
 

 

 

NEO’s New Vistas High School and NEO Adult Education 

REENTRY PLAN – FALL 2020 
I. Introduction  
Neighbors’ Educational Opportunities’ (NEO’s) Fall 2020 Reentry Plan was developed with the most 
recent guidance from the Center for Disease Control and Prevention (CDC), Indiana Department of 
Education (IDOE), Indiana Heath Department,  Governor Holcomb’s Back on Track Plan, and in 
coordination with local authorities. The plan reflects NEO’s guiding principles, recommended best 
practices, and input from NEO’s Board, staff, students, and parents.  
 

NEO will constantly evaluate the changing status of COVID-19 pandemic in our surrounding communities 
and NEO’s response to the demands of these changes, including internal capacity to meet the personnel, 
operational, educational, and physical needs of students and staff.  
 

This plan outlines three options for reentry– Full In-Person Model, Hybrid Model, and Full Remote 
Model, each with its own considerations for meeting the academic, social, and emotional needs of our 
students, maintaining operations, and safeguarding the health and safety of our students and 
employees under the COVID 19 pandemic.  
 

On June 28, 2020, the NEO Board of Directors approved the Hybrid Model for Fall 2020 Reentry.  This 
approval was made with the understanding and expectation that this may change based on two critical 
factors:  

1. The prevalence of positive COVID-19 cases in our school community (Porter and Lake 
County), and 

2. NEO’s capacity to maintain and staff a safe and healthy school environment in each of 
these models 

 

Upon advice from local health departments, we have established key data points that we are monitoring 
on a daily basis for Porter and Lake County – the number of increased COVID-19 cases and the positivity 
test rates. We are evaluating weekly trends and will continue to do so.   
 

We are mindful of the recent increases (as of July 24)  in both cases and positivity rates, of  regional 
schools’ plans, and of the impact this may have on our staff, students, and families and are taking these 
factors into consideration as we plan for the Fall.  
 
Due to NEO’s New Vistas and Adult Education start dates in late August, we will wait until August 12, a 
full two weeks before our start dates, to revise our plans.   
 
Our commitment to the health and safety of all staff and students remain a priority as we plan to 
maximize equitable and successful learning opportunities. We are dedicating all possible resources to 
this and pledge our continued commitment to the well-being of our school community as rise together 
to meet this challenge. 
 

Rebecca Reiner   Clifton Rhodes, Jr. 
NEO Executive Director  Director of Safety and Facilities 
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II. Guiding Considerations and Priorities 
During this time of great uncertainty, trauma, anxiety and hardships, NEO’s Board of Directors, 
administration and staff will be guided by the following considerations and priorities as we set policies 
and make critical decisions:  

- The safety and wellness of our employees, students, and surrounding communities; 
- The continuity of essential and meaningful instruction, services, and operations;  
- Equitable access to and delivery of services and programs;  
- Essential professional and HR support for our teachers and staff;  
- Effective and ongoing communication between home, school, and community;   
- Compliance with local and state guidelines and regulations;  
- The capacity and fiscal solvency of the organization. 

 

In order to do this, we have researched best practices, solicited input from staff, students, and families, 
identified data points and points of contact, requirements and sources of guidance. From this, we have: 

- Outlined and prepared for three options for continuous learning and teaching – Full In-Person, 
Hybrid, and Full Remote including ordering of additional technology, training of teachers, hiring 
of extra personnel; 

- Defined and implemented plans and procedures for mitigating the spread of COVID-19 including 
a rigorous schedule of self-monitoring, cleaning and disinfecting, requirements and supports for 
personal protection and hygiene, procurement of supplies, arrangement of space and schedules 
to ensure social distancing and cohorts, and creation of isolation space if and when it is needed;  

 

- Developed and communicated policies and procedures to follow when staff and students get 
sick, are exposed to a Covid-19 + person, and/or are positive themselves; 

- Assigned and trained “point persons” to field questions about policies & procedures, 
educational programs, facilities, HR matters, and communications;  

- Established ongoing and pre-opening communications plans to keep constituents informed and 
educated;  

- Created systems to monitor daily Covid-19 transmission rates in Porter and Lake County and in 
the NEO/New Vistas community; 

 
III.  Determining and Defining Levels 
To ensure continuity of educational programs, employment, and operations, NEO has identified 
guidelines for three distinct levels of operations that are aligned with the Red, Yellow and Green levels 
adopted by many other school corporations – Full In-Person (green),  Hybrid (yellow), and  Full Remote 
Learning (red).   
NEO’s Board of Directors will decide the operational level for NEO’s New Vistas High School and NEO’s 
Adult Education based on recommendations made by NEO’s Executive Director on behalf of the Reentry 
and COVID Committee.  The committee will use State and local (Porter and Lake County and NEO 
Community) COVID-19 Positivity rates and new COVID-19 case increase/decrease rates, Indiana’s Back 
on Track Stages, IDOE mandates, and CDC recommendations and NEO’s capacity to determine levels.  
Local COVID data will be monitored daily and weekly trends will evaluated weekly on Mondays. The first 
possible date for a change of level will be on August 12 and continue weekly.  
 

Data on COVID-19 cases within the region can be found at: 
Indiana State Department of Health Coronavirus Dashboard: https://www.coronavirus.in.gov 
Porter County COVID-19 Dashboard:  https://www.porterco.org/1600/County-Reported-Cases  
Lake County COVID-19 Dashboard:  https://www.lakecountyin.org/portal/group/health/page/dashboard 
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When a level change is warranted, NEO will provide timely information to all students, families and staff 
via phone and email messaging and postings on NEO’s  website www.neoadulted.org and Facebook 
www.facebook.com/NeighborsEdOpportunities.  
 

All NEO’s New Vistas High School and Adult Education Summer 2020 programs will be delivered using 
the Full-Remote Learning Model. 
 

As of July 15, 2020, the NEO Board of Directors has approved that NEO’s New Vistas High School and 
Adult Education Fall 2020 classes will be delivered in the Hybrid Model.  
 

Full In-Person Model (green):  This level will typically be associated with the Indiana’s Back on Track 
Stage 5 and a steady, a positivity rate of 5% or less, and/or a significant decline in COVID-19 positive 
cases in the region over a two-week period.   
 

All students will return to school for daily instruction. While we are still under the impact of this 
pandemic, some measures of social distancing and personal hygiene practices will be enforced and 
remote learning options available in case of illness.  Once the Governor declares the end of the 
pandemic, operations will return to normal. Mitigation strategies will be implemented at varying 
degrees based on the level of COVID-19 activity within the region.  
 

