NY FORWARD SAFETY PLAN TEMPLATE
Each business or entity, including those that have been designated as essential under Empire State
Development's Essential Business Guidance, must develop a written Safety Plan outlining how its workplace
will prevent the spread of COVID-19. A business may fill out this template to fulfill the requirement, or may
develop its own Safety Plan. This plan does not need to be submitted to a state agency for approval but
must be retained on the premises of the business and must made available to the New York State
Department of Health (DOH) or local health or safety authorities in the event of an inspection.
Business owners should refer to the State’s industry-specific guidance for more information on how to safely
operate. For a list of regions and sectors that are authorized to re-open, as well as detailed guidance for each
sector, please visit: forward.ny.gov. If your industry is not included in the posted guidance but your
businesses has been operating as essential, please refer to ESD's Essential Business Guidance and adhere
to the guidelines within this Safety Plan. Please continue to regularly check the New York Forward site for
guidance that is applicable to your business or certain parts of your business functions, and consult the state
and federal resources listed below.

COVID-19 Reopening Safety Plan
Name of Business:
Penfield Village Nursery School & Kindergarten

Industry:
Nursery School

Address:
1862 Penfield Road Penfield, NY 14526

Contact Information:
Jennifer Glorioso (585) 381-7300

Owner/Manager of Business:
Brian Allen- Board of Director President

Human Resources Representative and Contact Information, if applicable:
Jodianne Natemeier (585) 381-7300

I. PEOPLE
A. Physical Distancing. To ensure employees comply with physical distancing requirements, you agree
that you will do the following:
✔

✔

Ensure 6 ft. distance between personnel, unless safety or core function of the work activity requires
a shorter distance. Any time personnel are less than 6 ft. apart from one another, personnel must
wear acceptable face coverings.
Tightly confined spaces will be occupied by only one individual at a time, unless all occupants are
wearing face coverings. If occupied by more than one person, will keep occupancy under 50% of
maximum capacity.
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✔

Post social distancing markers using tape or signs that denote 6 ft. of spacing in commonly used
and other applicable areas on the site (e.g. clock in/out stations, health screening stations)

✔

Limit in-person gatherings as much as possible and use tele- or video-conferencing whenever
possible. Essential in-person gatherings (e.g. meetings) should be held in open, well-ventilated
spaces with appropriate social distancing among participants.

✔

Establish designated areas for pick-ups and deliveries, limiting contact to the extent possible.
List common situations that may not allow for 6 ft. of distance between individuals. What measures
will you implement to ensure the safety of your employees in such situations?
Copier machine usage- face coverings must be worn, staff encouraged to submit copies needed ahead of time and
Director will photo copy after nursery school hours.
Deliveries will be left at our front door. We will use our video/intercom door monitor to direct deliveries to be placed
inside our door. Our Administrative coordinator will retrieve packages.

How you will manage engagement with customers and visitors on these requirements (as applicable)?
Parents will be asked to use phone calls, emails or zoom meetings to interact with teachers and staff.
Tuition payments will be received through the mail
Visiting support special education providers will be asked to meet with children in their homes. If classroom visits are
necessary, support personnel will be required to wear masks at all times and only interact with the student under their
services.

How you will manage industry-specific physical social distancing (e.g., shift changes, lunch breaks)
(as applicable)?
Staff schedules are spaced in 15-minute intervals to decrease traffic in the entryways.
Staff mail will be delivered to classrooms instead of using a mailroom.
We do not offer a full day program, thus staff does not have a lunch break. We will utilize our former break room as a
potential 2nd isolation room or as an extra office space.

Our supply room will be limited to 2 adults and masks must be worn while retreiving supplies.

