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Pandemic Response Handbook
Introduction
As we navigate our way through the various stages of the current Covid 19 global
pandemic it is important that we plan for all eventualities. At KIS we need to
approach this by placing our community health and well-being as our top priority
whilst still providing the quality learning programmes and sense of community
that we are well known for. One may impede the other at times, however, the
safety and health of our community always comes first. The procedures below are
based on current information and current government requirements, these will be
changed and adapted as necessary.
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Possible scenarios for school opening in
a pandemic situation
LOW RISK
The public
health situation
in Bangkok
and Thailand
continues to
improve.

Guiding Principles

The following principles will guide our decision making regarding reopening:
At KIS we will:
● protect the health and safety of students and staff,
● follow the guidelines set by the Thai Ministries of Public Health and Education,
● provide students with some familiarity in school routines for social, emotional
and academic learning,
● provide clear expectations for teachers and students during this emergency
and “new normal” learning environment.
● uphold the integrity and standards of the KIS instructional programmes.
This dialogue has resulted in three scenarios for reopening for which we are
planning.

SCENARIO 1
On campus face-to-face learning
is permitted following mandated
guidelines that allow for in class
learning with mandated restrictions
relating to health and safety.

HIGH RISK
The public
health situation
in Bangkok
and Thailand
significantly
worsens.

MEDIUM
RISK
Prevention of full return to
face-to-face learning on campus
community members must respond
and follow mandated requirements.

SCENARIO 2
On campus face to face learning is
permitted but mandated restrictions
reduce the number of students
on campus and government
requirements are far more severe.

SCENARIO 3
On campus learning is NOT permitted,
remote learning is recommended for the
health and safety of the community.
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Pandemic Response Handbook
About Covid 19
COVID-19 is a type of coronavirus, newly introduced to the world in December
2019. It is mostly spread by respiratory droplets released when people talk,
cough, or sneeze. It is thought that the virus may also spread to hands from a
contaminated surface and then to the nose, mouth or eyes, causing infection.
Therefore, personal prevention practices (such as handwashing, wearing a mask,
social distancing and staying home when sick) and environmental cleaning and
disinfection are important principles that are covered in this document. We have
used well informed sources to construct this handbook and guide our decision
making and related protocol. In order to reopen the school in August 2021 a
number of actions are being taken to help lower the risk of COVID-19 exposure
and spread during our school sessions and activities.

Covid-19 Task Force
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Covid 19 Task Force members
Role:

Responsibility:

Head of School

Overall whole-school pandemic management
and communication

SS Principal

Secondary perspective

PS Principal

Primary perspective

Director for Teaching and
Learning

Focus on schoolwide teaching and learning

Director of School Services

Health and Student Services perspective

Director of Admissions
and Marketing

Communication and Community Relations

Government Relations

Government and Ministry compliance

HR Manager

Personnel

Interim Facilities Director
and Manager (2)

Facilities

The KIS Covid-19 Task Force is in place to ensure:
● Consistent practice and follow-through with protocols to ensure the health and
safety of all community members.
● Implementation of any updates from the Ministry of Public Health, Ministry of
Education and Office of the Private Education Commission (OPEC).
● All protocols run smoothly providing a “normal” as possible school experience
for students and family members.
● Preparations are in place for any change in scenario at any time.
● All departments are working in sync to provide the best possible learning
environments for teaching and learning and the KIS community.
● All faculty and staff are prepared for working within the “new normal”, reviewing
spaces, teaching practices, transitions and health and safety precautions.
● All protocols are followed with regards to illness, Covid-19 and quarantine, to
maintain a campus that is as safe as possible.
The team meets on a regular basis depending on need, and will minute all
meetings and inform/share those requiring information.
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Daily School Procedures & Protocols
KIS Opening Scenarios 1 & 2

