency-Based Education Pilot as well as Sangamon CEO.  
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All Other Electives 
The availability and offering of all other elective and special courses will be established 
by respective schools. Elective courses will not be prioritized during Phase 1-3. 
Schools will communicate available electives and individual schedules to students 
during Phase 4. 
 
3.8    Extracurricular Activities 
Athletics 
New Berlin CUSD #16 will follow the guidance and recommendations from the Illinois 
Elementary School Association (IESA) and the Illinois High School Association (IHSA) 
for athletic events. New Berlin CUSD #16 Activities Director will establish protocols and 
requirements for returning to practice and interscholastic competition. 

Clubs & Other Activities 
No clubs or activities will be offered in Phases 1-3. The possibility of holding a club                
or activity meeting virtually will be up to the sponsor. Clubs and other activities may               
be offered to students in Phase 4 on a limited basis. Participation will be limited due                
to the fifty-person restriction in one location. 
 
PART IV - OPERATIONS & MAINTENANCE 

4.1    Facilities Usage & Visitors to Schools 
No visitors will be allowed in the school without having a symptom and temperature 
screening from a school staff member. 

Facilities usage will not be allowed by any unauthorized outside group or organization 
until Phase 5. 

Authorized outside organizations, volunteers, or consultants will be allowed in school 
buildings during normal school hours following a successful symptom and temperature 
screening. Individuals entering buildings will only be allowed at the discretion of the 
Building Principal. 

 Parents or family members who are picking up their children at school will be asked to 
remain outside of the school or in vestibules when picking up their child from school. 
Communication will occur through the phone or intercom system at each school. 
  
New Berlin Elementary School (217) 488-6054 
New Berlin Junior High School (217) 488-6011 
New Berlin High School (217) 488-6012 
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  Parents and family members of students will be encouraged to consult with school 
personnel by phone or email. All appointments must be scheduled in advance and 
authorized by the Building Principal. 

4.2     Cafeterias & Food Service 

Phase 1-3 
Previously established meal distribution will be daily as posted on the district website. 
All meals can be picked up by family members of students at the New Berlin Elementary 
School. Arrangements and/or further designated drop off locations will be established. 

Phase 4 

New Berlin Elementary School 
Breakfast will be available and distributed to all students in the classroom. Cafeterias 
will not be used for breakfast. 

 Lunch will be provided to all students and eaten in the classroom, common spaces and 
cafeteria spaces keeping the number under 50.  

New Berlin Junior School 

Breakfast will be available in a grab and go format to all students, and will be taken to 
first hour to eat in the classroom. The Cafeteria will not be used for breakfast. 

Lunch will be available to all students. Students will have scheduled lunch times, and 
lunch will be served in the cafeteria and other common spaces set up to meet the 
guidelines of under 50. (See Appendix C) 

New Berlin High School 
Breakfast will be available in a grab and go format to all students, and will be taken to 
first hour to eat in the classroom. The Cafeteria will not be used for breakfast. 

Lunch will be available to all students. Students will have scheduled lunch times, and 
lunch will be served in the cafeteria and other common spaces set up to meet the 
guidelines of under 50. (See Appendix C) 

Students are encouraged to bring their own water bottles.  Water bottle filling stations 
will be available.  Water fountains will not be available for use. 
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Phase 5 
Meal service will occur as normal as previously established by the schools of New 
Berlin CUSD #16. 

4.3 Transportation 

Phase 1-2 
No school transportation will be offered or provided to students. 

Phase 3 
Transportation will be offered to students who are scheduled to meet with teachers for 
tutoring, consultation, and/or small-group instruction. All transportation will be 
coordinated and communicated by school personnel. 

All buses will be limited to ten persons at a time, in accordance with the ISBE 
requirements. 

Seating charts will be required for students riding the bus. 

All persons will be required to wear face coverings while accessing school 
transportation. Students not wearing face coverings will not be permitted to ride the 
school bus. 
  
All students must be symptom- and fever-free prior to boarding any school bus. 

Phase 4 
School transportation will be offered to all students. Parents and families are 
encouraged to provide private/parent transportation of students to assist the school with 
transportation logistics.  The Pretzel Dome will be open at 7 am for parents to drop their 
child/ren off when driving to work.  

All buses will be limited to fifty persons at a time, in accordance with the ISBE 
requirements. 

Seating charts will be required for students riding the bus. The students will load from 
back to front in the morning with all family members being sat together. 
 
All persons will be required to wear face coverings while accessing school 
transportation. Students not wearing face coverings will not be permitted to ride the 
school bus. 
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Parents are expected to certify that their child/ren are symptom- and fever-free before 
sending them to the bus stop and/or dropping them off at school.  This certification will 
be explained further in communication sent by the Superintendent as well as covered 
again during our Virtual Meet the Staff in August.  Students may be additionally 
screened for symptoms and temperature by school staff members prior to entering 
school buildings. 
 