Hybrid Model (yellow) This level will typically be associated with Indiana’s Back on Track Stage 4, a 
positivity rate of less than 10%, and/or a leveling of positive COVID-19 cases in the region over a two-
week period.  See the following pages for more details about classes, mitigation, registration, etc.  
Please Note:  This will look significantly different than the remote learning that occurred during the 
Spring 2020 Term.  Teachers have been hard at work to improve delivery of online learning.  
 

Staggered Schedule: NEO’s high school and adult education programs’ Hybrid Plan will limit the number 
of students in a classroom to no more than 10 students in a classroom that can easily be configured to 
maintain 6’ social distancing. This will also limit the total number of students in the building at one time  
to allow for social distancing in other circumstances as well.  See following pages for more details.  

- NEO New Vistas High School’s Hybrid Schedule for Fall 2020: Students will be divided into two 
groups for the Fall term – Group A and Group B.  
Group A will attend NVHS on Mondays & Wednesdays. 
Group B will attend classes at NVHS on Tuesdays & Thursdays.  
Groups A and B will participate in independent, remote learning on alternative days.   
Fridays will be reserved for teachers and support staff “office hours” and support for students.  

 

The start date for Group A students is Wednesday, August 26.  
The start date for Group B students is Thursday, August 27.   
The school will notify students and families of their assigned group by August 7.  See the 
following sections of this plan for more details.   

 

- NEO Adult Education Hybrid Schedule for Fall 2020: Students will be divided into two groups – 
In-Person and Remote Learners.  In person learners will attend assigned class, either from 9 – 11 
AM , 11:30 – 1:30 PM,  5:30 -7:00 PM, or 7:30 - 9:00 PM Monday through Thursday.  Students 
will be required to complete distant learning assignments when not in the building.  
Remote learners will also “attend” class remotely during assigned times and days.  
Fridays will be reserved for additional support as needed.  
The start date for all Adult Education classes is Monday, August 31. 
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Full Remote Model (red)  This option will be called when the State is back at Stage 3, 2 or 1, and/or 
when positive the average combined COVID-19 positivity rate in Porter and Lake County is above 10% 
and has steadily increased over a two-week period. Upon the recommendation of the local health 
department, NEO may also temporarily go to Full-Remote when there are multiple positive cases of 
COVID-19 of NEO students and/or staff that require a temporary closure of the school for disinfecting.  
All instruction and learning will be delivered remotely to all students.  No students or staff will be at 
school. As with the Hybrid Model, we have made significant improvements to this model. 
 
IV. School Calendar and Schedule 
NEO will abide by the board-approved New Vistas High School 20-21 Calendar and NEO Adult Education 
Calendar. If the pandemic requires a change to the calendar, all students, families, and staff will be 
notified via phone and email messages and posted on NEO’s website and Facebook.  
 

The daily schedule will be modified slightly to allow for extended passing time to minimize hall traffic, 
cleaning of classrooms between classes, and limited bathroom occupancy at one time. 
 

V. Prevention, Mitigation, & Response                                                                      

NEO will follow CDC, local, and State guidelines and requirements and will count on our 
Individual and collective efforts to prevent and mitigate the spread of COVID-19, to reduce its impact on 
our students, employees, and to ensure continuity of services. State law gives NEO the authority to 
exclude students who have a contagious disease such as COVID-19 or are liable to transmit it after 
exposure (IC 20-34-3-9). In addition, the local health department has the authority to exclude students 
from school and may order students and others to isolate or quarantine (IC 16-41-9-1.6).  
 

Daily Health Screening and Monitoring 
While self-monitoring for COVID-19 symptoms is recommended at all levels, NEO will require all 
students and staff to self-screen for symptoms daily before coming to school, a practice we trust all 
members of our school community will take seriously as it is one of the essential ways to protect 
ourselves and others from exposure to or the spread of COVID-19.  We fully understand that not all 
infected individuals exhibit the same symptoms or any at all, but the most common symptoms 
associated with COVID-19 are:  
 

COVID-19 Symptoms 
Temperature (taken orally) of 100.4℉ or higher  
New uncontrolled cough that causes difficulty 
breathing 
Change in cough from baseline chronic cough 
Sore throat 

Chills and/or repeated shaking with chills  
New onset of severe headache, especially with 
fever 
Diarrhea, vomiting, or abdominal pain 
New loss of smell/ taste 

  

Stay Home if Sick, Symptomatic, and/or Exposed and Returning to School 
Students,  employees, visitors, and individuals coming to NEO for intake, testing, or appointments who 
are experiencing any of these symptoms that are not explained by other reasons or identified by a 
physician as not warranting exclusion from school  should stay home from school, contact their health 
provider, and If recommended, get tested.  Likewise, students, staff, and visitor who have direct 
contact/exposure  (defined as being within 6 feet of a person for a period of longer than 15 minutes) 
with a person with a confirmed COVID-19 diagnosis need to stay home and follow these guidelines 
before returning to school. For more information, see CDC guidelines by clicking this link. 
https://www.cdc.gov/coronavirus/2019-ncov/if-you-are-sick/steps-when-sick.html#discontinue-isolation 
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GUIDELINES FOR RETURNING TO SCHOOL 
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Testing Exposure May Return to School After: 
Not 
Tested  
OR 
Tested 
Negative 

IN Close Contact 
with Confirmed 
Covid-19 Positive 
Person 

- 14 calendar-day quarantine after last contact  
  with COVID-19 positive person, AND 
- At least 10 calendar days since symptoms first appeared 
- Fever-free (under 100.4) for 24  
  hours without fever-reducing medicine), AND  
- Other symptoms resolved 
- For those who get tested, copy of negative test results 

Not 
Tested  

NO Close Contact 
with Confirmed 
Covid-19 Positive 
Person 

- At least 10 calendar days since symptoms first appeared 
- Individual is fever-free (under 100.4) for 24 hours without  
  fever-reducing medicine), AND 
- Other symptoms resolved  

Tested 
Negative 

NO Close Contact 
with Confirmed 
Covid-19 Positive 
Person 

- 24 hours fever-free (under 100.4) without fever-reducing  
   medicine)  
- Other symptoms resolved 
- Copy of negative test results  
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Testing Exposure May Return to School After: 
Not 
Tested  
OR 
Tested 
Negative 

IN Close Contact 
with Confirmed 
Covid-19 Positive 
Person 

- 14 calendar-day quarantine after last contact  
  with COVID-19 positive person, AND 
- 24 hours fever-free (under 100.4) without fever-reducing  
  medicine)  
- Documentation from health provider, parent, or individual  
  verifying alternative reason for symptoms 

