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BACK TO SCHOOL GUIDE
West Portal Lutheran School
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F I R S T  Q U A R T E R  O V E R V I E W
The changes in our lives due to the COVID-19 Pandemic are many. Unfortunately, the impact of 
the virus continues to change the most fundamental aspects of how we live, including how we hold 
school. This overview/document is not an exhaustive list of every action that we will need 
to take to return to school but is intended to give parents and families the ‘essentials’ of what our 
first quarter will look like. Our return to school procedures are informed by evidence-based public 
health and education planning, best practices from schools that have already reopened and the direct 
feedback of epidemiologists, child infectious disease physicians, and school leaders. This roadmap 
recommends actions that, while essential now, also provide blueprints for how to manage crises in 
the future. It is not a stand-alone resource, legal or medical advice. 

As of this publication, West Portal Lutheran School plans to: 

• Engage and encourage everyone in the school and the community to practice preventive behaviors.
• Implement multiple COVID-19 mitigation strategies (e.g., social distancing, face coverings, cohorting).
• Communicate, educate, and reinforce appropriate hygiene and social distancing practices
• Integrate COVID-19 mitigation strategies into co-curricular and extracurricular activities (e.g., limiting or 

cancelling participation in activities where social distancing is not feasible).
• Maintain healthy environments (e.g., cleaning and disinfecting frequently touched surfaces).
• Make decisions that take into account the level of community transmission.
• Repurpose unused or underutilized school spaces to increase classroom space and facilitate social 

distancing, including outside spaces, where feasible.
• Develop a proactive plan for when a student or staff member tests positive for COVID-19.
• Develop a plan with state and local health department to conduct case tracing in the event of a positive case.
• If granted a waiver, or when permitted to return to school in person, invite kindergarten, first and second 

Grade students back to school to learn in-person, using physical and social distancing strategies. 
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D R O P  O F F  A N D  A R R I VA L S 
Morning Drop Off Procedure - Sunset 

Initially, class arrival times will be staggered so that fewer people are utilizing the outdoor spaces 
at any time. First Grade students will start at 8:25 AM. First Grade students will enter school 
through outside gate (the east side) after being dropped off by parents. Kindergarten students will 
start at 8:45 AM. Kindergarten students will enter their classroom directly from the east side door 
(near the playground) after being dropped off by parents. 

Each child will need to have a health check, including a temperature measurement and verbal
health screening, prior to entering the school.

Parents will be required to wear a face mask for drop off and pick up. Children and staff will wear 
face masks.

All parents will say goodbye outside and will refrain from entering the building. 

Afternoon Pick Up Procedure - Sunset

Class pick up times will be staggered so that fewer people are waiting outside. Kindergarten 
students will be picked up at 2:45 PM

First Grade students will be picked up at 3:00 PM. First Grade students will leave school through 
outside door (the east side gate on 37th Avenue) after their parents arrive and are announced. 
Children and staff will wear a mask when leaving their classroom until they are in their car.

Parents will be required to wear a face mask while on campus. Parents will refrain from entering 
the building.

SUNSET TRAFFIC - for ANYONE who is authorized to pick your child

• Parents must NEVER double park or PARK in a non parking stop, including the corner, to pick up
or drop off children.
• Always use the crosswalks at the corner.
• Please do not make any U-turns
• Please respect our “cone zone”.  When dropping off or picking up your child, please enter our white
zone by driving up Moraga Street and making a right hand turn onto 37th Avenue. By doing so, we
can expedite the time it takes to get your child safely in or out of your car.
• Please have your child ready to exit through the back door on the passenger side.
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• If the school traffic (from Saint Francis Circle) begins to block the exit from West Portal Avenue,
please continue in the left-hand lane and go around the block again. We cannot block the
intersection or the exits. Remind your child to pay attention and watch for your car.
• Students should never exit a car from the driver’s side.  They should always exit from the curb
side. This applies to Beachmont Drive as well as Sloat Boulevard.
• Do not double park on Beachmont Dr.  Do not park in the driveway/block the resident driveways.
• Do not leave your car unattended at anytime when you are waiting in line for your student.
• Do not block the driveway to the Scottish Rite Masonic Center or stop in the red bus zone area to
pick-up your student.
• If you have children at both campuses, picking up students at Sunset first will help you avoid the
heaviest traffic congestion at Sloat.
• Drive all the way to the end of the white zone, beyond the crosswalk.
• To avoid the greatest congestion in the afternoon, come closer to 3:25 p.m.

