
 
Greetings! 
  
We are gearing up for a new and unusual school year! We are excited to see all of our new and returning students, and 
look forward to having them at our programs. We have some new policies and procedures that we want to share, along 
with updated school district and WFC program plans. We understand that these are very confusing times, and we are here 
for it! We thank you for your patience during this transition. 
 
In the Alexandria Township School District, upon the return to school in September, the following plan will be in effect:  

 Students will attend classes in school Monday through Friday. The school day will be an early dismissal schedule. 
 

WFC Programs will be available on days that your child is scheduled for school: 
- Before Care beginning at 7am and ending at the start of the school day.  
- After Care beginning at the early dismissal time and running until 6:30pm.  

 
For program pricing please visit our website at https://www.theworkfamilyconnection.org/program-finder/ 

  
Drop off and pick up procedures will look different this year as well. Parents are asked to call the program phone before 
exiting their vehicle, and students will be escorted by WFC staff to/from the designated drop off area at your school. Due 
to this, our larger programs may experience a wait time while we collect and escort students to their parents.  We 
appreciate your patience in advance, as this is for the safety and security of our students and staff members. 
   
Below is WFC Policies and Procedures in response to Covid-19.   Once you register for the program you will receive our 
complete Parent Handbook which contains a Covid-19 Addendum. If you have any questions or concerns, please email us 
directly.  
 
 
 
  
Thank you! 
 
 
 
 
 
 
 
 

 

 

 

 

Daniela Velez 
Site Coordinator 
Cell: 908-332-2067 

Email: dvelez@theworkfamilyconnection.org 

John Kane 
Managing Director 
Cell: 908-894-4032 
Email: Jkane@theworkfamilyconnection.org 
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WFC School Year Policies and Procedures in response to Covid-19 

ARRIVAL/PICK UP PROCEDURES 
 

Upon Arrival at The program 

WFC shall take steps to preclude crowding at pick up and drop off times. WFC will prohibit any entry of 
parents into the facility and, instead, staff will meet children and the families outside the building.   
 
WFC shall screen staff and children for fever and other COVID-19 symptoms prior to entry to the program 
facility each day. Children and staff with a fever in excess of 100.4 degrees Fahrenheit, or exhibiting other 
symptoms of COVID-19, shall not be allowed to enter the facility, nor will persons that have exposure to 
persons known to have COVID-19 during the preceding 14 days.  
 

Drop Off/Arrival Procedures 

 Upon entry to the drop off area, students and staff will use alcohol-based hand sanitizer containing at 
least 60% alcohol before enter the building.  Once Student and staff enter the building they will 
immediately wash hands with soap and water for 20 seconds. 

 Families will be greeted by WFC staff and perform initial health screenings from the cars as they arrive. 
See Screening Method section for additional intake procedures. 

 

Screening Method 

 Upon arrival, WFC staff will stand at least 6 feet away from the parent/guardian and child.  WFC staff 
will take the child’s temperature with a non-touch thermometer. 

 WFC staff will ask the parent/guardian to confirm that the child does not have fever, shortness of 
breath or cough. 

 Make a visual inspection of the child for signs of illness, which could include flushed cheeks, rapid 
breathing or difficulty breathing (without recent physical activity), fatigue, or extreme fussiness. 

 WFC Staff will wear masks, face shields and gloves to protect the staff member’s face and mucous 
membranes from respiratory droplets that may be produced if the child being screened sneezes, 
coughs, or talks. 

 Conduct temperature screening, WFC will use a non-contact thermometer, clean them with an alcohol 
wipe (or isopropyl alcohol on a cotton swab) between each client.  

 Daily health screening form will be completed for all children as required by the Department of 
Children and Families will be completed and submitted to our assigned licensing inspector.  

 Once child has passed daily health screening they will be signed into the program by WFC staff and 
taken directly from their parent/caregivers car to wash their hands prior to entry to the program and 
then to their assigned group. 

 If the child does not pass the daily health screening, they will not be allowed in the program/camp. 



 

 Daily health screening and temperatures will be done for all children prior to coming to aftercare from 
school.  If the child does not pass the daily health screening, the parent will be called and asked to pick 
up.  The child will be isolated from other children and staff until pick up 

 

Pick Up/Departure Procedures 

 WFC will prohibit any entry of parents into the facility and, instead, walk children to cars or a 
prearranged pick up location outside the school building.  

 Children will use the hand sanitizer prior to departure to their parent/caregiver’s car.  

HANDWASHING 
 Children are required to wash hands at arrival to program, transitioning from spaces for activities and 

prior to departure daily. 

 WFC plans to provide alcohol-based hand sanitizer containing at least 60% alcohol outside of the 
building for children and staff to apply prior to entry into the building.  Once in the building children 
and staff will wash their hands. 

 WFC will also utilize school bathrooms to wash hands as needed as well. See also indoors for spacing 
requirements.  
 