Not 
Tested 
OR 
Tested 
Negative 

NO Close Contact 
with Confirmed 
Covid-19 Positive 
Person 

- 24 hours fever-free (under 100.4) without fever-reducing  
  medicine)  
- Documentation from health provider, parent, or individual    
  verifying alternative reason for symptoms 
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Testing Exposure May Return to School After: 
Not 
Tested 
OR 
Tested 
Negative 
 

IN Close Contact 
with Confirmed 
Covid-19 Positive 
Person 

- 14 calendar-day quarantine after last contact  
  with COVID-19 positive person, AND 
- If exposure is to a household member and individual cannot  
  properly isolate from others at home, the last date of contact  
  may be last day of isolation from positive person 
- If individual becomes symptomatic, refer to section above 

Not 
Tested  
OR 
Tested 
Negative 

NO Close Contact 
with Confirmed 
Covid-19 Positive 
Person 

- May attend school 
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 Testing Exposure May Return to School After: 
Tested 
Positive 

For BOTH Close 
Contact and No 
Close Contact 

- MUST isolate at home for at least 10 days since the first 
symptoms began, AND 
- 24 hours fever-free (under 100.4) without fever-reducing  
  medicine), AND  
- Other symptoms resolved 
- Provide school with copy of dated positivity test results and a  
  release from health provider 
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V. Prevention, Mitigation, & Response continued   
 

Getting Sick at School 
Students or employees who exhibit or develop COVID-19 symptoms at school will be  
reported to NEO’s designated COVID-19 Leads, Mr. Rhodes (Director of Safety and  
Facilities) or Ms. Reiner (Executive Director) for a symptom screening.    
 

The screening and subsequent procedures follow CDC guidelines and include temperature check and an 
interview of the individual. The screening is just that - a screening only; it is not prescriptive, nor does it 
replace a COVID test or professional diagnosis from a trained health provider. We have a designated 
“holding room” to isolate individuals while being evaluated and/or waiting to be picked up.  
 

We will minimize contact to a single designated and trained employee who will maintain 
social distancing and wear gloves, gown, and mask while in contact with the person. parents are 
requested to pick-up their student, they must notify the school when they are in the parking lot and 
students will be escorted to their parents by a school staff member.  
 

For more information and guidelines, see Appendix II  Response to COVID-19 Related Illness at School 
 

Testing 
The State maintains a website www.coronavirus.in.gov that has a list of over 200 testing facilities, their 
location and hours of operation. This list is updated frequently. NEO also maintains a list of regional 
testing sites, hours, protocol, and test-results times. 
 
Absences 
Federal law typically limits the type of medical inquiries that a school can make with regards  
to absences, but due to the extreme circumstances surrounding COVID-19, schools have been given 
leeway to ask about symptoms, testing, and exposure.  NEO will designate one person to receive and 
record information; this person will be trained in maintaining strict confidentiality and reporting 
guidelines. COVID-19 related information will be shared with Director of Safety and/or Executive 
Director who will determine what actions, if any, need to be taken. 
 

Student Absences: Student absences due to COVID-19 related symptoms will be recorded as student 
illness/medical absence and will be recorded as an excused "quarantine" absence if the student is 
unable to participate in remote learning.  If the student can participate in remote learning while 
quarantining, no absence will be recorded for that day. Students who will be home for more than three 
days due to COVID-19 related issue are strongly encouraged to transition to remote model for the 
duration of their stay at home to allow them to remain current with the assigned school work.  
 

Tardies: Tardies that are a direct result of social distancing requirements and changes to normal school 
operating procedures, that are beyond the control of the student will not be counted. Tardies that are 
not the result of extenuating circumstances will be documented and typical school rules and 
consequences will be followed.  
 

Employee Absences: All employees must stay home and follow procedures detailed on previous page if 
sick, symptomatic of COVID-19, or if they have been exposed to a someone who has tested positive for 
COVID-19. We also ask employees in these situations to notify their immediate supervisor why they are 
staying home and to determine if he/she can work remotely and for how long.  If the reason is COVID-
related, the supervisor refer employee to NEO’s COVID Compliance Officer for further guidelines.  While 
we understand that employees may be reluctant to report symptoms, testing results, or incidents of 
exposure, NEO has the authority and duty to protect the health, safety, and confidentiality of all 
students and employees and will fully enforce guidelines for quarantining and restrictions.  
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V. Prevention, Mitigation, & Response continued    
Perfect Attendance Incentives:  NEO has suspended perfect and/or excellent attendance  
programs for students and staff for the 2020-2021 school year to encourage students and  
staff to stay home when they are sick or have been exposed.  
 

Absences Due to Travel Restrictions: NEO will enforce current State guidelines for excluding a student 
or employee from the school-building for the recommended period if they have recently traveled from a 
“hot spot.”  Any student who is quarantined or excluded from school will be transitioned to the remote 
learning model. Employees are expected to adhere to current travel guidelines as to not put themselves 
at risk of exposure or impact their ability to perform their duties.  
 

Ongoing Education 
All staff, students, and families will be provided with information, training, and supplies to mitigate the 
introduction or spread of COVID-19 into our school community.  We will begin an aggressive information 
campaign immediately with the goal of reducing exposure rates of our students and staff BEFORE they 
return to school in late August. We need all members of our school community to comply with State and 
local guidelines. NEO will post informational signage throughout each building and issue daily and 
weekly reminders to all about safe practices and measures. 

IMPORTANT: STUDENTS, PARENTS, AND STAFF MUST NOTIFY NEO’s COVID-19 LEADS 
IMMEDIATELY OF ANY POSITIVE TEST 

Mr. Clifton Rhodes Jr. 
Director of Safety & Facility 
219-841-7047 
crhodes@neoadulted.org 

Ms. Rebecca Reiner 
NEO Executive Director 
219-841-7046 
rreiner@neoadulted.org 

This information will be kept in strict confidence. 
 

Reporting and Surveillance 
If and when a student or staff member is tested positive for COVID-19, the testing entity will report the 
positive results to the Indiana Health Department who will, in turn, report results to the individual and 
to the local health department based on where individual lives and hopefully to the school.  
 

It is ESSENTIAL that any student or employee who is tested positive notify NEO’s COVID Lead 
immediately so that we can mitigate the spread of COVID at school.  Once reported, the Compliance 
Officer will report test results to the Indiana Department of Education (IDOE) and notify NEO’s Executive 
Director and Director of Safety and Facilities so they can determine, in consultation with local health 
department, any required course of action. 
 