Screening Procedures and Protocols

Initial Screening:
Screening is a way for us to ensure the health and safety of all our community
members and ensure the campus is as free from infection as possible. Student and
staff attendance will be carefully monitored and documented. Screening will also
assist us to track and trace any infection should it occur. *The initial pre-opening
screening for staff and families (Risk Assessment Form) will take the form of an initial
“back to school screening form” and must be returned before access to the campus
will be allowed. The form will be shared two weeks prior to opening and must be
returned prior to campus access. Daily routines at home before leaving for school,
procedures on admission to the campus and additional screening throughout the day
will also take place to ensure maximum safety and well-being.
The Form will contain questions relevant the pattern of outbreak and may involve
information such as a health of a child and family members as well as history of
travels and past activities.
Questions such as:
● Have you, a family member or someone you have been in contact with travelled
out of the country in the last 14 days?
● Have you, a family member or someone you have been in contact with travelled
out of the province in the last 14 days?
● Have you, a family member or someone you have been in contact with been
diagnosed with Covid-19?
● Have you, a family member or someone you have been in contact with shown
symptoms of Covid-19?
● Do you or any family member exhibit any of the symptoms of Covid-19
(for example a fever, cough, sore throat, aches and pains, lack of the sense of
smell or taste)?
● Do you or any family member currently have a fever of 37.5 or above?
This information is being collected for information purposes, further discussion may
be required depending on the status of Covid 19 in Thailand and the type of contact
a person has been involved in. A flow chart regarding entry decisions will be used to
guide admission.
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Daily Screening Protocol:
All KIS community persons (students, staff, parents) requiring access onto the KIS
campus will be screened before admission. Screening protocols must be followed
by everyone, these protocols include practices before leaving home, to prevent
unnecessary journeys, at the entrance (Primary and Secondary) to the school and
throughout the day. Along with screening additional health and safety precautions will
be taken. Face masks must be worn at all times.
Student Screening and access protocol:
● All students should be monitored by parents or caregivers before leaving home for
school to prevent any unnecessary contact and a wasted journey to school.
● Parents/caregivers should check for any illness related symptoms and/or a
temperature of 37.5 or above and must stay home if either or both are evident.
● Students should stay home if there are any health irregularities or if they show
symptoms such as a cough, sore throat, runny nose, aches and pains, loss of
taste or smell, or any other signs of respiratory illness.
● Parents/caregivers should not bring their child to school if there is evidence of
other illnesses such as diarrhea, vomiting etc. A child is able to attend school if
they have passed 24 hours from the last symptom experienced.
● Parents are required to call the school and report their child's illness and/or
symptoms if any are detected.
● Temperature will be retaken using the thermoscan located at the either entrance
on arrival at school - if 37.5 degrees or above, a second reading will be taken after
20 minutes, at which point if the person still has a fever they will be refused entry to
the campus and a record of the person with a fever will be made. An area will be
designated for waiting outside both entrances to the school.
● Students will sanitize their hands, walk through a shoe disinfecting area, and
ensure their mask is in place as they enter the campus.
● Additional safety precautions will be in place; students must tap in with their ID
card on entry providing important attendance information for contract tracing.
● Parents should report any movements of family out of province or out of country
and if they have knowingly been in contact with others who have travelled.
● Daily information will be recorded through the attendance records.
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Daily School Procedures & Protocols
Parent/Caregiver Screening:
● All parents/caregivers must take their own temperatures before leaving home to bring
their children to school.
● Parents/caregivers should stay home, if they display any symptoms and irregularities
such as a cough, sore throat, aches and pains, loss of taste or smell, or any other
symptoms of respiratory illness and/or a temperature of 37.5 or above. Further
questions will be asked to ensure Covid 19 is not the cause of possible illness. If this
is a possibility, students should stay home.
● Parents/caregivers should call the school and report symptoms and signs of illness.
This should be recorded in the health file kept and maintained in the Primary and
Secondary offices (attendance) as well as the School Services office.
● Parents/caregivers should report their movements, and those of family/friends /
colleagues with whom they have had contact, out of province or out of country
and if they have knowingly been in contact with others who have traveled to areas
of concern.
● Temperature will be retaken using the thermoscan located at the either entrance
on arrival at school - if 37.5 degrees or above, a second reading will be taken after
20 minutes, at which point if the person still has a fever they will be refused entry
to campus and a record of the person with fever will be made. An area will be
designated for waiting outside both entrances to the school.
● If access to the campus is required, additional screening using the thermo-scans
at the flap gates will be used.
● Parents/caregivers will sanitize their hands, walk through the shoe disinfecting area,
and ensure their mask is in place on entry.
● Additional safety precautions will be in place, parents/caregivers must tap in with their
ID card or provide their proper ID on entry providing important attendance information
for contract tracing.
Faculty and Staff Vaccinations:
Most of our faculty and staff at KIS International School (96-98%) have now been
partially or fully vaccinated. Our Thai faculty and staff have been vaccinated through
OPEC, The Ministry of Education, and the Ministry of Labour, while our international
faculty have received vaccines through the Ministry of Higher Education, Science and
Innovation, the Chulabhorn Royal Institute, and abroad. We are also pleased to share
that most of our new overseas hires will be fully vaccinated by the start of school.
Although more and more of our community are receiving vaccines, it will be necessary
for the school to continue a cautious approach for the reopening of our campus. As we
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know, having a vaccine does not make one immune to the virus. We continue to make
the campus a safe environment for our community with our usual safeguards.
Faculty and Staff Screening:
● All staff should take their temperature before leaving home to prevent an unnecessary
journey.
● If staff members are parents, they need to follow parent guidelines, too.
● Staff should check for any illness-related symptoms before leaving home.
● Staff should stay home if there are any irregularities such as a cough, sore throat,
aches and pains, loss of taste or smell, or any other symptoms of respiratory illness
and/or a temperature of 37.5 degrees or above.
● Staff should call the school and report symptoms and signs of illness that should be
recorded in the health document to be kept and maintained online and shared in the
offices.
● As Thailand becomes more open, staff may be required to share their movements and
those of family/friends/colleagues with whom they have had contact, out of province
or out of country and if they have knowingly been in contact with others who have
traveled to areas of concern.
● Staff should call the school and report symptoms and signs of illness. This should be
recorded in the health document kept and maintained in the offices (attendance).
● Temperature will be retaken using the thermoscan located at the either entrance
on arrival at school - if 37.5 degrees or above, a second reading will be taken after
20 minutes, at which point if the person still has a fever they will be refused entry
to campus and a record of the person with fever will be made. An area will be
designated for waiting outside both entrances to the school.
● If access to the campus is required, additional screening using the thermo-scans at
the flap gates will be used.
● Staff will sanitize their hands, walk through a shoe disinfecting area, and ensure their
mask is in place upon entry.
● Additional safety precautions will be in place; staff must tap in with their ID card on
entry providing important attendance information for contract tracing.
● Data will be collected and stored on the daily attendance record.
Visitors on Campus:
Visitors on campus will be by appointment only through the Leadership Team. The same
protocol as community members must be followed, names and details will be logged.
While on campus, visitors must be accompanied to ensure that social distancing and
other protocols are followed. It is our intention to relax this protocol when it is deemed
safe and the current danger of the pandemic has passed.
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Daily School Procedures & Protocols
Attendance and Contact Tracing
Procedures Attendance:
Attendance, including temperature taking on
entry using the thermal scan, will be recorded
on admission through the flap gate system.
Student attendance will be recorded again by
the teacher through the Managebac system.
Divisional office staff will follow up with a
phone call to families of any absent students
and record the reason for being absent on a
document shared with the Head of School,
Principals, and the Director of School Services.
Any absences that have related Covid-19
symptoms will be observed and followed
up individually and will be required to follow
the procedure based upon the level of risks
associated. Staff attendance will be screened
in the same manner. HR will follow up with sick
and quarantine time taken by staff and consult
accordingly with the Head of School and the
appropriate Principal.

Illness:
It is essential that the whole community
is mindful of any illness and aware of their
symptoms, we all need to be responsible not
only for our own and family health but also
that of our school and wider communities. It is
important that we act on the side of caution to
minimize illness and infection within the school
community.
This chart to the right is developed to inform
the community of our school attendance
screening in order to clarify our community
safeguards. With emerging new variants
creating a higher transmissibility rate, it is
essential that we place our track and tracing
procedure as our utmost priority.
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COVID-19 ACTION PLAN

Initial screening will be done in conjunction with the principal offices, Homeroom, School Nurse
Symptoms of COVID-19*
• Not contacted with COVID-19
patient and/or
• Not recently visited high risk
areas where there was report
on mass infection/ cluster
(for examples, concert,
entertainment venue,
department store, market)

No symptoms of COVID-19*
but have had contact with
COVID-19 patient

Symptoms of COVID-19*
•H
 ave had contact with
COVID-19 patient and/or
•R
 ecently visited high risk
areas where there was report
on mass infection / cluster
(for examples, concert,
entertainment venue,
department store, market)

A member of the household
has COVID-19 (including
someone in the supporting
bubble, for examples, maid,
nanny, driver etc.

• If a child displays one or more
symptoms while at school,
they will be isolated in the
quarantine ward in the nurse’s
office until parents/guardian
comes to pick up
• Parents/guardian must
consult with the doctor to
acquire proper diagnosis.
• If unwell, stay home to
prevent contagion
• Report to school and present
medical certificate if absence
is more than 2 days
• Attend school after fully
recovered

• Stay off campus and monitor
your health for 14 days
• Arrange to have COVID-19
testing(s) as children tend to
be asymptomatic but carry
the virus
•R
 eport to school and present
medical certificate for the
absences and all clear

• If a child displays one or more
symptoms while at school,
they will be isolated in the
quarantine ward in the nurse’s
office until parents/guardian
comes to pick up
• Stay off campus and monitor
your health for 14 days
• Arrange to have COVID-19
testing(s) as there was a risk
of exposure
• Report result to school
• Present medical certificate
before returning to school

•P
 arents/guardian must report
to school if a member of their
household tested positive
•A
 child must remain off
campus for 14 days
•A
 rrange to have a COVID-19
test(s) as children tend to be
asymptomatic but carry the
virus
•R
 eport result to school

*WHO description of COVID-19 symptoms:
The most common symptoms of
COVID-19 are
• Fever
• Coughing a lot for more than an hour, or
3 or more coughing episodes in 24 hrs
• Fatigue
Other symptoms that are less common
and may affect some patients include:
Loss of taste or smell, Nasal congestion,
Conjunctivitis (also known as red eyes),
Sore throat, Headache, Muscle or joint
pain, Different types of skin rash, Nausea
or vomiting, Diarrhea, Chills or dizziness.