How to Wash Hands 

1. Wet your hands with clean, running water. Turn off the tap and apply soap. 
2. Lather your hands by running them together with the soap. Make sure to lather the back of your 

hands, between your fingers, and under your nails.  
3. Scrub your hands for at least 20 seconds (about the time it takes to sing the “Happy Birthday” song 

twice.) 
4. Rinse your hands well under clean, running water.  
5. Dry your hands using a clean towel or an air dryer. You may use paper towels to turn off the faucet 

and/or open doors of the bathrooms. 
 

How to Use Alcohol-Based Hand Sanitizer 

Hand sanitizers should contain greater than 60% ethanol or greater than 70% isopropanol. Hand sanitizers are 
not a substitute for handwashing for kitchen and dining staff. 

1. Apply the product to the palm of one hand. 
2. Rub your hands together. Make sure the product contacts the back of your hands, palms, between 

your fingers, and fingertips.  
3. Continue to rub your hands together until your hands are dry (about 20 seconds). 

 

Handwashing Misconceptions 

 Water temperature is not important. Clean cold and warm water work equally well. 

 Antibacterial soap is not more effective than regular soap. 

 Bar soap and liquid soap are equally effective. 



 

 Soap and water are more effective than alcohol-based hand sanitizer if hands are visibly dirty or 
greasy. 

 If water is available but soap and hand sanitizer are not, rubbing your hands together under water and 
drying them off with a clean towel or letting them air dry can remove some germs. This method is used 
as a last resort. 

GROUP SIZES 
 WFC shall minimize group sizes and movement between groups. Groupings shall not exceed 10 

children, and interactions between groups must be limited. 

 To the best of WFC ability staff shall be assigned to and remain with one group. 

 Programs shall ensure that the spacing of groups within the facility allows for ten feet of separation 
between groups at all times.  

OUTDOORS 

 WFC plans on spending as much time as possible outside.    

 Outdoor play time on shared playgrounds shall be staggered to prevent mixing between groups.  

 Simultaneous use of outdoor play spaces is permissible if at least six feet of separation can be 
maintained between groups. 

 Children and staff must wash their hands upon returning from outdoor play. 

INDOORS 
 Use of shared spaces (entry ways, restrooms) shall be carefully controlled to ensure that children and 

staff maintain at least six feet of separation from children or staff from other groups. Floor markings, 
physical partitions or other safeguards should be used as necessary.  Non-essential shared spaces, such 
as game rooms or dining areas, should be closed, if possible; if this is not possible, the use of these 
shall be staggered and the spaces shall be disinfected between uses. 

ACTIVITIES 
 Sharing between groups of supplies, food, toys and other items must be strictly limited.  

 WFC shall ensure an adequate supply of school, art and other supplies to preclude the need for sharing 
of items among groups.  

 If items must be shared, they shall be used by one group at a time and cleaned and disinfected 
between uses.   

 Close person to person contact (hugging, wrestling, games involving touching or tagging) shall be 
strictly limited and discouraged.  

 WFC shall continue to teach and reinforce healthy hygiene practices to prevent the spread of COVID-
19.  

 WFC will provide an outdoor themed the program with practices to provide for as much outdoor the 
program instruction, activities and meals as possible.  



 

MASKS 
 Staff shall be required to wear cloth masks while working unless doing so would inhibit the individual’s 

health. If a staff member refuses to a wear a cloth face covering for non-medical reasons and if such 
covering cannot be provided to the staff person at the point of entry, the center must decline to allow 
them to enter. 

 Children - WFC shall teach and reinforce use of cloth face coverings among children, where 
appropriate. Face coverings are most essential at times when social distancing is not possible.  

 Staff and children should be frequently reminded not to touch the face covering and to wash their 
hands frequently. 

 WFC shall continue to teach and reinforce healthy hygiene practices to prevent the spread of COVID-
19.  

VISITORS 
 Visitors shall not be permitted to enter the center during operating hours, with the exception of 

emergency or law enforcement personnel in their official capacity, and Department of Children and 
Families personnel for child protection or child care licensing purposes.  

TRANSPORTATION 
 WFC may be providing or contracting for the provision of transportation to or from a facility and shall 

maximize space between riders. That means no more than one student per row, with empty rows 
between students where possible. If social distancing isn’t possible, the state is requiring that students 
wear face masks. 

 If the school district is providing bussing for WFC, then WFC will be adhering to the district policies for 
transportation. 

LUNCH AND SNACK 

 Meals and snacks shall be served in the classroom or area where groups are regularly situated to avoid 

congregating in large groups. If meals must be served in a lunchroom, mealtimes will be staggered, 

tables will be arranged to ensure that there is at least six feet of space between groups, and tables will 

be cleaned between lunch shifts. Family style meals/snacks are prohibited.   

 It is the parent's responsibility to provide a lunch each day for their child.  WFC does not provide 

lunch. We ask that you bring your child’s lunch in a lunchbox or brown paper bag with your child’s first 

and last name on it. Please make sure that your child’s lunch is ready to eat “as is”, WFC will not have 

access to kitchen appliances, such as microwaves, toaster ovens and refrigerator.   