D R O P  O F F  A N D 
A R R I VA L S  -  S L O A T  C A M P U S

Morning Drop Off and Afternoon Traffic Procedures - Sloat 

• Please do not jaywalk – for your safety, always use marked crosswalks.
• Cross Sloat Blvd. only when instructed by the crossing guard.
• Please do not sit in your car in the white zone for more than a couple of minutes.  If your child
is not at the top of the hill and coming to your car, please go around the block.
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C L E A N I N G  A N D  S A N I T I Z I N G
P R O T O C O L S
• All classroom floors, chairs, counters and sinks will be cleaned and disinfected daily (or 

more as needed)
• Classroom tables will be cleaned and disinfected before and after each meal time.
• The bathrooms will be disinfected everyday.
• Outdoor equipment handles and handle bars will be wiped with a disinfectant after each 

group ends their playground time.
• Separate outdoor toys will be used for each group daily.
• Common door handles will be wiped with disinfectant throughout the school day.
• Teachers and students will wear masks at all times and keep windows to classroom open.
• Snacks and food will be handled with disposable gloves and kept individually wrapped.

• Parents are required to wear a face mask on campus at all times.
• The walkways within the school will be marked as one way. 6’ markers will be placed on 

the floor, to help students maintain appropriate distance when joining and leaving a class
• WPLS will maintain stable cohorts of students. This means your child will stay in the same 

group as much as possible. Possible exceptions: i.e., when there are only two or three 
students remaining in After School Care.

• Parents/visitors will not be invited into school buildings.
• Students and staff members will wash hands with soap and water multiple times throughout 

the day, and always before/after lunch.
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H E A LT H  A N D  S A F E T Y 
Always practice and reinforce good prevention habits with your children.

• Avoid close contact with people who are sick.
• Wash hands often with soap and water for at least 20 seconds, especially after going to the
bathroom; before eating; and after blowing your nose, coughing, or sneezing.

Keep your child at home if sick with any illness.

• If your child is sick, keep them at home and contact your healthcare provider.
• Talk with teachers about classroom assignments and activities they can do from home to keep up
with their schoolwork.
• If a child, staff member or family member is diagnosed with COVID-19 the school will
immediately begin following step by step directions from City, State and Health officials. Such
directions will include protocols on disinfecting, potential closure of room/facility and notifying
school families.

Be prepared if your child’s school or childcare facility is temporarily dismissed.

• Talk with your employer about sick leave and work options in case you need to stay home
• Plan for alternate childcare arrangements.
• Let us know if you have any specific home needs (i.e., online resources or technology)

•  Daily health checks , including temperature measurement, will be conducted for all children and 
staff upon arrival, and throughout the day as indicated. A person with a temperature above 100°F 
will not be allowed to stay at school. Returning to school will be allowed after 3 days of being 
fever and symptom free without medicine .

• Any child exhibiting COVID-19 symptoms (listed below) during the day will need to be picked 
up immediately (as soon as possible, but no longer than 30 minutes) and will be welcomed back 
to school when they are fever free for 72 hours. While waiting to be picked up, the child will be 
kept safe, under supervision, in a quarantined space.

o Fever over 100°F
o Cough
o Headache
o Sore throat or runny nose

o Loss of taste or smell
o Vomiting or diarrhea
o Difficulty breathing
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S o c i a l - E m o t i o n a L  W E L L B E I N G
Since the school experience will be very different from before with desks far apart from each 
other, teachers maintaining physical distance, and the possibility of staying in the classroom for 
lunch, it is unlike anything your child is used to. Before school is in session, you may want to talk 
to your child and explain that all these steps are being taken to keep everyone safe and healthy. 
The list below provides actions and considerations regarding your child’s mental health and 
emotional well-being as they transition back to in-person school. CDC’s Stress and Coping During 
the COVID-19 Pandemic provides additional resources for you and your family. 