Due to Federal privacy measures, the name(s) of the test-positive individual will be held in strict 
confidence by the Compliance Officer and will not be shared or identified in any communication with 
students, staff, or families.  NEO WILL, however, notify employees, students, and families within 24 
hours of receiving this information of a test-positive case(s) at NEO.  We will assist the local health 
department as needed with information they need to do contact tracing.   
  

Monitoring Absences and Positivity Results 
In accordance with Indiana law (512 IAC 1-2-2), NEO will track attendance trends and COVID-19 
positivity trends daily to determine any patterns of absence due to illness, in particular due to COVID, in 
the school community.  When the percentage of student absences is equal to or greater than twenty 
percent (20%) of the enrolled student population, we will follow health department guidelines about 
reporting and moving to Full-Remote Learning.  

7. 

mailto:crhodes@neoadulted.org
mailto:rreiner@neoadulted.org


 

 

V. PREVENTION, MITIGATION, AND RESPONSE continued 
 
It is our shared responsibility to follow cleaning, disinfecting, personal-hygiene and other  
safety precautions in order to prevent the spread of and/or exposure to COVID-19.  
 

Cleaning and Disinfecting 
Protocol for cleaning and disinfecting is detailed on page 16. 
 

Personal Hygiene  
NEO will implement and adhere to the personal hygiene practices recommended by the CDC and local 
health officials. NEO will post signage throughout each building to remind students and staff of good 
hygiene habits and other preventative measures to prevent the spread of COVID-19.  
  

Hand Washing and Avoiding Touching of Face: This is among the most fundamental and important step 
we can take to avoid becoming sick or spreading germs to others. Passing periods will be adjusted and 
bathroom protocol established to allow for this. Staff will reinforce handwashing at key times:   

- The start of the school day   
- Before eating   
- After using the restroom   

- After blowing nose, coughing, or sneezing   
- After using shared equipment   

 

Hand Sanitizing & Sanitizing Station:  All forms of hand sanitizer (wipes, gel, liquid) will contain at least 
60% alcohol.  NEO will issue all students and staff one personal, refillable hand sanitizer bottle upon 
returning to school.  Hand sanitizer stations will be located at main entrances to school, in key interior 
locations, and in every classroom, staff rooms, Cafeteria, and Community Room, and main office.  
 

Face Coverings: Facemasks and Face Shields  
COVID-19 spreads mainly from person to person through respiratory droplets produced when an 
infected person coughs, sneezes, or talks. These droplets can land in the mouths or noses of people who 
are nearby or possibly be inhaled into the lungs. Face covering usage can substantially reduce this form 
of transmission.  Therefore, while we are operating at the Hybrid level and until further notice, all 
students and staff will be required to wear a face covering at all times when social distancing of at 
least 6’ cannot be maintained.   
 

Students and staff will follow CDC guidance for mask usage:  
o Make sure mask covers both nose and mouth 
o Be careful not to touch eyes, nose, and mouth while wearing face coverings to prevent 

potential contamination  
o Wash hands thoroughly before putting on face covering  
o Remove the face covering carefully and wash hands thoroughly after removing  
o Wash the face covering each day.  

 

NEO will issue each student and employee one cloth mask and one disposable facemask free of charge 
upon returning to school.  Teachers will also be issued a face shield as will any student who requires 
one.   NEO will ensure that students, families, and staff receive training materials on how to wear and 
care for face coverings following CDC Guidelines.  We will have limited (2 per student) replacements for 
disposable masks available at a cost of 1.00 per mask while supplies are available.   
 

Please Note: Wearing face coverings does not replace the need for frequent hand washing, avoiding 
touching the face, and practicing social distancing.  Combined, these provide effective tools to prevent 
the spread of illness. 
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PREVENTION, MITIGATION, AND RESPONSE  continued  
 
Face Covering Modifications or Exemptions:  If a student or staff member has a                                            
mitigating   circumstance or condition that impact their ability to wear a face covering,                                                  
they must provide the Director of Safety or Executive Director with medical or other documentation in 
order for administration to initiate a certification process of any underlying condition or disability as well 
as an interactive dialogue (for staff) or IEP meeting or Section 504 meeting (for students) to respond to 
requests and to ensure the safety of the school environment. 

Refusal to Wear a Face Covering:  If a student refuses to wear a face covering and/or wear it properly 
(cover nose and mouth) when required during the pandemic, the first step will be for us to discuss the 
requirement and expectations with the student; the next step will be for us to call the parent or 
guardian when appropriate. Continued non-compliance will result in student being sent home and 
assigned to the remote learning model. 
 

Social Distancing   
All students, employees, and visitors will adhere to the current local health department and CDC’s Social 
Distancing Guidelines and maintain, whenever possible, 6’ social-distancing, until guidelines change.  
 

Classroom Configuration: Classrooms will be arranged to allow for 6’ distancing and non-essential (non-
curricular) items will be removed to aid in cleaning efforts. Desks will be face one direction to reduce 
transmission opportunities.  Seating will be assigned to assist health department with potential contact 
tracing situations if a student is diagnosed with COVID-19. Students will be assigned materials and 
equipment to limit handling of material be different students. 
 

Passing Periods:  Passing periods will be adjusted to minimize hall traffic. One-way lanes will be 
designated in the hallways. 
 

Bathrooms: Only 2 students will be allowed in a bathroom at one time. Students will be instructed on 
this protocol and floor markings designating 6’ spacing for lines will be placed in hallway floors.   
 

Breakfast & Lunch: Students will be released for lunch on a staggered schedule and will eat lunch in the 
in a designated space (such as the Sportsplex) where social distance can be maintained during the 
Hybrid Model.  Face coverings will be required to and from the space and until students are seated. NEO 
will serve “Grab and Go” meals to eliminate self-serve food items and utilizes disposable utensils. Visual 
cues will be placed throughout the cafeteria to control movement.  Food sharing will be prohibited. 
Sanitation station availability in all cafeterias. Food service employees will wear masks and gloves at all 
times. Staff members are required to eat lunch in their classroom (teachers may invite a guest into their 
room for lunch as long as social distancing of at least 6’ can be maintained) 
 

Drop off and Pick Up: High school students may not arrive or be dropped off at school before 7:30 AM 
or more than 15 minutes before the start of their first class.  When they arrive, they will be expected to 
report to a designated area where they can maintain social distancing before classes begin.  Adult 
Education students may not arrive any earlier than 5 minutes before the start of their first class.  When 
they arrive, they will be expected to report to the adult education common area and maintain social 
distancing before their class begins. Students must leave school grounds after their last class. If their ride 
is not here when school ends, they must wait in the cafeteria until their ride arrives and maintain social 
distancing at all times while waiting.  
 

