
 
 
You must wear a mask when not in your home base.  You 
must follow entry procedures when entering the building.  
 
You must sanitize when entering and leaving the workroom. 
 
Seating charts must be created for all learning centers. 
 
Learners may not be allowed in the Elementary Conference 
Room (previously known at the para conference room) 
unless it is an identified intervention approved by 
administration. This room can not be used for eating meals. 
 
If there is a disciplinary issue, please call the office and an 
administrator will be contacted. 
 
Educators are not allowed in the office unless requested by 
officer personnel.  
 
If you know a learner is leaving early or coming in late, 
please confirm with the office. The learner will be met at the 
door. 
 
Medication will be delivered to learners in their learning 
centers. 
 
Mailboxes will be accessed from the workroom only. 
 
Bathrooms in the office will not be available for use. Access 
to the handicapped bathroom will be available and a key will 
be in the lounge. 
 
There will not be access to the color printer.  You will need 
to either email requests (Maureen Bjerke) or fill out a form 
which will be in the lounge. A basket will be placed in the 
lounge for requests. Please allow 24 hours for these 
requests to be processed. 
 

Please wipe down everything you touch when in the lounge. 
The lounge is not available for eating.There is only one 
person allowed in the workroom after the start of the school 
day. 
 
You must social distance at all times in the building.  
If learners are not feeling well, you need to call the office. 
Do not send them to the office without approval. 
 
Group work is acceptable; masks are required when socially 
distance is not possible. Document group members for 
contact tracing. 
 
No visitors are permitted in the building.  
 
Learners who are working with The Village and/or School 
Psychologist will enter this office through the special 
education doors. 
 
Educators must make sure all lunch trays are stacked and 
placed in the large garbages outside each learning area. 
 
When you are taking daily attendance, you will also be 
asked to take lunch count.  This must be done in google doc 
provided by Mrs. Carrie Petersen. 
 
Staff may choose to eat school lunch, and will need to 
include their ‘order’ in the daily lunch count. If you want to 
eat outside of your learning center, tables will be available in 
the commons. 
 
At times, we will need employees to perform duties outside 
of their normal job function.  You will be asked ahead of 
time.  
 
As soon as you know you will not be able to report to work, 
please enter your leave request into the appropriate system. 
 
No educators will be allowed in the kitchen at any time. The 
kitchen is not to be used as a way to get from Point ‘A’ to 
Point ‘B’.  No educators, with the exception of kitchen staff, 
are allowed to eat in the kitchen. 
 
We all must embrace flexibility as there is much uncertainty 
with all aspects of the operations of the school. 
 
You are required to review the contents of the Northern 
Cass Reopening Plan.  You are responsible to follow and 
enforce all parts of the plan. 
 

Have a great year! 