Phase 5 
School transportation will occur as normal as previously established by the 
Transportation Director. 

 4.3   Facilities Cleanliness Training 

The entire custodial staff of New Berlin CUSD #16 will receive training on how to 
properly clean, to sanitize, and disinfect rooms and other locations throughout the 
school building. Staff will be trained on appropriate PPE usage necessary for cleaning, 
how to properly clean all locations in buildings, and how to certify an area has been 
cleaned and disinfected. Training will be ongoing with the custodial staff as necessary. 

 4.4    District Communication 
Communication will occur through a variety of media. Thrillshare and Skyward, social 
media, email, print media, and on the dedicated COVID-19 page on the district website 
and will be utilized to reach as many families as possible. Only refer to communication 
received from official New Berlin CUSD #16 representatives. 

 Families will be asked to update their contact information on Skyward to ensure they 
are receiving all communication from New Berlin CUSD #16. 

 Daily announcements will be sent by each building through email regarding any and all 
updates, and will include safety reminders for students and families. 

 4.5   Safety Reminders & Signage 

Safety reminders and signs will be posted throughout buildings and district property. 
Signs will include reminders to wear PPE, have good hand hygiene, practice social 
distancing, etc. 

 All persons in the school building will be encouraged to maintain a six-foot distance, 
when possible. 
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Appendix B Remote Learning Expectations  

Responsibilities 

Responsibilities for Remote Learning 

Teachers Instructional Day - 5 Hours 
● Host a weekly parent/student  forum via Zoom for questions and answers the first 

few weeks of Remote Learning. 
● Google Classroom Announcements/Lessons/Daily Assignments will be shared with 

students by 8 am. 
● Instructional Routines for each course will follow our remote “BEEP” model (JH/HS 

only) 
● Schedule times (Zoom Office Hours) to be available for questions. 
● Oversee subject area study hall one time a week (TBA) 
● Post Lesson Plans for the week in planbook.com by Monday @ 8am.  
● Collaborate with Department/Grade Level Team regarding assignments to avoid 

burdensome workload for students. 
● Assign activities that take no more than 30 min/day to complete for each subject 

area.(Math, ELA, Science, Music, etc.) 
● Update grades by Thursday each week (JH/HS only) 
● Provide feedback to students/parents in a timely manner. 

Paras ●  Assist in contacting families (in accordance with district policies) and help 
students  with work.  

● Assist with remote learning instruction when applicable 
● Chunk activities, assist in providing individualized remote learning plan 

accommodations and modifications. 
● Complete Check In/Check Out with students on caseload. 
● Oversee Virtual/Zoom Homework Study Hall 

Students ALL 
● Be respectful to yourself, teachers, caregivers, and peers 
● Complete and submit your OWN work in Google Classroom 
● Engage daily in each course and complete the daily check-in for attendance 

NBEL 
● Complete and submit assigned work by the designated due date for the 

assignments 
● Reach out to your teachers when you need help or don’t understand an assignment 
● Whenever possible attend a Zoom class meeting at least once a week 

NB Jr/Sr HS 
● Create a home schedule to allow up to 5 hours per day for remote learning. 
● Complete the Remote Learning Info template with your  teacher’s  contact info, 

google classroom links,etc:   Draft Copy 
● Attend a  Zoom meeting for each course at least once a week. 
● Complete and submit your assigned work by Thursday. 
● Email teachers weekly and CC your parent in the email that you send your 

teachers. 
○ Ask clarifying questions when you need help or don’t understand 
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Families ● Attend Virtual Parent Boot Camp 
● Request Guardian access from each teacher for your child’s Google Classroom 
● Request a daily progress report from Google Classroom that will update you on 

your child’s progress for the day. 
● Review work assigned to the student 
● Reserve a space for students to complete remote learning work 
● Encourage students to get enough sleep 
● Set sensible time limits for technology use 
● Talk to students about their work every day 
● Help students establish and follow regular daily routines 
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Appendix C Bell Schedules for In-Person Instruction M/T and Th/F 
 

Tentative NB Jr/Sr HS In-Person Instruction Bell Schedule 
 

1:40 Dismissal 
Zero Hour 0 7:25 8:00 
Period 1   8:10 8:37 
Period 2   8:41 9:08 
Period 3   9:12 10:39 
Period 4 10:43 11:10 
Lunch Lunch 11:14 11:41 
Period  5 A 11:14 11:41 
Period 5 B 11:45 12:12 
Lunch Lunch 11:45 12:12 
Period 6 12:16 12:43 
Period 7 12:47 1:14 
Period 8 1:18 1:45 
Bus Bell    1:50 
Teacher Dismissal Bell     3:26 