Employees: Employees will social-distance at all times when possible while at school. They may need to 
establish a schedule for using the copier and break room.  Lunch will be eaten in their classroom with 1-
2 guests.  Staff meetings and professional development events will be arranged accordingly. 
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PREVENTION, MITIGATION, AND RESPONSE  continued  
 

Physical Barriers and Guides  
NEO will install physical barriers, such as sneeze guards and partitions where needed  
Or when it is difficult or impossible for individuals to remain at least 6 feet apart.  Physical 
guides, such as tape on floors or sidewalks and signs on walls will ensure that staff and students remain 
at least 6 feet apart in lines and at other times (e.g. guides for creating “one way routes” in hallways). 
 

Water Fountains 
Water fountains are considered high-touch areas and will be shut down while the pandemic is active. 
NEO has installed touchless water bottle filling stations and will make water bottles available to 
students. Filling stations will be cleaned/sanitized on a regular basis and signage explaining safe water 
bottle filling will be posted next to the stations.  
 

Student Belongings and Supplies 
Students will be responsible for the care of their personal belongings and supplies.  Students should not 
share belongings or supplies with other students. Students will be issued their own 1:1 devices, text 
books, supplies, and head phones when appropriate.  
 

Safety Drills 
Safety drills are required by Indiana law (IC 20-34-3-20) and have not been waived by the State of 
Indiana.  Therefore, NEO will continue to prepare and drill for potential emergencies. Evacuation routes 
and gathering points and lines will be evaluated prior to the start of the school year to ensure safe exit 
out of the building and maintaining social distancing.  Lockdown drills will be practiced without the 
congregating of students in close quarters.  Tornado and earthquake drills will be conducted in small 
groups as opposed to whole school.  
 
VI.  Continuity of Instruction 
NEO’s Reentry Plan strives to identify and address educational inequities that have been  
exacerbated by COVID-19 as well as those that already existed, and those that may arise  
in the future. All decisions will be made to keep students and staff healthy and safe and to ensure 
continuity of effective, equitable, and efficient education and support services for all. 
 

Employee and Organizational Readiness 
All teachers and staff will participate in ongoing training on the delivery of effective in-person and 
remote instruction.  All employees will be prepared to respond to multiple scenarios due to the 
likelihood of changing conditions for teaching and learning and operating. NEO has and will strategically 
organize school resources (human and otherwise) to implement the best instruction and operations 
possible during challenging times. 
 

Instructional Programs 
Back on Track: When we return to school in the fall, we will assess and address any learning loss that 
occurred in the Spring of 2020 and offer options for remediation, tutoring, and credit recovery.  
 

New students: Protocol for new student registration for both programs will be dictated by current levels 
of operation and will be outlined in a separate document and posted on the NEO’s website.  It is 
important to note that appointments will be required and space will be limited.   
 

Full In-Person Learning:  When we return to Full In-Person Learning, we will implement 
appropriate measures to promote the health, safety of all students; the degree of measures will reflect 
the state of the pandemic in our region.  
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VI. Continuity of Instruction continued 
 

Hybrid Learning: See page 3 for more information.  
- New Vistas High School: Students will be divided into two groups – A & B. Class size will be 

limited to 8-10 students who will be positioned 6’ apart.  
 

In-person instruction by the teacher will be delivered alternately between Group A on Mondays 
and Wednesdays and to Group B on Tuesdays and Thursdays.  
 

Alternate days will be dedicated to independent research, personalized assignments, and other 
activities to be done at home to reinforce and expand learning. Recordings of teacher-directed 
lessons will be available to students.  NEO’s teachers, paraprofessionals and other support staff 
will be available to support student and families.  
 

Fridays will be dedicated to individual and small group support and remediation.  Teachers will 
have dedicated “office hours” on Fridays; students may make appointments with teachers for 
phone, online, or in-person support sessions. 
 

We hope to offer live streaming of lessons for unique cases when a student is unable to attend 
school on his/her assigned day. More on this in the weeks to follow.   
 

Teachers and students will utilize various platforms including Google Classroom and Google 
Meets to facilitate learning and teaching.    
 

Students who require remote work in the Hybrid model will work with New Vistas principal to 
create a plan, schedule, and to set expectations. Plato classes will be available in all models with 
specific requirements in place for daily progress and pacing, daily time on task, testing, and 
completion of modules.   
 

- NEO Adult Education: Students will also be divided into two groups based – in-person and 
remote learners. See page 3 for details.  
Like the high school, class sizes will be limited to 8-10 students who will be positioned 6’ apart.  
Should the demand for in person classes be greater than our capacity, students will be placed on 
a first come first serve waiting list and be given the opportunity for remote instruction while 
they wait for in person instruction.  
 

Students will be given ample support and opportunity to make individualized learning gains 
aligned with their Adult Learning Plans (ALPs). Teachers and students will utilize various 
platforms including Google Classroom and Zoom to facilitate learning and teaching. Students 
who participate in remote learning will work with the Adult Education Director, the Academic 
and Career Coach, and their teacher to create their ALP, set their schedule, and set their 
expectations and goals.  

 

Remote Learning:  See page 4 for details. All instruction and learning will be delivered remotely to all 
students.  No students or staff will be at school.  We have learned a great deal from the remote learning 
that took place in the Spring of 2020 and the new model will fully incorporate these improvements.  
Remote learning will consist of students participating in a combination of live streaming, video 
recordings of lessons, hands-on activities, paper and pencil assignments, virtual and in-person discussion 
and collaboration, and multiple feedback methods, etc.   As with the Hybrid Model, teachers will have 
remote office hours to meet with students by appointment over the phone or through an online video 
platform (Google Meets for New Vistas or Zoom for Adult Education) during pre-approved times. 
 