• Talk with your child about how school will look different (e.g., desks far apart from each other, 
teachers maintaining physical distance, possibility of staying in the classroom for lunch).

• Talk with your child about how school is going and about interactions with classmates and 
teachers.

• Find out how your child is feeling and communicate that what they may be feeling is normal.
• Anticipate behavior changes in your child. Watch for changes like excessive crying or irritation, 

excessive worry or sadness, unhealthy eating or sleeping habits, difficulty concentrating, which 
may be signs of your child struggling with stress and anxiety.

• Try to attend school activities and meetings, even if they are held virtually.
• You can be a role model for your child by practicing self-care: Take breaks, get plenty of sleep, 

exercise, eat well, stay socially connected.
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P R O T O C O L S  F O R  I L L N E S S  O R 
P O S I T I V E  T E S T  R E S U LT S
In the event that a student or staff member is confirmed to have COVID-19, West Portal Lutheran School will 
do the following:

• Immediately notify local health officials and follow the steps in this SFDPH guidance
• The COVID-19 primary School Resource Person (Mrs. Mickey Angerman) will assist the local health 

department with questions and information related to identifying close contacts and protocols as to how 
close contacts will be identified. 

• Immediately notify our Pastors and Church Council. 
• Keep the child or staff at home for 14 days after onset of first symptoms. 
• Work with the local health officials to determine appropriate next steps, including whether an extended 

dismissal duration is needed to stop or slow further spread of COVID-19. 
• Instruct all close contacts to a) quarantine at home for 14 days and b) to get tested
• Clean and disinfect spaces
• Keep any exposed school cohort at home for 14 days from last exposure
• Keep lines of communication open to parents by a) notifying staff and families using the “Close contact 

Advisory” template and b) updating Parents though our school communication portal (ParentSquare).
• Ensure that teachers continue to be well-prepared for a sudden return to online teaching and that they 

have all resources, communication and teaching tools at the ready.

C O M M U N I C A T I O N  P L A N S
We are committed  to the following: 

• Sending updates to families through ParentSquare at least once a week through a Principal’s post and 
weekly through Teacher Class Updates

• Continuing to define current expectations for both students and teachers and notify families as these evolve
• Centralizing updates, information, and resources so families can quickly access relevant guidance. We will 

use ParentSquare and Google Drive.
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O N L I N E  T E A C H I N G  N O R M S
As we embark upon the 2020/2021 Academic Year, we find ourselves still in the midst of the COVID-19 
Pandemic and some of our learning will undoubtedly happen online. During these times, it can be easy for 
students (and parents) to become lost, and, therefore, planning will be essential. As such, we will be relying on 
the use of Google Classroom.  

Consistency - It is easy for students (and parents) to become lost during distance learning.  A consistent 
approach across all teachers and grades will be important so that students know how to get to class, where to find 
class invites, how lessons are assigned, and expectations on how to turn lessons in. 
Feedback - Feedback will be important so that students and parents know that students are on track. Prompt 
grading of assignments and tests will be important in providing continual feedback. .  
Student Engagement - Student engagement during distance learning is, in many ways, different from 
engagement in the classroom. 

Syllabus / Quarter Schedule

• Teachers will share with families a monthly curriculum map with their class learning targets
• Teachers will create weekly lesson plans on PlanBook.
• Teachers will notify parents/students of updates or changes to their schedules
• Grade-level teams will plan collabratiely to ensure core curriculum standards are met

Scheduling Classes / Google Meets.

• Teachers will receive and follow a ‘regular’ teaching schedule. This schedule will closely resemble their ‘in
person’ teaching schedule

• Teachers will schedule all classes using Google Calendar
• Teachers will create repeat meetings using Google Calendar, i.e. every weekday at 9 AM
• Teachers will schedule office hours for parents

Assignments and Grading

• Teachers will create the majority of assignments, including homework, quizzes and tests, in Google
Classroom

• Teachers will use a variety of other websites and materials to create assignments. Some teachers will
continue to send home paper packets and paper curriculum to use as a supplement to learning

• Teachers will use Google/TADS Educate to regularly input grades




