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Entering & Exiting a Facility or Site 

Overview 

 
Purpose The purpose of this policy is to establish a main entrance and exit to a 

Facility or Site to allow for social distancing and temperature screenings to 
reduce the amount of exposure to a potential health risk.  

 
Reference The policies and regulations referenced are:  

 Center for Disease Control Guidelines 

 Head Start Performance Standards §1302.47 

 
Policy Overview Use one-way in and one way out preferably through a main entrance. 

Adhere to the tape/floor markings on the ground that has been pre-
measured for safety and social distancing before entering the facility or site.  
 
Supervisors are responsible for identifying the identified entrance and exit. 
 
Any person entering an employee area in a facility is required to have their 
temperature checked.  
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Entering the Site 

 
Policy: Main 
Entrance 

Use one way in and one way out preferably through the main entrance and 
adhere to the tape/footsteps floor markings on the ground that has have 
been pre-measured for safety and social distancing before entering the 
facility or site to practice “Social Distancing” and to measure temperatures. 
 
Supervisors are responsible for identifying the identified entrance and exit. 

 
Parents Drop 
off/Pick up 

Use the following for parents drop off/pick up.  
 

Step Action 

1 Have parents remain at the door and not enter the building 
until their appointment.  

2 Establish if the person is willing to wear a face covering.  
 
Warning: children under 2 should not wear a face covering for 
safety purposes.  
 

If the person... Then ... 

Is not wearing a face 
covering 

Politely ask them to wear one as 
per the regulation.  

Does not have a face 
covering 

Offer them a facemask to wear.  

Refuses to wear a face 
covering 

 Do not refuse services, but do not 
allow them into the office or site. 

 Offer them services via phone, 
zoom, face time or other options. 

 

3  Require parents to sign in at the door.  

 Ensure that pens are rotated and cleaned after each use or a 
new pen (or their own pen) is used after each use.  

4  Require parents to complete the COVID 19 Questionnaire. 

 Inform the parent of the importance of disclosing any 
symptoms and/or exposure.   

  

Continued on next page 
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Entering the Site, Continued 

 
Policy: 
Temperature 
 

Each person entering a facility or site and child attending school must have 
their temperature checked before entering the building in the employee 
areas. If staff visits another site, their temperature will be checked again 
entering the new site. 
 
Visitors are not required to have their temperature checked if they stay 
outside the employee areas. . 

 
Consent  Obtain a screening consent form before taking a child’s temperature.  

 
Thermometer 
stations 

The items on the stations for the temperature check are: 

 Gloves 

 Thermometer 

 Hand sanitizer 

 Masks 

 
Taking 
temperatures 

Use the following to check a person’s temperature.  
 

Step Action 

1 Put on gloves and a mask.  

2 Take the person’s temperature. 

3 Is the temperature 100.4° F (38° C) or higher? 

 If Yes, go to Step 4 

 If No, go to Step 5. 

4 Take the person aside and take their temperature again.  
Is the temperature still 100.4° F (38° C) or higher? 

 If Yes, 

 The person cannot enter the building 

 Have employees call their Supervisor for instructions 

 Go to Step 5 

 If No, go to Step 5. 

5 Recite the temperature to the assigned staff who logs it in. 

6 Wash your hands after taking the temperature. 

7 Change your gloves before the next use. 

8 Disinfect the thermometer between each check.  
 

Continued on next page 
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Entering the Site, Continued 

 
Person refuses Use the following if a person refuses to have their temperature taken.  

 

If the refusal is by a (an) Then ... 

Employee  Follow County procedures.  

Visitor  Do not allow them in employee areas.  

Child Ask for assistance from the parents.  
 

 
Sick room Separate sick infants, children, and staff from others until they can go 

home. When feasible, identify a “sick room” through which others do not 
regularly pass. 

 
Children 
entering once 
school starts 

Once children are ready to enter the building, staff will: 

 Take their temperature 

 Take one child at a time to their classroom to avoid group contact. 

 
Policy: opening 
the site for 
readmission 

PSD Administration determines readmission criteria based on a 
consultation with the San Bernardino County Public Health Department. 

 



 

Entering & Exiting the Site- 5 
Policy/Pandemic 
07.22.2020.lme 

Exiting the Site 

 
Exiting the 
building after 
school 

When parents return to pick up their children, they must wait outside/at 
the door adhering to the markers that are at least 6 feet apart.  
 
Use the following for having the child leave to go home.  
 

Step Action 

1 Use the walkie-talkies to alert the classroom teacher to gather 
all of the child’s belongings. 

2 Ensure staff goes to the classroom to retrieve children to bring 
them to the front area to their parents, one child at a time (we 
want to avoid as much contact in a group). 

3 Ensure Parents leave through the main entrance/exit site. 
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Screening Consent Form 

 
Screening 
consent form 

The following is the Screening Consent form needed to obtain consent to 
take a child’s temperature.  
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COVID 19 Questionnaire 

 
COVID 19 
Questionnaire 

The following is the COVID 19 Questionnaire.  
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