COVID-19 POSITIVE: Please notify the school as soon as possible. KIS is required
to report our case to the BMA and OPEC and close our campus for disinfectant.
Communication will be dispatched to the community members and high-risk contact
group(s) will be required to be self-quarantined and adhere to further measures.
COVID-19 NEGATIVE: Completion of 14-day self-quarantine is required regardless
of negative result. Present test results to school before returning to school.

Return to Campus
After recovery, the school must have the necessary documents to issue a
safe return for your child.

|
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Daily School Procedures & Protocols
The virus can spread from an infected person’s mouth or nose in small liquid
particles when they cough, sneeze, speak, sing or breathe. These particles range
from larger respiratory droplets to smaller aerosols.
Current evidence suggests that the virus spreads mainly between people who are
in close contact with each other, typically within 1 metre (short-range). A person
can be infected when aerosols or droplets containing the virus are inhaled or
come directly into contact with the eyes, nose, or mouth.
The virus can also spread in poorly ventilated and/or crowded indoor settings,
where people tend to spend longer periods of time. This is because aerosols
remain suspended in the air or travel farther than 1 metre (long-range)*(source:
WHO Coronavirus disease (COVID-19): How is it transmitted?).
People may also become infected by touching surfaces that have been
contaminated by the virus when touching their eyes, nose or mouth without
cleaning their hands.
In the case of a community member (staff/student/parent/adult on
campus) having had close contact with a confirmed Covid-19 patient:
● Notify the school office immediately. Describe the detail of how you came in
close contact with the patient.
● In the event that the school has reported that a community member is tested
positive, the School must provide a list of names that the school has known
to have had close contact with the patient. The School Leadership must
immediately notify everyone on the list to self-quarantine.
● Anyone that has had close contact with a Covid-19 patient but does not have
signs or symptoms of Covid-19 must go into self-quarantine for 14 days. A
14-day home quarantine is mandatory even though the Covid-19 test showed
negative during the period of quarantine.
● The School must report to the (Bangkok Metropolitan Authority (BMA) and the
Ministry of Public Health (MOPH).
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●T
 he person in question can return to school after 14 days if there had been no
signs and symptoms of Covid-19. A doctor’s note must accompany the return
to the campus (asymptomatic infection ruled out) and must be submitted,
before returning, to the appropriate divisional office. In addition, A result of a
COVID-19 test must be presented upon returning to campus asked to provide
further contact tracing details to the school to help determine the types of risk
while they must also seek medical consultation and provide the school with the
doctor’s note as soon as possible to allow the continuation of learning.
In the case of a community member (staff/student/parent/adult on
campus) being diagnosed with Covid-19:
● All screening and attendance documentation will be utilized as contact tracing
information for the school to the MOPH, the BMA, and other related ministries
and agencies.
● The MOPH and the BMA must be notified to begin their investigations and
provide advice.
● Those in close/near contact but showing no symptoms will be quarantined from
the general school population and/or sent home immediately from school to
start self-quarantine for 14 days. A 14 day home quarantine is mandatory even
though the Covid-19 test showed negative.
● Persons diagnosed with Covid-19 will be required to follow strict state
guidelines for clinical practices, diagnosis, and treatment provided by the
Department of Medical Services (DMS). This is not within the boundary of KIS
school practices; however, the School will need to cooperate with the DMS to
provide details of information as needed.
● In accordance with the Ministry of Public Health, school will be required to close
for a minimum of 3 days for disinfectant.
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Daily School Procedures & Protocols
In the case of a family member/friend/colleague being diagnosed with
Covid 19:
● Investigations regarding screening and contract tracing will begin, findings will
be used to provide contact tracing information for the school and the MOPH, the
BMA, and other related ministries and agencies.
● The Thai MOPH, the BMA must be notified to begin their investigations and
provide advice.
● Those in close/near contact but showing no symptoms will be quarantined from
the general school population and/or sent home immediately from school to start
self-quarantine for 14 days. A 14-day home quarantine is mandatory even though
the Covid-19 test showed negative.
● A result of COVID-19 test must be presented upon returning to campus.
Returning to school after illness:
Returning from normal sickness:
● If symptoms are not Covid-19 related, the student/staff may return to school
without a medical certificate following the guidelines in the KIS Health
Handbook.
Returning from low-risk category:
● People coming back from quarantine in the low risk category should present a
doctor’s note before entering school premises.
Returning from high-risk category:
● People coming back from quarantine in the high-risk category should present a
negative Covid-19 test result upon their returning.