Transitioning Between Models 
New Vistas and Adult Education administrators and staff will work with students and families if and 
when students need to transition to remote learning even when we are operating in the Hybrid or Full-
In Person models when students’ situation dictates this.   
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SUMMARY OF INSTRUCTIONAL MODELS   

Full In-Person Learning                      
(still during COVID) Hybrid Learning Full Remote Learning 

All options will follow the Board-approved 2020-2021 School Calendar.  
Teachers will align lessons and instructional priorities with State and Content Standards and learning goals. 
Teachers will engage students in a rigorous course of study that includes a variety of activities including 
authentic problem solving, practice, and evaluation of learning.   
Teachers will maintain a focus on high expectations for students, student voice and choice, inquiry-based 
learning, and rigor and relevance. 
Teachers will delivery personalized, differentiated instruction to meet the learning of all students 
Students will attend 
school daily 
 
Students who need to 
stay home due to 
illness or exposure will 
have access to remote 
instruction 
 
 

Students will attend school on assigned days  
Student seating will be assigned and arranged to 
provide 6’ distance between students  
All staff and students will self-screen for COVID-19 
symptoms daily before coming to school 
Daily schedule will be modified to allow for 
disinfecting desks between classes and social 
distancing in halls and bathrooms  
Masks are to be worn by staff and students at all times 
when social distancing of 6’ or more is not possible 
Partner and group work will be limited and will require 
masks when it is needed. 
Materials are not to be shared by students 
Individual devices will be assigned to each student and 
disinfected after each use 

Staff & students will self-
monitor for COVID-19 
symptoms 
 
Students & staff follow 
State and local mask-
wearing guidelines in 
public 
 
Teachers will engage 
students in online 
collaborative work using  
chatrooms and other 
tools  
 
 

 NEO will purchase and assign 1-on-1 instructional devices and connectivity ports to 
students as needed  
NEO will provide timely IT support for staff and student   
Teachers will focus instruction on priority standards and utilize competency-based 
assessments  
Assignments and grading schedules will be modified 
Teachers will provide asynchronous and synchronous instruction and learning 
opportunities, including recorded lessons for online access and review and utilize 
strategies like flipped  
learning to deliver direct instruction, 
Teachers will maintain daily “office hours” when they will be available to students 
and parents on an appointment basis 
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VII. Student, Family, and Staff Support Services  

We recognize that many members of our NEO family are experiencing significant  
hardships, trauma, anxiety and confusion as a result of this pandemic and we aim to leverage our 
resources to provide you with the support you need.  
  
Special Populations 
NEO’s New Vistas High School will ensure equitable access to continuous instruction and support for all 
students, including special populations of students. Support services will be delivered in person at NEO, 
through Zoom or Google Meets, or, as needed, off-site and in-person following established guidelines. ( 

- English Language Learners: New Vistas will maintain onsite English language development (ELD) 
services for all English learner students.  Individual Learning Plans (ILPs) will identify how EL 
students will have access to core content instruction and assessment. General classroom 
instructional and assessment accommodations may be altered or implemented differently in 
alternative learning environments (i.e. a hard copy bilingual dictionary in the classroom vs. 
software in remote learning). The ILP is effective as the basis for collaboration between 
classroom teachers and EL staff throughout the school year, as instructional contexts evolve.   

- Special Education: To ensure FAPE to all students, New Vistas ensured all students/families had 
access to hardware/software and internet access to have access to the general education 
curriculum. The teacher of record will ensure present levels are considered in assignments and 
tasks are to establish competency. The teacher of record will be in contact with general 
education teacher to ensure content is adapted if needed.  The teacher of record will continue 
to perform all caseload tasks such as ACRs, progress monitoring, manage support staff, etc. 
Support staff will also be reaching out to students daily to provide supports with academics, 
technology, or whatever issues they may have.   See APPENDIX B for more details 

- Homeless and Foster Students:  New Vistas’ McKinney Vento Liaison will work with our high 
school students who are homeless or in foster care to assess needs, monitor progress, 
engagement, and attendance, and to connect them with resources.  

 
School-Based Mental Health Services:  
New Vistas High School students and families will continue to receive support through the school’s  
Student Support Services team who will work with teachers and support staff to continuously assess and 
respond to the social, emotional, and mental health of all students and staff through: 

- Weekly check-ins 
- In-person and remote counseling 
- Reframe existing MTSS training to engaging remote learning models  
- Support groups  
- Maintaining student and staff recognitions, awards (except attendance) and traditions  

Adult Education teachers and aides will also stay engaged with students to assess and respond to their 
needs and situations to the best of their ability accessing appropriate and available school resources and 
information.   
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VII. Student, Family, and Staff Support  continued 

Support for Employees 
NEO’s employees are essential to our students, services, and mission and their safety and wellness is a 
priority of this organization.  All decisions and allocations of resources have them in mind and we will do 
all we can within our means to assess and respond to their needs. Information about the Families First 
Coronavirus Response Act including the Emergency Family and Medical Leave Extensions are available in 
a separate FFCRA document.  
 

Professional Development:  NEO has developed a schedule of professional development and trainings 
that we will make available to employees to support them with the skills and knowledge and resources 
they need to navigate the challenges of this pandemic.   
 

Counseling: NEO employees will receive regular check-ins from our contracted social worker.  
Employees who seek counseling, are eligible for up to 3 sessions with our social worker as long as her 
schedule allows this.  
 

Health Insurance:  All NEO full-time employees are eligible for the company’s health insurance plan. 
 

IT Support: NEO will ensure that employees have direct access to technical support and training.  
 

HR and Wellness Support: NEO’s contract with PayChex gives NEO employees access to the following 
support services: 

- Fin Fit:  FinFit is a comprehensive financial wellness program that offers a variety of tools and 
education to assist employees in addressing their financial goals as well as short-term loans for 
life’s unexpected challenges.  www.FinFit.com 

- Balance Works: BalanceWorks  (www.eniweb.com) benefits include three free, confidential 
counseling sessions, free legal and financial consultations, personalized web portal, wellness 
program with three sessions with a personal wellness coordinator, : 

o 24/7 access to  Balance Works includes three free confidential counseling sessions and 
follow-up with a qualified counselor; 

o  Intake Specialist and Dedicated Personal Assistants 
o Wellness Program: Three sessions with a personal wellness coordinator, Comprehensive 

Health Risk Assessment, and Wellness tools, trackers and articles 
o Personalized Web Portal and Mobile App 
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VIII. Engagement and Communications 

NEO understands the importance of staying engaged with all stakeholders as we make  
essential decisions.  This is especially true during times of significant change, when future 
planning is taking place, and when vulnerable populations are affected.  
 

Ongoing Communication 
NEO has established contacts with IDOE, Porter and Lake County Health Departments, and local 
authorities and will maintain timely communication with them to monitor the status of COVID-19 cases 
in the region.  NEO administrators also closely monitor and implement guidelines issued by the 
Governor and the Department of Education.   
 

NEO will ensure timely communication between the Board of Directors, staff, students, parents, health 
and education officials, social service agencies, and other schools. We will share essential information 
about current levels of operation (Full In-Person, Hybrid, Full Remote) and potential of a COVID 
exposure in our school as well as available community resources, COVID-19 prevention, and ways to 
support students at home.  
 

Information that NEO designates as essential will be provided in both English and Spanish and made 
available in multiple means including print, online, phone, etc. We will make every attempt, within our 
means, to communicate with parents and students in a method and language they understand.   