II. PLACES

A. Protective Equipment. To ensure employees comply with protective equipment requirements, you
agree that you will do the following:
✔

Employers must provide employees with an acceptable face covering at no-cost to the employee
and have an adequate supply of coverings in case of replacement.
What quantity of face coverings – and any other PPE – will you need to procure to ensure that
you always have a sufficient supply on hand for employees and visitors? How will you procure
these supplies?
We anticipate requiring 140 facemasks per month. That allows for 2 disposable facemasks per week as well as extras
for unexpected or unmasked visitors. (Those have been ordered) We are also providing clearface masks (not shields)
for teachers. This allows for better communication with young children. (These will be ordered and arrive prior to our
start date of September 14, 2020.)
N95 masks- require 2 onsite. To be used when in contact with someone exhibiting COVID-19 symptoms. (Will be
ordered)
Gloves- 100 gloves per room per month. We will order and will arrive prior to September 1, 2020.
Medical Gowns/Googles- require 2 of each onsite. To be used when in contact with someone exhibiting COVID-19
symptoms (Will be ordered anticipate arrival prior to September 1, 2020.)
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Faceshields- to be used in combination with a surgical mask if N95 mask is not available.

✔

Face coverings must be cleaned or replaced after use or when damaged or soiled, may not be
shared, and should be properly stored or discarded.
What policy will you implement to ensure that PPE is appropriately cleaned, stored, and/or discarded?
Reusable facemasks will be cleaned at home. Disposable facemasks will be stored in brown paper bags labeled with
individual names. Once damaged or soiled, masks will be discarded in trash cans placed in each room.

✔

Limit the sharing of objects and discourage touching of shared surfaces; or, when in contact with
shared objects or frequently touched areas, wear gloves (trade-appropriate or medical); or, sanitize
or wash hands before and after contact.
List common objects that are likely to be shared between employees. What measures will you
implement to ensure the safety of your employees when using these objects?
Staff will wear gloves when cleaning shared objects used by students. Students and staff will be required to wash hands
upon arriving at nursery school, after using restrooms, when arriving and leaving gym space and prior and after eating
snack.
Books, which are difficult to sanitize, will be rotated in and out of classrooms on a weekly basis. Books will be stored for
2 weeks prior to returning to book shelves.

B. Hygiene and Cleaning. To ensure employees comply with hygiene and cleaning requirements, you
agree that you will do the following:
✔

Adhere to hygiene and sanitation requirements from the Centers for Disease Control and Prevention
(CDC) and Department of Health (DOH) and maintain cleaning logs on site that document date, time,
and scope of cleaning.
Who will be responsible for maintaining a cleaning log? Where will the log be kept?
Our cleaning company, JanPro, will be maintaining a cleaning log for our building. JanPro cleaners clean our nursery
school 5 days per week and maintain the log in their files. We have requested that JanPro submit a copy to our nursery
school to keep on site.
Staff will be responsible for cleaning toys, tables, chairs and bathrooms after use. Those logs will be recorded and
stored in individual classrooms.

✔

Provide and maintain hand hygiene stations for personnel, including handwashing with soap, water,
and paper towels, or an alcohol-based hand sanitizer containing 60% or more alcohol for areas
where handwashing is not feasible.
Where on the work location will you provide employees with access to the appropriate hand
hygiene and/or sanitizing products and how will you promote good hand hygiene?
We will place hand sanitizer dispensers with 60% or more alcohol near our front doors, in our main office space, in our
gym. We have portable sinks to place in classrooms that had not required sinks in the past. Thus, allowing each class
to wash hands throughout the 1/2 day program.
We will place hand washing guidelines in each restroom, by sinks, and near main doors.
Teachers will supervise and instruct students in proper hand washing technique. Teachers will create lessons regarding
social distancing, mask wearing and hand washing in an age appropriate means.
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✔

Conduct regular cleaning and disinfection at least after every shift, daily, or more frequently as
needed, and frequent cleaning and disinfection of shared objects (e.g. tools, machinery) and
surfaces, as well as high transit areas, such as restrooms and common areas, must be completed.
What policies will you implement to ensure regular cleaning and disinfection of your worksite and
any shared objects or materials, using products identified as effective against COVID-19?
Our cleaning company, JanPro, will be maintaining a cleaning log for our building. JanPro cleaners clean our nursery
school 5 days per week and maintain the log in their files. We have requested that JanPro submit a copy to our nursery
school to keep on site.
Staff will be responsible for cleaning toys, tables, chairs and bathrooms after use. Those logs will be recorded and
stored in individual classrooms.

C. Communication. To ensure the business and its employees comply with communication requirements,
you agree that you will do the following:
✔

Post signage throughout the site to remind personnel to adhere to proper hygiene, social distancing
rules, appropriate use of PPE, and cleaning and disinfecting protocols.