July 2021
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Daily School Procedures & Protocols
Quarantine procedures:
Self-quarantine/isolation is about protecting others and slowing down the spread
of Covid-19. It is very important that anyone who has the virus, or might have
been exposed to it, limits the number of people they come into contact with for
14 days. This is the most effective way of preventing Covid-19 from spreading. No
contact should be made with others whilst in quarantine; no visitors to the home
are allowed. Isolation should be as strict as possible. Any trips outside the home
should be avoided, but if essential should be done at off peak hours and require
as little person to person contact as possible. When possible groceries and food
should be acquired on-line and left outside the door. If the person is not sick, work
or study is to be done from home and will be allocated for the period of isolation.
The most common symptoms of COVID-19 are:
● Body temperature on or above 37.5C (fever)
● Coughing a lot for more than an hour, or 3 or more couphing episodes in
24 hours.
● Fatigue
● Runny nose
● Sore throat
● Loss of smell/taste
● Abnormal rapid breathing
● Shortness of breath
Other symptoms that are less common and may affect some patients include:
- Loss of taste or smell
- Nasal congestion
- Sore throat
- Headache
- Muscle or joint pain
- Different types of skin rash
- Nausea or vomiting
- Diarrhea
- Chills or dizziness
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Close contact is defined as:
● Sharing the same classroom, same sleeping quarters, are best friends or have
been playing together.
● Having had conversations within the range of less than 1m for at least 5 minutes
or have been coughed on, sneezed on without any protective equipment.
● Having stayed in the same closed space, no ventilation or airflow, for example,
in the school bus, in an air-conditioned room and have stayed in the range of
less than 1m. for at least 15 minutes without any protective equipment.
Non-Contact Persons:
Anyone who stayed in the school but has not had any close activities, contact or
met with the patient in the last 14 days.
Students with a High Risk to Personal Health:
Students considered to be at risk by attending school, having underlying health
conditions that potentially put them in a higher risk category of serious illness
if Covid-19 is contracted, should provide a doctor's note/medical certificate
explaining why they should not attend and excluding them from school. In this
case Remote Learning at home will be provided. Extended circumstances will be
reviewed on an individual basis.
Staff with a High Risk to Personal Health:
Staff considered to be at risk by attending school, having underlying health
conditions that potentially put them in a higher risk category of serious illness
if Covid-19 is contracted should provide a doctor's note/medical certificate
explaining why they should not attend and excluding them from school. In this
case tasks and work will be provided to be completed at home at the discretion
and under the guidance of the divisional Principal. Cases will be reviewed
individually by the Head of School and Department Managers. Extended
circumstances will be reviewed on an individual basis.
Staff Illness and Sick Time:
● Staff sick time allocations will remain the same as contracted.
● Any quarantine period required due to community contact will not count against
personal sick time or unpaid leave.
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Daily School Procedures & Protocols
● Any quarantine period knowingly acquired, through the following types of
behaviors may result in loss of pay or contractual repercussions:
- participating in activities that contradict known travel restrictions.
- personal interactions with others known to be in the high risk category,
- knowingly participating in high risk events such as large gatherings,
concerts etc.
- knowingly socializing or interacting with persons who are already in
quarantine.
Any exceptional circumstances will be reviewed on an individual basis.
Regular Health Checks and Vaccinations:
As we move back into school and on campus learning we need to ensure our
community is as healthy as possible, appropriate amounts of sleep, exercise
and a balanced diet will all support a healthy immune system. The following
recommendations will also aid this objective:
● It is highly recommended that student vaccination records are up to date.
● It is recommended that community members are up to date with the seasonal
flu shot 2 weeks before returning to school in order for the vaccine to take
effect.
● Avoid crowded places and public transportation.
● Wear a face mask when in school and out in public.
● Practice good hygiene at all times.
● Avoid sharing personal belongings and food/drink with one another.
● Take your temperature daily before coming to school.
● Notice signs of irregularities even though it only appears very mild.
Community Wellbeing:
The pandemic by its very nature has brought to light many unknowns, especially
with regards to mental health and wellbeing that have had a personal impact on
many people, adults and students alike. The stresses related to working from
home often include isolation, and loneliness for some, as well as family stresses
over financial and emotional issues that may have caused tension and in some
cases disrupt family harmony. This is compounded by a lack of social interaction
and a need to perform either professionally or academically.
As we move back into face-to-face learning and teaching with many restrictions
from the norm, we need to be highly aware of the effects that may be felt by the
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community and assist each other in the transition as well as ensuring additional
services are available for those who may need it. Teachers and counselors should
be prepared to deal with community members in relation to the above mentioned
issues and many others. Child protection should be at the forefront of our minds.
Procedure for dealing with a death in the KIS Community:
The death of a parent, teacher, staff person or someone from the school
community can cause stress and pain throughout the school. Each person will
need the opportunity and support to deal with the situation in his or her own way.
The school will immediately contact the School Counselors who will assist in the
development of a plan specific to the case in question. Please refer to the Crisis
Response Handbook for further information.

Cautionary and Preventative Requirements
Personal hygiene and infection control precautions for staff:
● Each grade/classroom/ in the Primary will have a ‘Sanitation Station’ which
should include hand sanitizer (digital thermometer gloves and spare masks).
Sanitation stations for hand cleansing will be placed throughout the Secondary
School.
● Masks must be worn at all times by everyone unless eating or drinking.If visors
are worn, they must be worn in combination with a well-fitting mask.
● Students/adults will be continuously reminded not to touch their face.
● Hands must be sanitized after touching shared spaces and surfaces, when
transitioning to another space within the school, before and after eating, before
and after bathroom use. If in doubt, sanitize.
● Staff should provide their own coffee mugs and water bottles. Take care of these
yourself, store in your own storage space, leave on the premises, if possible.
● Staff should place bags and personal belongings in the classroom cupboards/
storage spaces away from those of others. Bring minimal belongings from home
and leave whatever you can at school.
● Primary School students will be provided with their own storage cubbies and
trays for storing personal items.
● Personal items from home should be limited and purposeful. (see Primary and
Secondary Sections).
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Hand Washing and Sanitizing:
Washing Your Hands the Right Way:
Washing your hands is one of the most effective ways to prevent the spread of
germs. Clean hands can stop germs from spreading from one person to another
and throughout an entire community, from your home and workplace to school.
Follow these five steps every time.
1. Wet your hands with clean, running water (warm or cold), turn off the tap, and
apply soap.
2. Lather your hands by rubbing them together with the soap.
3. Lather the backs of your hands, between your fingers, and under your nails.
4. Scrub your hands for at least 20 seconds. Need a timer? Hum the
“Happy Birthday” song from beginning to end twice.
5. Rinse your hands well under clean, running water.
Washing hands with soap and water is the best way to get rid of germs in most
situations. If soap and water are not readily available, you can use an alcoholbased hand sanitizer that contains at least 60% alcohol. You can tell if the sanitizer
contains at least 60% alcohol by looking at the product label.
Sanitizers can quickly reduce the number of germs on hands in many situations.
How to use hand sanitizer
● Apply the gel to the palm of one hand
(read the label to learn the correct amount).
● Rub your hands together.
● Rub the gel over all the surfaces of your hands and fingers until your hands
are dry. This should take around 20 seconds.
Respiratory Etiquette:
The following measures to contain respiratory secretions are recommended for all
individuals with signs and symptoms of a respiratory infection.
● Wear facial covering (both mouth and nose) with a mask at all times.
● Cover your mouth and nose with a tissue when coughing or sneezing; if a tissue
is not available cough or sneeze into the elbow area.
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●K
 eep hands away from your eyes, nose and mouth.
● Use the nearest waste receptacle to dispose of the tissue after use;
● Perform hand hygiene (e.g., hand washing with l soap and water, +60%
alcohol-based hand sanitizer) after having contact with respiratory secretions
and contaminated objects/materials.
KIS will ensure the availability of resources for adhering to Respiratory Hygiene/
Cough Etiquette in classrooms, learning environments, shared spaces and
common areas.
● Provide tissues and additional face masks if needed.
● Provide pedal bins for used tissue and mask disposal.
● Provide conveniently located dispensers of alcohol-based hand rub in the
classrooms and sanitation stations; where sinks are available, ensure that
supplies for hand washing (i.e., soap, disposable towels) are consistently
available and sanitized.
● Provide spare masks for community members if the need arises.
Face Masks and Covering:
Appropriate use of masks/face coverings/face shields:
A face covering or mask is highly recommended by the authorities to be worn
whilst out of the home - this includes public spaces. It is required by law in
schools and classrooms. Face masks are one tool utilized for preventing the
spread of disease. Face masks are loose-fitting masks that cover the nose and
mouth and have ear loops or ties or bands at the back of the head. There are
many different brands and they come in many different colors. It is important to
use a face mask approved by the FDA.
Facemasks help limit the spread of germs. When someone talks, coughs, or
sneezes they may release tiny drops into the air that can infect others. If someone
is ill, a face mask can reduce the number of germs that the wearer releases and
can protect other people from becoming sick. A face mask also protects the
wearer’s nose and mouth from splashes or sprays of body fluids.
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How to put on a face mask:
● Clean your hands with soap and water or hand sanitizer before touching the
mask.
● Remove a mask from the box and make sure there are no obvious tears or
holes in either side of the mask.
● Determine which side of the mask is the top. The side of the mask that has a
stiff bendable edge is the top and is meant to mold to the shape of your nose.
● Determine which side of the mask is the front. The colored side of the mask is
usually the front and should face away from you, while the white side touches
your face.
● Follow the instructions below for the type of mask you are using.
● Face Mask with Ear loops: Hold the mask by the ear loops. Place a loop around
each ear.
● Face Mask with Ties: Bring the mask to your nose level and place the ties over
the crown of your head and secure with a bow.
● Face Mask with Bands: Hold the mask in your hand with the nosepiece or top
of the mask at fingertips, allowing the headbands to hang freely below hands.
Bring the mask to your nose level and pull the top strap over your head so that
it rests over the crown of your head. Pull the bottom strap over your head so
that it rests at the nape of your neck.
● Mold or pinch the stiff edge to the shape of your nose.
● If using a face mask with ties: Then take the bottom ties, one in each hand, and
secure with a bow at the nape of your neck.
● Pull the bottom of the mask over your mouth and chin.
How to remove a face mask:
● Clean your hands with soap and water or hand sanitizer before touching
the mask. Avoid touching the front of the mask. The front of the mask is
contaminated. Only touch the ear loops/ties/band. Follow the instructions below
for the type of mask you are using.
● Face Mask with Ear loops: Hold both of the ear loops and gently lift and remove
the mask.
● Face Mask with Ties: Untie the bottom bow first then untie the top bow and pull
the mask away from you as the ties are loosened.
● Face Mask with Bands: Lift the bottom strap over your head first then pull the
top strap over your head.
● Throw the mask in the trash. Clean your hands with soap and water or hand
sanitizer.
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Glove use:
Gloves should be worn when working with bodily fluids, such as toilet routines
with young children, and when cleaning and disinfecting resources, materials and
surfaces.
When wearing gloves you should:
● Wash your hands before putting on sterile gloves.
● Make sure your gloves fit properly for you to wear them comfortably during use
● Be aware that sharp objects can puncture your gloves.
● Always change your gloves if they rip or tear.
● After removing gloves, wash your hands thoroughly with soap and water or
alcohol-based hand rub.
● Never reuse medical gloves.
● Never wash or disinfect medical gloves.
● Never share medical gloves with other users.
To remove gloves:
● Avoid touching the surface of the glove.
● Remove from the wrist and turn inside out as removing.
● Carefully dispose of gloves (never reuse).
● Wash or sanitize hands thoroughly after removal.
Use of Aprons:
Aprons should be worn when dealing with close contact and specifically body
fluids such as Early Years toileting routines, supporting and assisting sick or
injured students. Aprons will be available in the EY classrooms, with the nurse and
in the school offices.
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 hysical Distancing and
P
Infection Control Behaviours
Physical Distancing:
The term “physical distancing” refers to measures being taken to restrict where
and when we can gather in order to stop or slow the spread of an infectious
disease. In general, 1 metre or more should be kept between people interacting
within the school community. Closed classrooms/pods that serve a consistent
group of students and staff offer the opportunity to more closely control the
environment through monitoring of symptoms and adherence to policies for
people who are showing signs of being ill. Additionally, staff can build routines
for students to wash their hands upon arrival and after equipment use and follow
clear routines with regards to the space, resources and personal hygiene.
This can be accomplished by:
● Maintaining safe learning spaces. 1 metre + apart between students at all times.
● Developing the use of visual cues and appropriate signage to demonstrate
physical spacing i.e. sit where there is a sticker, walk and line up on the floor
markers, follow the arrows.
● Provide a means to space students accordingly when sitting on the floor.
● Ensuring a distance of 1 or more metre between persons at all times throughout
the campus when working, sitting, socializing, eating and transitioning, as much
as possible.
● Modifying classrooms and learning spaces to avoid close contact and rearrange
furniture accordingly.
● Keeping students static and in one place as much as possible, with restricted
movement around the school.
● Developing one-way systems for movement around the campus if possible or
develop routes to minimize congestion on the stairs in hallways and common
areas.
● Using floor signage to provide guidance.
● Using lifts only when necessary, lifts should also include signage for use and this
should be posted inside and outside the elevator.
● Having students minimize transitions, have teacher's move rather than students
whenever possible.
● Holding physical education classes outside and encouraging students to spread
out (for younger students use hoops or mats).
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● Sitting