Staff, Student, and Parent Q & A Sessions:  In the weeks prior to school opening, NEO will host Zoom 
question and answer sessions for members of the NEO Community to respond to the proposed Reentry 
plan. Stakeholders will also be invited to email their questions or concerns to NEO’s Executive Director, 
Rebecca Reiner  rreiner@neoadulted.org.  

COVID-19 Cases: When NEO receives confirmation that a student or staff member tests positive for 
COVID, NEO’s Executive Director or Director of Safety and Facilities will notify local health officials to 
report this information and establish (with their guidance) what subsequent actions are needed. We will 
also notify the NEO community within 24 hours once we receive verification of a positive test within our 
via New Vistas’ all-call system and Adult Education’s email system.     
 

Email and Phone Numbers:  NEO will require all students and parents of student who are 18 years of 
age or younger to provide a current email and phone number at registration. Students who do not have 
an email will be guided through the process of establishing one and on using it. Weekly all-calls are sent 
to high school students, staff, and families each week through School Messenger System. These 
messages are sent as both emails and phone calls. NEO email newsletters are typically sent biweekly. 
 

Adult Education students will be notified of essential information through staff-generated emails and 
phone calls. Adult education teachers will also use Google Classroom as a vehicle of communicating with 
students.  
 

Website and Facebook:  NEO’s website address is www.neoadulted.org  
Our Facebook is https://www.facebook.com/NeighborsEdOpportunities/  
Information specifically related to COVID can be found at www.neoadulted.org/healthandsafety 
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IX. Operations  

NEO’s Reentry Plan seeks to provide guidelines for maintaining effective and efficient  
operations by establishing, communicating, and following policies and best practices in  
the areas of Policies Facilities, Events, Personnel, Budgeting and Financial Operations, Human  
Resource Services, Food Services, Technology Infrastructure, and other key systems and supports. 
 
Policies and Procedures 
Student COVID-related absences: NEO’s New Vistas High School’s and NEO’s Adult Education’s policies 
and procedures regarding student engagement and absences are discussed on page 5 and will be 
explained in detail in respective student handbooks.  
 

Employee COVID-related absences: Employee absences related to COVID-19 will be discussed in detail 
in NEO’s Staff Handbook and in NEO’s FFCRA FAQ   and other employment/ HR related communications. 
We have outlined policies and procedures for working from home in NEO’s Telecommuting Guidelines.   
 

Personnel  
Additional Personnel: NEO is actively recruiting, training, and cross-training current 
and new employees to serve as substitutes for various positions to ensure continuity of services and 
operations in the case of employee absences. 
 

Alternative Command Structure: NEO has planned for alternative command structure in case  
a member of NEO’s Board, Administrative, Instructional, or Support Staff is incapacitated due to COVID-I9.    
 

Changes to Employee Assignment: Any change to employees’ work assignments including schedules 
and duties will be based on status of operations and employee availability and capacity. Any changes will 
be reflected in employee’s job descriptions and compensation.  

 
Facility 
NEO has taken aggressive steps to ensure that our facility remains a safe place for students and 
employees.   
 

Restricting Access: NEO has restricted access to the building by non-essential individuals including the 
use of the Community Room, cafeteria, and other common areas to outside use until further directives. 
 

Isolation Space: NEO has designated a space for students and staff who are sick to be isolated until 
procedures for going home are followed.  
 

Water Fountains: All water fountains will be shut down and replaced with touchless water filling 
stations.  Students will be issued a clear, personal refillable water bottle. They will need to label the 
bottle with their name and take it home every night for cleaning. 
 

Ventilation:  NEO has assessed our ventilation system, including HVAC units and non-fixed windows, to 
ensure ventilation systems are working properly and that we can increase the circulation of outdoor air 
unless doing so poses a safety or health risk individuals.  
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IX. Operations continued   

 
Cleaning and Disinfecting: NEO’s Director of Safety and Facilities will direct routine, supplemental, and 
emergency cleaning and disinfecting procedures in accordance with CDC and local guidelines. 
 

CLEANING AND DISINFECTING 
In-Person During COVID Hybrid Learning Remote Learning 
Soap and hand sanitizer available throughout the building and in each classroom  
 

Routine cleaning and disinfecting is performed regularly on a high frequency scheduled basis by custodial staff; 
routine daily cleaning and disinfecting includes all restrooms, classrooms, floors, sanitizing of cafeteria tables, 
emptying trash, etc. 

 

Supplemental cleaning and disinfecting includes cleaning 
and disinfecting high touch surfaces such as student desks, 
tables, computers and Chromebooks and will be done in-
between classes by trained designated staff 

Once building is cleaned 
& disinfected,  
building will be closed to 
students and staff 

Emergency cleaning and disinfecting will be implemented at the direction of the Executive Director or Director of 
Safety and Facilities in response to an actual infection located at school or when directed by County or State health 
authorities  
Upon direction to implement an emergency cleaning plan, the facility will be evacuated and plans for the length of 
closure will be communicated to the public and staff 

 
 
Food Services 
Food services will continue under all options.  The following guidelines outline these services. 

FOOD SERVICES 
In-Person During COVID Hybrid Learning Remote Learning 

Students must wash hands prior meals; Hand sanitizer is available 
Food should not be shared  
Cafeteria is cleaned between each meal service 

 

 

Staff and students will wear masks except when eating  
 

Seating area will be expanded to enforce 6’ social 
distancing when students are not eating in classroom 
 

Floors will be marked to space students while in line 
for meals & disposing of trash 
Food will be individually wrapped – not offered or 
served family style  
No self-serve service options will be available  
Continued use of disposable plates and utensils 

School building is closed    

School will communicate with 
parents and students about 
meal needs and regional food 
resources 

When requested, students 
will receive a week’s worth of 
meals at a weekly, scheduled 
pick up 
 

 
 
Event Plans 
The following will remain in effect until we can return to school in the Full In-Person Model. 
Mission Tours: All Mission tours will be conducted on an ”by appointment” basis with only one 
designated staff member and one group of related individuals not to exceed 4.  
 

New Student Registration and Intake: Further details will be issued for New Student Registration and 
Intake for both New Vistas High School and Adult Education Students.  
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IX. Operations continued   
 
Event Plans continued 
Testing: TASC (Test Assessing Secondary Completion) Testing for Indiana’s High School Equivalency 
Diploma (HSE – formerly GED) will be conducted as scheduled and posted on NEO’s website and 
Facebook Pages.  This information will be updated on a continuous basis.  NEO has increased the 
number of testing dates to accommodate a limit of 7 testers at one time during HYBRID Model.  Once 
we change to Full In-Person or Full-Remote, we will update this information.  
 
