
 
 

 

Addendum to Preschool Handbook 
School Year 2021-2022 

Policies and Procedures for Covid 19 

 



 
 
 
Dear Parents and Families, 
 
We are taking these steps to support the health and safety of your children, your 
family, and our staff. This addendum has been created to inform parents and staff of 
temporary changes and policy updates due to the COVID-19 pandemic. Some of the 
policies in this addendum may differ from the current Saint Paul’s Preschool Parent 
Handbook. Effective immediately and for the foreseeable future, we will be taking extra 
precautions to ward off coronavirus. 
 
Thank you for your understanding and patience as we implement these new 
procedures. Our goal is to minimize disruption while at the same time keeping you, 
your family, and our staff healthy and safe.  
 
Sincerely, 
 
Gretchen Hvastkovs 
Director, Saint Paul’s Episcopal Preschool  



Drop Off Procedures 
 

• Each class will have their own designated drop off location. 
o PMO parents will enter the building through the normal front door and drop 

their student at the PMO door then proceed down the hall and exit through 
the back stairs doorway. Parent must wear a mask inside the building. 

o The two-year-old class will use the back entrance. 
o The three- and four-year-old classes will meet their teachers at the main 

front door.    
• Please be on time.  In order for our new procedures to run smoothly, all classes 

must arrive within their designated time period.   
• Parents and other family members (with exception of PMO) will not be inside the 

building and must during drop off.  
• All adults inside the building must wear a mask. 
• Mask wearing is optional for children (per the Health Department). 
• Please see attached sheet regarding “Daily Wellness Check”.  
• Children and staff will wash their hands upon entering the building, and 

frequently throughout the day. 
• If there is a line for drop off, please either wait in your car or stand at a 6-foot 

social distance. 
• Please allow for extra drop off time. 
• Do not drop your child off if you or anyone in your immediate family is sick. We 

respectfully ask all adult caregivers to avoid contact with Saint Paul’s Preschool 
staff and enrolled children if you are exhibiting any signs of illness.  



Pick Up Procedures 
• Each class will have their own designated pick up location. 

o PMO parents will enter the building through the normal front door and pick 
up their student at the PMO door then proceed down the hall and exit 
through the back stairs doorway. Parent must wear a mask. 

o The two-year-old class would dismiss from their back door. 
o The three-year-old class will be dismissed from their classroom. Parents 

will enter through the front door and head up the stairs. Please wear a 
mask and do not linger in the hallway.   

o The four-year-old class will dismiss from the playground.  In case of rain, 
the fours will release from the front door of the Parrish Hall. 

• If there is a line for pick up, please either wait in your car or stand at a 6-foot 
social distance. 

• Please allow for extra pick-up time. 
• Do not pick your child up if you are sick. We respectfully ask all adult caregivers 

to avoid contact with Saint Paul’s Preschool staff and enrolled children if you are 
exhibiting any signs of illness. 

• Please leave the St. Paul’s campus as soon as possible after dropping off in the 
morning and picking up in the afternoon.  We ask that you do not congregate on  
campus including the playground, by the fountain, on the hill, or in the parking lot.   



Child Health 
 

• For the pandemic, we are introducing this updated illness policy to better insure 
the safety of children, families, and staff.  In general, if your child is not feeling 
well, it is recommended that you keep them home. If during drop off we find your 
child has any significant sign of illness, such as a dry cough, shortness of breath, 
diarrhea, etc., you will be asked to return home and contact your child’s 
physician.  Likewise, children who start to experience symptoms of 
respiratory illness, including a fever while at school, will be isolated from 
other children until they can be picked up. For the comfort and health of 
children, parents must pick up ill children immediately after being 
contacted. If your child has a sibling in another class, we will ask that you 
take that child home as well. 

Your child will be allowed to return to school when the following conditions are met. 

• remain home and be symptom free for a minimum of 48 hours without 
medicine or obtain written documentation from your child’s physician stating 
that your child is medically released to return to school. 

Following guidance of government officials to maintain a safe environment parents will 
need to contact local health department or their physician before their child may attend 
school if they answer yes to any of the following questions: 

• Do you live with anyone, or have you had “close contact* with anyone who has 
been diagnosed with COVID-19 within the past 14 days? 

• Do you or anyone in your household have a fever, cough and/or shortness of 
breath? 

• Do you or your child(ren) have any other signs of communicable illness such 
as a cold or flu? 

 

*Contact is defined being within 6ft of someone with covid-19 without a mask for 
15 minutes or more.   



Staff Health and Wellness 
• Staff will wear masks inside the St. Paul’s building. 

o Lead teacher may remove mask for circle time if students are seated at 
least 6ft. away. 

• Staff will receive education on COVID-19 symptoms and preventive measures. 
• Staff will receive training on workplace disinfection. 
• Staff will follow rigorous hand washing procedures  

o Upon arrival for the day and upon returning from outside. 
o After toileting or assisting a child with toileting. 
o After contact with bodily fluids or cleaning up spills or objects 

contaminated with bodily fluids. 
o After cleaning or sanitizing or using any chemical products. 
o Before eating, serving. 
o Before and after completing a medical procedure or administering 

medication. 
• Staff will not be allowed to work if they are feeling ill or experiencing respiratory 

symptoms. 
• Staff will also be required to follow the “Daily Wellness Check” 
• If you have any questions, please call the Public Health Hotline at 252-902-

2300. 