 
Proposed Lunch Times and Locations 

 HS Lunch A JH Lunch B 

Time 11:14-11:41 11:45-12:12 

Total # of Students Approx. 140 Approx. 110 

 Area Assigned Supervisor Area Assigned Supervisor 

 Cafeteria Woodside/Llew Cafeteria Woodside/Llew 

Number of Students 50  35  

 Old Gym** Woodside/Llew Old Gym** Woodside/Llew 

Number of Students 50  35  

 Dome** Lucas Dome** Lucas 

Number of Students 40  35  

 
**Depending on conflicts with PE classes - otherwise students will eat in classrooms 
with paras or outside if weather permits. 
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Appendix D - Mental Health Supports - Pretzel Pick-Me Ups 
 

Due to the unprecedented situation we are facing at this time, New Berlin schools will be implementing 
the Pretzel Pick-Me-Ups project to support our community of students, parents/guardians, and staff 
members. We are looking forward to launching this project! Starting this week, a number of district staff 
members will be offering video conferencing opportunities in an effort to further connect with these 
populations. Supports will continue through the end of the school year. The goal of these sessions is to 
provide community members with a new outlet for coping with recent stressors as they relate to student 
success. Individuals participating in video conferencing will have the chance to ask questions, request 
feedback, problem-solve, or simply “vent” about any worries or frustrations they may be experiencing. 
Please be aware, however, that these sessions are not therapy, and should not be considered as such. 
Information about mental health supports outside of the school setting will be available for those who 
want or need it.   
Please read below for more detailed information on the supports being offered.  
 

Pretzel Pick-Me Ups Point of Contact Persons 
District-Wide 

Name  Position  Email Address 

Ms. Olga Lopez  SASED School Social Worker  olopez@pretzelpride.com 

Ms. Keenan Kittel  SASED School Psychologist  kgilmcquillan@pretzelpride.com 

 
New Berlin Elementary - NBE 

Name  Position  Email Address 

Mr. Brian Bishop  Principal  bbishop@pretzelpride.com 

Mrs. Shelley Haas  Assistant Principal  shaas@pretzelpride.com 

 
New Berlin (JR/SR) High School  

Name  Position  Email Address 

Mrs. Hattie Llewellyn  Principal  hllewellyn@pretzelpride.com 

Mr. Mason Woodside   Assistant Principal  mwoodside@pretzelpride.com 

Mrs. Ashley Euler   Dir. of Student Services  aeuler@pretzelpride.com 

 
How to Set Up an Appointment 
Individuals may set up “appointments” with a Pretzel Pick-Me-Up point person using this shared Google 
Calendar. Once a community member has chosen and signed up for an appointment slot via the Google 
Calendar (link above), he/she will receive an auto-generated invitation to that event by email. The point 
person with whom you make your meeting will dictate how to move forward (see the details in the Google 
event for which you signed up). 
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While junior high/high school students (who already have school Google accounts) may be able to 
arrange appointments themselves, elementary school students who wish to connect will need to work 
with a parent/guardian to set up a meeting.  
 
Those who do not have a Google account may email a point person directly, who will then reach out to 
arrange a meeting.  
 
Meeting Formats 
Video conferencing will take place via Google Hangouts/Google Meet or Zoom. For help with connecting 
to a scheduled video conference, please contact a Pretzel Pick-Me-Up point person.  
 
Those who prefer to connect by phone can request a call instead of a video conference.   
 
Video Conferencing Considerations 
The following should be considered and understood before deciding to participate in a Pretzel Pick-Me-Up 
video conference: 

● All participants must follow all New Berlin CUSD #16 policies, including those regarding the 
acceptable use of technology as presented in the district’s board policy manual, as well as 
student and staff handbooks. 

● Video conferences are not to be recorded. 
● Professionalism during video conferences is expected from all participants, just as if the meeting 

was happening at school. 
○ If the Pretzel Pick-Me-Up point person feels that a professional environment does not 

exist, he/she can end the video conference and the participant can reschedule. 
○ While video conferencing offers many advantages over simply using email, it does not 

replace face-to-face meetings and some information may be missed or misunderstood. 
● Participants should try to ensure that video conferences take place in a quiet, private location. 

Even though video sessions will be conducted from private or semi-private locations, privacy and 
confidentiality cannot be guaranteed. For this reason, discussion of sensitive topics may not be 
appropriate via video conference. 

● As always, if a school staff member feels that a student is in danger of harm or of harming 
someone else, appropriate reports will be made as required by law. 

● Internet connections can be unstable and cause difficulties. Anticipate that there may be 
problems connecting or maintaining a connection and that a video conference might not be 
possible due to technical issues. A phone call can instead be attempted in such situations.  
 

We are eager to be serving the New Berlin community during this difficult time. Remember, you are “knot” 
in this alone!  
 
The Pretzel Pick-Me-Up Team 🥨 
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