Technology  
The need for technology and additional instructional support during hybrid and remote learning will 
likely to continue in some capacity for the upcoming school year. When we introduce new technology, 
hardware, software, at home-curriculum, etc., we will make every effort to ensure that students and 
families understand their purpose and how to utilize it. Language support might be needed in navigating 
new technologies or programs (i.e. understanding ins and outs of a student learning platform). 
 

Assessing Need and Capacity:  NEO will continuously assess student and staff technology needs through 
technology surveys and check-ins to ensure readiness for success with instruction, learning, and work.    
 

Access: NEO has ordered devices to outfit each high school student with a Chromebook and to provide 
mobile hotspots to those who need them.  Unfortunately, we are currently not able to provide 1:1 
devices to adult education students.  We will work with students to identify options for accessing 
devices and connection if they need remote learning as opposed to in-person classes.  

IT Support:  We are seeking options to provide students and staff with timely and responsive IT support. 
New Vistas’ Student Support Services team will identify strategies to continuously assess and respond to 
student needs, especially of special populations including students with disabilities, socioeconomically 
disadvantaged students, English Learners, homeless and foster youth.  NEO’s Adult Education teachers 
and staff will field questions and offer support to the best of their ability. 

Safety and Security: We are seeking to assure the safety and security of users (students and staff) as 
well as content of material.  

Platforms and Tools:  NEO’s New Vistas and Adult Education programs will identify in detail with 
students, staff and families the specific platforms and online tools that they will use for each model of 
instructional delivery. 

 

 

 

 

 

 

 

18.  



 

 

APPENDIX I: Daily Self-Monitoring for COVID-19 Symptoms 
 

What You Need to Know 
- Anyone can have mild to severe symptoms. 
- Older adults and people who have severe underlying medical conditions like heart or lung 

disease or diabetes seem to be at higher risk for developing more serious complications from 
COVID-19 illness. 

- People with COVID-19 have had a wide range of symptoms reported – ranging from mild 
symptoms to severe illness. Some people with COVID-19 have no symptoms!                                                                       
Symptoms may appear 2-14 days after exposure to the virus. 

 

Watch for Symptoms of COVID-19 
People with the following symptoms may have COVID-19: 

- Temperature of 104 degrees+ 
- New uncontrolled cough that causes 

difficulty breathing 
- Or a change in baseline cough  

-     Sore throat 
-     Chills and/or repeated shaking with chills 
-     Net onset of severe headache 
-     New loss of smell and/or taste 

- Diarrhea, vomiting, and/or abdominal pain 
 

This list does not include all possible symptoms, nor does it mean that you have COVID-19 if you have 
any or all these symptoms.  

- All staff and students MUST self-monitor for these symptoms DAILY BEFORE coming to school.  
- If you have symptoms that cannot be explained by other reasons, you MUST stay home.  
- Any COVID-19 related absence MUST be reported to NEO’s COVID-Response Lead   

 

NEO will maintain strict confidentiality procedures. NEO’s COVID-19 Response Leads are: 
Mr. Clifton Rhodes                                                                                                                                       
NEO’s Director of Safety and Facilities                                                                                                              
(219) 841-7047 or extension 7047 
crhodes@neoadulted.org 

Ms. Rebecca Reiner 
NEO’s Executive Director 
(219) 841-8046  or extension 8046 
rreiner@neoadulted.org

 

When to Seek Emergency Medical Attention 
The following is a list of possible emergency warning signs for COVID-19.  These symptoms do not 
necessarily indicate COVID-19 but do indicate the need to seek emergency medical care immediately 
when someone is showing these or other symptoms that are severe or concerning to you. 

- Bluish lips or face 
- Severe and constant pain or pressure in the chest 
- Extreme difficulty breathing (gasping for air or being difficulty talking due to breathing issues)  
- Severe and constant dizziness or lightheadedness 
- New serious disorientation (acting confused) 
- Unconscious or very difficult to wake up 
- Slurred speech or difficulty speaking (new or worsening) 
- Seizures 
- Signs of low blood pressure (too weak to stand, light-headed, feeling cold, pale, clammy skin) 

Call 911 or call ahead to your local emergency facility 
Notify the operator that you are seeking care for someone who has or may have COVID-19. 
 

Not Sure? 
If you remain unsure of what to do, call your doctor, 911, or the emergency room of your nearest 
hospital.  Here is a link to CDC Guidelines if you are symptomatic.  
https://www.cdc.gov/coronavirus/2019-ncov/if-you-are-sick/quarantine.html                                          19. 
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APPENDIX II: Response to COVID-19 Related Illness at School 
 

The following guidelines will be followed when an individual who is currently in the building- 
a.) exhibits symptoms of COVID-19 
b.) receives notification that they have been exposed to an infected individual  
c.) learns that they have tested positive for COVID-19  

 

If the individual is a staff person, he/ she must immediately call NEO’s COVID Response Leads, Mr. 
Rhodes or Ms. Reiner and move to Holding Room for Response Procedures. 

 

If the individual is a student, the supervising staff must immediately call for Lead to  room (“Mr. Rhodes, 
Please report to Room #”) to assist student as they collect all personal belongings and then escort them 
to Holding Room and follow the Response Procedures.  
 
RESPONSE PROCEDURES 
Screening 
Leads will: 

- Put on protective equipment (gloves, gown, mask) before entering Holding Room 
- Interview individual using the COVID-19 Symptom Analysis and Questionnaire (attached). 
- Determine if individual needs to go home, needs a ride, and if so, arrange for the call to be 

made. 
Tracking, Monitoring, and Reporting:  
Lead(s) will: 

- Complete internal tracking data form 
- If no test results are currently in the picture, monitor individual case(s) according to the 

directives in NEO’s Reentry Plan 
- If the individual has a positive test result, notify NEO’s ED and the Porter County Health 

Department and the county of residence of the infected person  
- Confer on each case and decide on the next steps that need to be taken.  These may include any 

or all of the following: 
o Notify NEO’s Board President and, under the advice of the local health department, to 

decide whether or not to close school for two-to-five days.  
o Notify NEO’s Director of Development and Communications and authorize notification 

of staff stents, and parents of positive case at school, steps NEO is taking, and any 
further directives – at all times maintaining strict confidentiality of infected individual.  

o Implement emergency cleaning and disinfecting of building 
 
NEO’s COVID-19 Response Leads must be notified immediately if an COVID-19 positive individual was in 
the building within the past four days so they may take appropriate action.  
 
Reentry to School 
Individuals who have been away from school due to COVID-19 related symptoms, exposure, or 
diagnosis, may return to school under the conditions and timeframe detailed on page 5 in NEO’s Reentry 
Plan. 
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