 WFC will offer an afternoon snack.  Sealed, pre-packaged snacks will be offered and will be served in 

accordance with Guidelines. “Centers shall ensure that staff are conscious of how they deliver food and 

handle silverware and plates(recommend disposables). When handling do not touch food contact 

surfaces and ready to eat food without gloves, or utensils.” 



 

DROP IN PROCEDURES 

 Drop in requests should be made by Wednesday, the week before your requested date. All drop-ins 

must be pre-registered. Drop-ins must be called in to the Program site’s telephone answering machine. 

The child’s home school must also be notified by the parent either with a written note to the child’s 

teacher or phone call to the school. For any program at capacity, due to limited space, or for any 

reason deemed necessary by WFC, WFC reserves the right to deny drop-in requests. 

CLEANING & SANITIZING PRACTICES 

 WFC shall increase the frequency of cleaning toys, equipment, and surfaces, especially doorknobs, light 
switches, countertops, and restrooms.  

 Use alcohol wipes to clean keyboards and electronics and wash hands after use. WFC shall clean, 
sanitize, and disinfect frequently touched surfaces (e.g, playground equipment, door handles, sink 
handles) multiple times per day and shared objects between use.  

 Cleaning shall be in accordance with the CDC’s Guidance for Cleaning & Disinfecting Public Spaces, 
Workplaces, Businesses, Schools and Homes, a summary poster of which will be posted prominently at 
WFC. The complete guidance is on the CDC website at https://www.cdc.gov/coronavirus/2019-

ncov/community/cleaning-disinfecting- decision-tool.html. 

 If groups of children are moving from one area to another in shifts, cleaning measures must be 
completed prior to the new group entering the area. 

 Toys and items that are not easily cleaned or disinfected (e.g., soft or plush toys) shall not be utilized in 
the center, though such items brought from home may be utilized if they are not shared, and returned 
home with the child each day for washing.  

 Toys that children have placed in their mouths or are contaminated by body secretion or excretion 
shall be set aside until they are cleaned by hand by a person wearing gloves. Clean with water and 
detergent, rinse, sanitize with an EPA-registered disinfectant and air-dry. 

 On a daily basis, WFC shall clean and then disinfect surfaces and objects that are touched often. This 
includes restrooms, water coolers, desks, countertops, doorknobs, computer keyboards, hands‐ on 
learning items, faucet handles, phones and toys. Disinfecting methods shall utilize Environmental 
Protection Agency approved disinfectants for use against COVID-19. (more information and product 
lists available here: https://www.epa.gov/pesticide-registration/list-n- disinfectants-use-against-sars-cov-2) 

 To the extent practicable, windows should be opened frequently to allow fresh air flow, and HVAC 
systems should be adjusted to allow for more fresh air to enter the facility. 

  

WFC Plan for Response to COVID-19 Exposure in the program 

Children or staff members who develop symptoms of COVID-19 while at the facility 

 If a child or staff member develops symptoms of COVID-19 while at the facility (e.g. fever of 100.4 or 
higher, cough, shortness of breath), immediately separate them from the well people until the ill 
person can leave the facility. If a child has symptoms of COVID-19 (e.g. fever, cough, shortness of 
breath), the caregiver waiting with the child should remain as far away as safely possible from the child 
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(preferably, 6 feet). If possible, we would wait outside in a pop up tent to limit exposure and remove all 
other children from the area.   

 If symptoms persist or worsen, they should call a health care provider for further guidance. Advise the 
employee or child’s parent or caregiver to inform the facility immediately if the person is diagnosed 
with COVID-19. 

 WFC shall immediately notify their county department of health and the DCF Office of Licensing of any 
known or suspected COVID-19 exposure in the program facility.                     

 

Children or staff members who test positive for COVID-19 

 If WFC becomes aware of a COVID-19 positive case in their facility they will contact their local health 
department for guidance. 

 Health officials will provide direction on whether a center should cease operations following the 
identification of a positive case in the facility. The duration may be dependent on staffing levels, 
outbreak levels in the community and severity of illness in the infected individual. Symptom- free 
children and staff should not attend or work at another facility during the closure. 

 All rooms and equipment used by the infected person, and persons potentially exposed to that person, 
should be cleaned and disinfected in accordance with CDC guidance. WFC uncertain about the extent 
of potential exposure shall clean and sanitize all rooms. 

 

Returning to Child Care After COVID-19 Diagnosis or Exposure 

 If a staff member or child contracts or is exposed to COVID-19, they cannot be admitted to WFC again 
until the criteria for lifting transmission based precautions and home isolation have been met. Those 
criteria are included in the Department of Health’s guidance available here: 
https://www.nj.gov/health/cd/documents/topics/NCOV/COVID- QuickRef_Discont_Isolation_and_TBP.pdf 

 

 

https://www.nj.gov/health/cd/documents/topics/NCOV/COVID