 

 

 

 

 

 

 

 

 



Communication 
• Please let us know at once if you or a family member in your home is 

diagnosed with COVID-19. We will notify the families of other children in our 
program that their child may have been exposed to the virus. We will maintain 
strict confidentiality if such notifications become necessary. 

• If the current situation changes and it becomes necessary to update our 
procedures or close a classroom or our program temporarily, we will notify 
families via the REMIND App. 

• Parents should notify the Preschool if their child is absent because of illness. 
• Parents will be notified when children have been exposed to a communicable 

disease. The notification will be sent via the REMIND App.  
• St. Paul’s preschool will now be communicating through the REMIND App.  

You will be receiving information from your teacher on how to join and stay 
informed. We will be reducing the amount of papers sent home by now 
conveniently posting everything virtually. 

 

  



Acknowledgement of New Policies and  
Covenant with Preschool Community 

 
St. Paul’s Episcopal Preschool, through the support of staff, students, and families 
and St. Paul’s parish, has remained committed to developmentally appropriate pre-
kindergarten education for children in Greenville for more than 60 years.  In 
continuing to partner with St. Paul’s in supporting that mission through the 
extraordinary challenges posed by the spread of COVID-19, we, the undersigned, 
covenant with the preschool, fellow parents and caregivers, and the parish to abide 
by guidance and measures offered by the preschool to continue in its mission while 
attempting to mitigate the further spread of COVID-19 among members of our 
preschool community and the greater Greenville community.  Due to the evolving 
nature of official local, state, and federal guidance on the coronavirus, we further 
covenant to abide by any revisions or addendums to these measures offered by the 
preschool as its leadership deems necessary to maintain the safety of its students 
and its staff.   
Out of respect for the personal and financial risk undertaken by the preschool staff 
to remain committed to its mission in the midst of the uncertainties posed by this 
pandemic, we pledge, to the best of our ability, to maintain financial support for the 
preschool through our tuition payments even in the event of temporary closures 
should they be deemed necessary to further mitigate the spread of disease.  
Furthermore, in the event of a long term closure of the preschool or our need 
to withdraw from the preschool, we pledge an additional month’s tuition from 
the date of closure/withdrawal to offset support for the preschool staff. 
 
  

Child's Name Attending 2021-22 _______________________________________ 

 

Parent/Guardian Signature _________________________________________ 

 

Parent/Guardian Signature _________________________________________ 
 



St. Paul’s Preschool Daily Wellness Checklist 
 
Before you or your child come to St. Paul’s for preschool you will need to make sure that 
none of the follow symptoms apply to your child or anyone in your household. 
 

• Fever above 100.4oF 
• New or recently changed cough 
• Shortness of breath 
• Loss of taste or smell 
• Nausea or vomiting 
• Diarrhea or stomach ache 
• Headache 
• Sore throat 
• Chills or body ache 
• Any other irregular symptoms 

 
You need to notify the preschool if any of the following apply to your child or anyone in 
your family: 
 

• Lived or spent more than 15 minutes within 6 feet of someone who is 
suspected to have COVID-19 or has confirmed COVID-19. 

• Been tested for COVID-19 or lived with or cared for anyone who was tested 
due to symptoms or exposure, or been told they have 
COVID-19. 
 

I have read and understand the above questions and understand I have a 
responsibility to inform St. Paul’s Preschool if any of the above apply. 
 
 
Child’s Name____________________________________________________ 
 
Parent’s Signature________________________________________________ 
 
Parent’s Signature________________________________________________ 
 
Date___________________________________________________________  



St. Paul’s Preschool 2021/22 Waiver 
 

Due to the COVID-19 pandemic, St. Paul’s Preschool has been exploring different and 
reasonable ways to provide services to all students.  St. Paul’s Preschool has worked 
with state and local agencies, including our local health department, to draft and 
implement guidelines moving forward regarding cleaning, screening, and social 
distancing.  Though St. Paul’s will work hard to implement and abide by those 
guidelines, neither the guidelines themselves nor guidance from the Center for Disease 
Control and Prevention would allow St. Paul’s Preschool to guarantee an environment 
that is entirely free from COVID-19 related risks. 
 

By allowing your child to attend St. Paul’s Preschool, you acknowledge and understand 
that your child’s attendance will require him/her to interact physically with St. Paul’s 
Preschool staff members and other students.  As such, despite reasonable efforts on 
behalf of St. Paul’s, physical interaction with the public at large may pose some 
unavoidable risks to you, your child, and your family due to the COVID-19 pandemic.  
With that, you further acknowledge and agree to the following: 
 

1. Waiver and Release.  You herby release and discharge and hold harmless 
St. Paul’s preschool and its agents (employees, church, board members or 
any other representative of St. Paul’s) from any liability, claims, and 
demands which may arise from your child’s return to preschool.  

2. Assumption of Risk.  You further understand that your child’s return to 
preschool may expose him/her and others to unavoidable COVID-19 
community spread.  As such, you hereby expressly and specifically assume 
the risk of injury or other harm, and also expressly release St. Paul’s 
Preschool and its agents (employees, church, board members or any other 
representative of St. Paul’s) from any liability, claims, and demands which 
may arise from your child’s return to preschool. 

 

By executing below, you acknowledge having read and understood all of the above-
terms and conditions. 
 

_____________________________              _________________________________ 
Your Child’s Printed Full Name   Date of Signing  
 

_____________________________               ________________________________ 
Parent/Guardian Printed Full Name  Signature 
 

_____________________________               ________________________________ 
Parent/Guardian Printed Full Name  Signature 
*Please complete a waiver for each child that attends St. Paul’s Preschool. 