using social distancing rules in the canteen when eating and providing
additional shifts for lunches and breaks to accommodate these needs.
● Provide opportunities to be outside maintaining distancing for PE and some
classes.
Infection Control Behaviours:
● Avoid community use of resources and supplies whenever possible.
● If shared supplies are necessary, use designated containers for storage and
cleaning.
● Students should bring as little as possible into school, but will need to bring
personal water bottles, personal pencil cases, spare clothes/masks depending
on age.
● Items should be prioritized as much as possible; items that can be stored
separately and remain at school to prevent on/off campus contamination should
remain on campus.
● Communal supplies are considered high-risk and should be cleaned frequently,
hands must be washed/sanitized after every use.
● Staff should not share equipment between other staff or students whenever
possible. i.e bring your own coffee cup and water bottle, leave at school and
care for them yourself, keep your personal belongings/bags etc in a separate
place away from others, bring as little as possible into school.
● Do not share teaching materials unless cleaned before and after use by another.
● Clean high touch surfaces and resources between different groups and uses.
● Limit the amount of close contact between persons in high-traffic situations and
times i.e before after breaks, on the stairs, transitioning to / from different parts
of the school.
● Stagger arrival and/or dismissal times, follow the schedule provided for arrival
and pick up. Always practice social distancing.
● Students must be picked up on time and go directly home after being signed
out, no playing or socializing after school hours allowed until further notice.
● Spend no longer than 2 continuous hours in air-conditioned spaces.
● Ventilate learning spaces wherever possible.
● Minimize crowding at drop-off and pick-up times (routines). Parents of students
in G1-G12 should drop their children off in ‘drive through’ fashion.
● Times will be designated by divisional principals for families/grades to come
onto the campus, consider staggering times if possible.
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Upon the reopening of on-campus learning for the 2021-22 academic year, the
following will be in effect (a separate announcement will be made to confirm that
date.) Due to instructional requirements and space limitations and the state of
tviral infections in Bangkok, we may start with a hybrid learning system.
● The Primary School will admit 50% of students per class per grade (A/B days)
for the first 2 days so that students and staff can become familiar with the rules
and regulations on a less crowded campus, this way a parent can also come
with the student for the first two days of their schooling. See Staggered Entry
Protocol.*
● Secondary School students will likely start on the first day of school and attend
everyday. This could be adjusted if the school follows a hybrid learning model.
● Participant pick-up and drop-off will occur outside (schedule to follow).
● Follow visual cues or barriers to direct traffic flow and distancing.
● Appropriate signage and processes will be developed to limit and minimize
interactions of families.
● Large sports and community gatherings such as after school programmes, field
trips, large group assemblies, athletic events, practices, special performances,
programme-wide meetings, coaching, and large staff meetings are canceled
until further notice.
● Accommodate the needs of children and families at risk for serious illness from
Covid-19.
● Honor requests of parents who may have concerns about their children
attending school due to underlying medical conditions of those in their home.
● Staff who cannot be at work due to their own high-risk conditions should inform
the school and be offered alternatives for working at home if not sick.