✔

Establish a communication plan for employees, visitors, and customers with a consistent means to
provide updated information.

✔

Maintain a continuous log of every person, including workers and visitors, who may have close
contact with other individuals at the work site or area; excluding deliveries that are performed with
appropriate PPE or through contactless means; excluding customers, who may be encouraged to
provide contact information to be logged but are not mandated to do so.
Which employee(s) will be in charge of maintaining a log of each person that enters the site
(excluding customers and deliveries that are performed with appropriate PPE or through contactless
means), and where will the log be kept?
Our Administrative coordinator will maintain the sign in log. The log will be kept at the Administrative coordinator's desk.
Information will be given prior to entry using our door intercom/video system.

✔

If a worker tests positive for COVID-19, employer must immediately notify state and local health
departments and cooperate with contact tracing efforts, including notification of potential
contacts, such as workers or visitors who had close contact with the individual, while maintaining
confidentiality required by state and federal law and regulations.
If a worker tests positive for COVID-19, which employee(s) will be responsible for notifying state and
local health departments?
Our Education Director or Administrative Coordinator will be responsible for notifying state and local health
departments.
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III. PROCESS
A. Screening. To ensure the business and its employees comply with protective equipment requirements,
you agree that you will do the following:
✔

Implement mandatory health screening assessment (e.g. questionnaire, temperature check) before
employees begin work each day and for essential visitors, asking about (1) COVID-19 symptoms in
past 14 days, (2) positive COVID-19 test in past 14 days, and/or (3) close contact with confirmed or
suspected COVID-19 case in past 14 days. Assessment responses must be reviewed every day and
such review must be documented.
What type(s) of daily health and screening practices will you implement? Will the screening be done
before employee gets to work or on site? Who will be responsible for performing them, and how will
those individuals be trained?
All staff and students will have daily temperature screening. All staff and students (student's parents will complete the
form) will complete a daily health screening questionnaire prior to entering our building.
The temperature checks will be done by our student arrival support staff. This primarily comprised of 3 staff members,
our Education Director, and our Administrative coordinator.
Any other guest to our building will undergo temperature checks and health assessment questionnaires, as well. The
assessments will be stored electronically by our Administrative Coordinator.

If screening onsite, how much PPE will be required for the responsible parties carrying out the
screening practices? How will you supply this PPE?
Those staff members performing temperature checks will be wearing masks and disposable gloves.
PPE will be ordered and we will attain a 3 month supply prior to opening in September 2020.
We are also working to obtain PPE through a school group ordering system.

B. Contact tracing and disinfection of contaminated areas. To ensure the business and its employees
comply with contact tracing and disinfection requirements, you agree that you will do the following:
✔

Have a plan for cleaning, disinfection, and contact tracing in the event of a positive case.
In the case of an employee testing positive for COVID-19, how will you clean the applicable
contaminated areas? What products identified as effective against COVID-19 will you need and how
will you acquire them?
In the case of a student or employee testing positive for COVID-19 we have contracted with JanPro to perform a
thorough cleaning of the contaminated areas. JanPro will use EnviroShield Commercial Disinfectant and will be onsite
within 48 hours. The classroom will not be used until thoroughly cleaned in a method approved by the Department of
Health.