Cleaning and Disinfecting Routines
Thorough cleaning helps to remove pathogens and significantly reduces the
amount on contaminated surfaces, it is an essential first step in any disinfection
process.
● A fresh cloth should be used at the start of each cleaning session. Discard any
cloth that is no longer saturated with solution.
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●F
 resh disinfecting solutions will be prepared on a daily basis or for each cleaning
shift. Buckets are thoroughly washed with detergent, rinsed, dried and stored
inverted to drain fully when not in use.
● Pedal bins with lids are used to minimize touch, and will be emptied daily, used
bin bags are tied tightly before disposal.
●G
 loves must be worn to protect hands when cleaning surfaces. Disposable
gloves are placed in the waste bins provided. After cleaning, permanent gloves
must be carefully washed and dried. Hands must be washed up to the elbows
with soap and water, following the hand washing protocol, when gloves are
removed.
●F
 or areas considered to be at high risk of virus contamination such as the
nurse’s office, a separate cleaning set is allocated for use in that space.
Cleaning classrooms and learning spaces:
●C
 lassrooms will be cleaned using the appropriate volume of disinfectant solution
to remove germs, viruses and other pathogens.
●C
 leaning will be performed 3 times a day; morning break, lunch and at the end
of school day.
●A
 Dettol solution will be used to clean tables, chairs and surfaces.
●F
 loors will be cleaned with a commercial antiviral disinfectant.
●D
 ettol wipes will be available to clean and wipe computer screens and
keyboards and other regularly used, difficult to clean items.
●E
 ach class/grade will be provided with spray bottles, gloves and an alcohol
cleaning solution for wiping down resources between uses.
●F
 requently touched surfaces will be wiped down and cleaned with a disinfectant
solution throughout the day. These include for example:
- Door knobs/handles
- Handrails
- Light switches
- Countertops
- Push buttons
- Remote controls
- Telephones
- Window locks
- Water taps
- Toilet flushers
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Bathroom Cleaning:
Bathroom cleaning is performed regularly throughout the day. The cleaning involves
the use of disinfectant to target areas which could have high concentrations of
bacteria and viruses. Cleaning instruction should be followed:
● Wear permanent or disposable protective gloves whenever you clean a toilet.
● Clean all door handles, taps, bidet shower, countertops, basins, mirrors, walls
behind the basins and the paper and soap dispensers in the toilet with a wet
cloth and the disinfecting multi-purpose cleaner. Pay special attention to cleaning
contact surfaces.
● W ipe the floor with the floor cleaning equipment and the multi-purpose cleaner.
● Clean gloves after use and hang dry or if disposable discard in the waste bins
provided.
Deep cleaning:
Deep cleaning is normally scheduled for the weekend (Saturday) It gives intensive
attention to reach deep into all areas
● Sweep the dust off the floor and surface including hidden corners, bookshelves
and resources.
● W ipe down all areas with an appropriate disinfecting agent.
● Scrub tables and chairs.
● Clean window frame, blind, hanging displays, carpet and soft seating (if any).
● Scale removal from bathroom tiles, grout surface, hand basins, toilet bowls &
urinals.
● Conduct whole room disinfection fogging to enable difficult-to-reach places to be
thoroughly disinfected.
Indoor Environmental Cleaning and Disinfecting:
● All persons (students, teachers and parents must sanitize their hands before
entering the room.
● Equipment and resources should be individualized as much as possible Students, and teachers should not share (toys, math manipulatives, playdough
etc. should be provided in individual packages as possible).
● Students should keep their belongings separate and in lockers or storage bins
provided.
● School resources (shared resources such as pencils, markers, Numicon, Lego
etc.) should be sterilized/cleaned after each use.
● Common and high traffic areas will be wiped down three times per day to ensure
surfaces remain as clean as possible.
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●S
 hared spaces such as the gym, atriums, auditorium etc. will be cleaned after
each use.
● The Library staff will develop their own cleaning schedule to be used after
each class and will document how they clean books, iPads and other shared
resources.
● Staff rooms and other planning spaces should be cleaned every 2 hours.
● Pull out spaces for primary one-one teaching should be cleaned by the teacher
after each use.
● Teachers and students (where possible) should get into the habit and take
responsibility for cleaning spaces after use.

Communication
Clear communication:
Clear and regular communication is essential at all times between the school
and community members and vice versa, this is even more important in times
of difficulty and/or crisis. In the coming year, there will be some changes to the
communication channels at KIS and those changes will be communicated.
Communication methods:
KISLetter:
Emails are sent out periodically from the HOS and Principals regarding updates
and general school information. These emails will show up as KISLetter in your
inbox, it is important you read these and check if there is something that is
unclear. Please make sure that your email address that we have on file is up to
date. If you need to update any information, please contact the registrar, Pam,
at panaiyada.hi@kis.ac.th. In addition, the HOS and Principals will communicate
regularly on the KIS Community portal with updates.
SMS service:
In addition to the usual communication channels, we also use mobile phone
SMS to send out important reminders or announcements. The SMS will show
“KIS” as the sender’s name on every message and “KIS Wolves” for Athletics
communication. Please note that the SMS service is one-way so you will need to
contact us directly for further inquiries.

|
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Class Blogs and Managebac:
In the Primary school each grade level has a blog that keeps you up to date with
classroom happenings, in the event of a school closure the blog is used to inform
about teaching and learning and begin the remote learning process.
KIS Spirit newsletter:
KIS Spirit is our school newsletter and provides updates on school events and
activities. Spirit is published approximately every 4-5 weeks electronically and is
emailed to all staff and parents’ email addresses on file, so be sure to keep us
updated with your latest contact details. You can also find the current issue and
back issues for the previous academic years on the KIS portal in the Community
Updates section (accessed through the KIS home webpage). Our website
www.kis.ac.th, Facebook pages are also good sources of news and calendar
updates between issues of KIS Spirit.

Learning Alternatives While School is in Session
There may be times when alternatives to ‘face to face’ learning may be required
for example:
● Students are not able to return to Thailand to begin classes but are registered
KIS students.
● Students are in self-quarantine.
● Students have underlying health concerns that make them high risk to be in a
school.
● Parents are extremely cautious and would prefer their child not to be in school.
A ‘remote learning’ programme will be provided, for students who are registered
at KIS but not attending school for any of the above reasons. The online
programme will run alongside the face to face classroom programme, in a manner
that is manageable for students, families and teachers.
In the event of a return to Remote Learning:
A review of the Remote Learning Programmes are currently taking place. The
Remote Learning Handbook, Teaching and Learning agreements and parent
information will be updated and shared as soon as the revisions are complete
at the beginning of the school year. This new and revised information will form
the basis of the Remote Learning Programme if we should need to return to a
lockdown home learning situation. Tools such as SeeSaw and Google classrooms
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will be ready to put into action as learning platforms. Students will spend time
becoming familiar with these platforms throughout the school year. In the
Secondary School Managebac and email are used to communicate between
Students and Teachers.

Large Gatherings
Large gatherings are not permitted under current restrictions. Assemblies,
auditorium gatherings, coaching, sports fixtures and after school programmes
should not take place until further notice. Staff and parent meetings should be
social distanced with limited attendance. Head of School or Principals will allocate
time and space for meetings should they need to occur.

Training and Professional Development
Training programmes will be developed for all staff to include the information
detailed in this handbook as well as relating to specific subjects/spaces and
roles within the school. It is important that all staff are aware of what is required
and expected to maintain a safe and healthy environment for learning and for the
community. As there are three clear scenarios for reopening the school training will
be provided for all three scenarios and will include:
Scenarios 1 & 2
● Health and safety
● Working in the new normal
● Teaching and learning in the new normal
● Combined teaching
(simultaneously providing remote and on campus face to face learning)
Scenario 3
● A review of remote learning
● Remote Learning preparations
● Remote Learning Model
Workshops and training will take place before students and families are allowed
back onto the campus. Some training will take place in Thai to ensure everyone is
aware of all protocols.
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Bussing Procedures
Families using the school bus service for transportation to and from school should
follow the protocol stated below:
Protocol relating to the bus and monitors:
● All buses will be thoroughly cleaned prior to and after each use.
● Bussing staff including monitors and drivers will be screened prior to beginning
the journey.
● All buses will be equipped with hand sanitizers, alcohol cleaning solutions and
spare masks.
Traveling to school:
● Students will have their temperature taken before boarding the bus (students
with temperatures above 37.5 will not be permitted to ride the bus and should
stay home)
● All students must sanitize hands and wear a mask.
● Students will be seated according to social distancing requirements and should
not move before alighting the bus.
● Siblings must sit together on the same row.
● All students will be screened again prior to accessing the campus using the
thermal scanning machines, they will also sanitize hands and shoes and ensure
their mask is secure.
● Primary students should wait in the atrium, following social distancing
requirements until 7:30 at which time they may go directly to the classroom. A
duty person will supervise until 7:30.
● Secondary students should go directly to the secondary atrium.

Traveling home:
● Bus students will congregate outside the canteen area following social
distancing guidelines.
● Primary students will be brought to the waiting area by an EA.
● Primary students will tap out (but remain inside when brought down to the
waiting area).
● Secondary students will tap out at the end of the day and then move to the
waiting area outside the canteen.
● Students will board the buses (waiting alongside the Primary Playground when
told to do so by the monitors.
● Social distancing must be practiced at all times, hands sanitized and seating
allocated.
● When leaving the bus students should stand after the bus has stopped and
walk directly to the front to alight.
All buses will be thoroughly cleaned again prior to and after uses. Approximately
5-6 families may travel on one bus at a time. Students who become sick during
the day cannot ride the school bus home. Parents/guardians must pick up their
child from the nurse’s office.

|
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Canteen Procedures
The KIS canteen has the advantage of being well ventilated with a high ceiling and
is receptive to open air. The premises are inspected and evaluated by the BMA to
ensure hygiene and food safety standards are adhered to. The canteen consists
of the kitchen, the food serving counters, the seating area and drinking water
dispensers.
Food and serving protocol:
● Canteen staff responsible for handling food must pass the KIS entrance protocol
and are reminded to monitor themselves throughout the day for any symptoms.
● If staff are not feeling well with fever or presenting with respiratory symptoms,
they will be required to leave the campus and follow the KIS illness protocol.
● Canteen staff must wear protective equipment such as hair coverings, face
masks and rubber gloves when serving or working with food.
● There are 3 identical food stations and 2 noodle stations available to ensure
students and staff have plenty of access to food.
● Early Years 1 & 2 will be served lunch in the PS atrium.
● Drinking water stations are regularly checked and maintained. Sanitization is
conducted cleaning and sterilizing the key parts of the cooler, especially the tap
mechanisms, this is being observed during maintenance routine. Outer areas
such as the dispenser buttons and overall water station are wiped cleaned on a
regular basis.
● Salad will be individually prepared and served in a sealed container.
● Seasoning and condiments are either prepared in a small sachet or stored in a
lid container to prevent contamination.
● Food counters are fitted with clear acrylic sheets to suggest keeping a safe
distance between the canteen staff and customers.
● Contactless payment is being applied to secondary students to promote
non-contact activities.

Lunch routines:
● Sufficient provision of hand wash basins are installed outside the canteen.
Hand wash practice is observed before entering the dining space.
● Hand sanitizers are also available at every food counter.
● Signs are placed to remind community members to keep their hands clean and
keep a safe distance when lining up.
● Hand sanitizer is placed by the water cooler with a sign that reminds students to
clean their hands before touching the water tap.
● No plastic drinking cups will be available, students and staff should use their
own personal water bottles. Paper cups will be available for emergencies.
● The water station is only available for refilling students’ water bottles only.
Students are not allowed to dispense the water for any other purposes.
● Seating area consists of tables and benches and have clear acrylic sheets
installed between the seats for social distancing.
● Students and staff will be allowed to remove their face masks once seated on
their seat.
● Snack and lunch schedules are coordinated between the Principals and School
Services Director with the purpose of minimizing the student density in the
canteen space at any one time.
● Snack and lunch schedules are staggered to accommodate a safe distance
between students.
● An alternate seating plan has been organized based on a model of lunch group
A and lunch B which indicates the seating allocation for students who will be
allocated a specific lunch plan.
● Stickers indicating lunch A or lunch B are placed on the tables to indicate
people where to sit.
● The canteen space can hold up to 188 people allowing for social distancing
for all.
● There is clear signage to direct the traffic flow.
● Disinfectant mats are placed at every canteen entrance.
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Access to the Primary School

Families and staff will need to be patient and acknowledge that access to the school
will take longer than usual with the additional precautions in place.
For the first 2 days (Tuesday Aug. 10th & Wednesday Aug. 11th only ½ of each
grade, EY2-G5, will be allowed access to the campus, (½ class A, ½ class B and ½
class C) All students, (EY2 -G5), with the exception of EY1, will attend school for the
full day on Friday Aug. 13th the staggered entry with lower numbers will allow us to
identify times of the day that run smoothly and areas that may need to be adjusted.
It will also allow staff, students and parents to become familiar with routines before
everyone is on campus. A parent will be able to accompany their returning child/
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children into school on the first 2 days. New students to KIS may have both parents
join them if they wish. Starting Monday August 16th, a ‘drive through’ drop-off is
preferred for all grade school students. EY1 staggered entry will begin Monday
August 16th, dates will be provided for you by the admissions office.
Early Years students may continue to have an adult accompanying them. Staff will
be available to support and direct students to where they need to go. Parents will be
notified regarding their groupings. Parents may come onto campus if they have an
appointment or other school business to attend to.