In the case of an employee testing positive for COVID-19, how will you trace close contacts in the
workplace? How will you inform close contacts that they may have been exposed to COVID-19?
In the event of COVID-19 positive case, we would use the visitor log and daily health screening data and have the
administrative coordinator contact families following the guidelines from the Department of Health.
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IV. OTHER
Please use this space to provide additional details about your business’s Safety Plan, including
anything to address specific industry guidance.
As directed by Marc Cohen, PVNS is able to open under the Child Care guidelines as we are a nursery school providing a
play based education of students below compulsory age for schooling in New York State. We will follow the outline in the
Interim Guidance for Child Care and Day Camp Programs During The COVID-19 Public Health Emergency. Children will be
in set cohorts (stable groups/classes) of 14 students and 2 teachers/staff. The guidelines recognize that maintaining social
distancing is not possible when caring for young children. We will ensure adults wear face coverings at all times. We will
encourage children wear masks and introduce hygiene and mask wearing lesson throughout the curriculum.
Only 1 class will be permitted on playgrounds/gym spaces. Gym areas will be cleaned after class use, by gym supervisor,
using an approved disinfecting product. Gym supervisor will not be in classes during gym classes. Gym space will utilize low
touch supplies that can be easily sanitized. Examples of those items being: soccer balls, balance beams, slide tricycles.
Staff will work to maintain a safe social distance from other staff members, unless the direct care of a child makes that
impossible. At which time, all staff will have proper face coverings.
Staff and students will have a change of clothes available in case clothing is soiled with secretions Staff will assist children
with washing soiled areas and with changing clothes. Children's soiled clothes will be placed in a plastic bag and sent home
with child. Staff will wash their own personal soiled clothing at home. Staff will be encouraged to wear a smock or long sleeve
clothing to allow for an easy swapping of soiled clothing.
Parents will drop off and pick up children at our car pick-up/drop-off zone. This will decrease parents congregating in
doorways and require parents to avoid coming into our school building. Student temperatures and health screenings will be
performed at the car with parents present. In the event a child has a fever or has symptoms, parents will immediately take the
child home. PVNS will use an empty classroom as a quarantine room to isolate any child exhibiting symptoms while in our
care. Parents would be contacted and expected to immediately pick up child. PVNS will stagger class times to allow 1 or 2
classes to arrive and depart from the same doors. We will also decrease the number of students in our building by decreasing
class offerings.
We will place distance markers on hallway floors to direct students to maintain 6 feet of distance in a potentially shared
spacing. Although PVNS will schedule classroom movements to only allow one class in the hallways at a time.
For snack, PVNS will require parents/guardians supply individually bagged snacks and water in lableed water bottle filled at
home. Any leftover snack will be disposed of. Tables will be placed 6 feet apart or students will be allowed to spread out in
larger spaces. Tables and mats will be cleaned after use using an approved product.
PVNS will not attend any field trips during the 2020-2021 school year.
PVNS will schedule full staff meetings to occur through Zoom or through email/written communication.
Students will have a personal supply of crayons, glue sticks, markers and scissors, to be maintained in a pencil box and kept
at school.
Any shared supplies not listed above will be wiped down by a gloved staff member between usage and students will be asked
to clean hands, or use hand sanitizer if necessary, before and after use.
Classroom items that cannot be easily sanitized will be removed from rooms, e.g. soft toys, dress up clothes, kitchen foods
and puppets.
Items brought from home for educational purposes will not be shared with others. Most items from home will be discouraged.
Handrails will be wiped down between class usage by arrival staff members outlined above.
PVNS Director of Education will provide training to staff prior to the start of school, to include but not limited to COVID-19
symptoms, cleaning procedures, hand washing and social distancing guidance, COVID-19 contact person, CDC and DOH
guidance regarding PPE usage and disposal and note signage of COVID-19 procedures and guidelines.

Staying up to date on industry-specific guidance:
To ensure that you stay up to date on the guidance that is being issued by the State, you will:
Consult the NY Forward website at forward.ny.gov and applicable Executive Orders at
governor.ny.gov/executiveorders on a periodic basis or whenever notified of the availability of
new guidance.
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State and Federal Resources for Businesses and Entities
As these resources are frequently updated, please stay current on state and federal guidance issued in
response to COVID-19.
General Information
New York State Department of Health (DOH) Novel Coronavirus (COVID-19) Website
Centers for Disease Control and Prevention (CDC) Coronavirus (COVID-19) Website
Occupational Safety and Health Administration (OSHA) COVID-19 Website
Workplace Guidance
CDC Guidance for Businesses and Employers to Plan, Prepare and Respond to Coronavirus
Disease 2019
OSHA Guidance on Preparing Workplaces for COVID-19
Personal Protective Equipment Guidance
DOH Interim Guidance on Executive Order 202.16 Requiring Face Coverings for Public and
Private Employees
OSHA Personal Protective Equipment
Cleaning and Disinfecting Guidance
New York State Department of Environmental Conservation (DEC) Registered Disinfectants of COVID-19
DOH Interim Guidance for Cleaning and Disinfection of Public and Private Facilities for COVID-19
CDC Cleaning and Disinfecting Facilities
Screening and Testing Guidance
DOH COVID-19 Testing
CDC COVID-19 Symptoms
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