EY1 Staggered entry (8:00 - 12:30 / 8:00 - 2:15)

EY2 - EY3 (8:00 - 2:15)

G1 - G5 (7:30 - 2:30)

Tuesday Aug. 10th

No School

Group A (8:00 - 2:15)

Group A (7:30 - 2:30)

Wednesday Aug. 11th

No school

Group B (8:00 - 2:15)

Group B (7:30 - 2:30)

Thursday Aug. 12th

School closed
No School

All Students in 8:00-2:15

All Students in 7:30-2:30

Monday Aug. 16th

1st 6 new EY1 students start (group 1)
8:00-2:15

All Students in 8:00-2:15

All Students in 7:30-2:30

Tuesday Aug.17th

As above (group 1 only)

All Students in 8:00-2:15

All Students in 7:30-2:30

Wednesday Aug. 18th

As above (group 1 only)

All Students in 8:00-2:15

All Students in 7:30-2:30

Group 1, 2nd and 6 new students
8:00-2:15

All Students in 8:00-2:15

All Students in 7:30-2:30

As above (Group 1 & group 2 → 8:00-2:15)

All Students in 8:00-2:15

All Students in 7:30-2:30

As above

As above

Friday Aug. 13th

Thursday Aug. 19th
Friday Aug. 20th
Monday Aug. 23rd

Group 1, 2 & group 3rd new students → 8:00-2:15

Tuesday Aug. 24th

As above (Group1, 2 and 3rd → 8:00-2:15)

Wednesday Aug. 25th

As above (Group1, 2 and 3rd → 8:00-2:15)

Thursday Aug. 26th
Friday Aug. 27th

|

Group 1, 2, 3 and 4th group of new students → 8:00-2:15
All students in school

* EY regular day students finish at 12:30 pm * EY1 Extended day students finish at 2:15 pm * EY2 - EY3 students finish at 2:15 pm * G1-G5 finish 2:30 pm
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Arrival Procedure

Departure Procedure

G1-G5 Families should arrive between 7:30 and 7:50. EY1-EY3 should arrive
between 8:00 and 8:20
● Families will line up outside the school entrance maintaining - social distance
please (1 adult per family may accompany their child on the first 2 days).
● Once screening is complete, and students/adults are in school students
should be accompanied to the classroom directly, following signage and social
distancing and using the designated stairwells.
● A parent may meet the teacher, assist with putting away belongings and leave as
soon as possible using the same designated stairwell, for the first 2 days.
● The lift should only be used if unable to climb stairs. Follow signage with a
maximum of 4 passengers at a time.
● After the first 2 days students in G1-G5 should be dropped off at the entrance,
proceed through the flap gate and screening process, bring themselves into
school and go directly to class, staff will be on duty to guide students.
● EY2-EY3 families should arrive whenever possible between 8:00 and 8:20,
students can be accompanied by one adult if needed.
● New EY1 families will be provided with a schedule for staggered entry starting
Monday Aug. 16th.

Pick-up time will be a difficult time to maintain social distancing and protocols. It
will be essential that students be picked up directly from their allocated pick up
locations and taken directly home.
● Pick up times will vary slightly between some grades to avoid congestion on the
stairs and to limit contact with others.
-E
 arly Years 1 - 3 full day students should be picked up at 2:15pm.
-G
 1-G5 Students should be picked up at 2:30. If families have students
in the Early Years and Grade School, they must pick up their Early Years
child first and then as a family unit pick up additional children.
● Please pick up from the classroom using their dedicated stairwells.
● Early Years 2 and 3 will be picked up directly from their classrooms at 2:15.
● EY1 will be picked up from room B112, the current playgroup space at 2:15.
● Once students are signed out families should go directly home, playgrounds and
common areas will be closed.

EY1 Entry Schedule:
● Mon. Aug. 16th:
6 students plus 1 adult per student (3 per class A and 3 class B)

What to Bring to school

●T
 hurs Aug. 19th:
6 students plus 1 adult per student (3 per class A and 3 class B)
● Mon. Aug. 23rd:
6 students plus 1 adult per student (3 per class A and 3 class B)
●T
 hurs Aug. 25th:
6 students plus 1 adult per student (3 per class A and 3 class B)
*EY1 Parents will be informed by the admission team with regards to their
starting date.

No after school supervision will be provided unless there is an emergency.
Students must be picked up and taken directly home.

Any item brought onto and off campus runs a risk of bringing infection into the
school. Items that are brought onto campus should, as much as possible, be left
on campus. Student backpacks should be made of a washable/wipeable material
and wiped down each day after school.
Students:
● Students should bring a small wipeable bag/backpack to school that will fit into
their cubby.
● School materials should be minimal and include a pencil case, reading material
and possible homework to be stored in student trays and taken home at the end
of the week.
● A labeled personal water bottle (please fill at home before coming to school)
● A personal toothbrush and toothpaste may be brought to school but must be
stored in a labelled ziplock bag.
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● A personal hairbrush/comb (deodorant for older students) for use after PE can
be brought to school.
● A personal (labelled) tube of hand sanitizer and/or alcohol wipes may be brought
to school.
● No personal toys, games or devices should be brought onto campus.
● In addition EY1 and 2 students should bring a spare uniform labeled and kept in
their backpack and a small blanket/pillow for EY1 and 2 full day students to be
stored in a separate plastic bag, preferably with a zip (no sheets please).
Faculty and Staff:
Staff should carefully select what they need to bring on and off campus to
accomplish their day's work. Items should be limited to avoid cross contamination.
Personal items should be carried in a wipeable/cleanable bag and stored in a
space dedicated only for their belongings.
Items that can be brought to school and left on site could include:
●C
 offee mug.
●W
 ater bottle.
●S
 pare shoes.
●T
 oiletries.
Items you may need to bring daily include:
●W
 allet.
●P
 hone/Device.
●M
 otorcycle Helmet.
●M
 asks/personal hand sanitizer.
These items are just examples. Anything that can stay on campus should be left at
school.
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Transitions around the School
Transitions around the school should be kept to a minimal, with social distancing
in place at all times. Students, supervised by staff, should follow the signage and
ensure that all persons are 1m+ apart when travelling around the school.
On the stairs
● Signage should be followed at all times.
● Each grade should use their designated staircase for all transitions.
● All persons should remain at least 1 metre apart at all times.
● Students should be supervised by the teacher in transitions.
● All efforts should be made to avoid an up and down flow at the same time.
● All stair rails should be cleaned after each transition.
Snack and recess
● Snacks will be brought to the classroom.
● Students will sanitize hands before being served a snack.
● Students will eat/drink in their designated spaces.
● Students will be accompanied outside for a 15 minute playtime on a rotational
scheduled basis, all teaching and support staff will be included in the rotations.
● Designated stairwells and entrances will be used at all times.
After Lunch
● Students should be brought into school one grade at a time following the lunch
time schedule.
● Students should line up one grade at a time.
● Single file should be observed at all times.
● Students must be supervised in transition to class, using the designated
entrances and stairwells for the grade.
Specialist classes and Transitions for PE:
● PE staff, with the support of an EA, will accompany students outside, whenever
possible, for PE classes, students must be socially distanced as much as
possible.
● Students must use the designated entrances and stairwells for their grade.
● Students will come to school in their PE uniform on PE days and remain in the
uniform for the day. Initially PE will take place 3 times per week as swimming will
NOT begin until later.
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Classroom Use

Playground use

Each classroom and learning space needs to be kept as clean as possible. Seating
areas tables and surfaces need to be sanitized regularly and staff/students must
follow protocols with regards to masks, hands and social distancing.
● Furniture should not be moved without consultation.
● Students should be sat at least 1m apart in the classroom.
● Students/staff should wear a mask and sanitize their hands before entering the
classroom.
● Students should remain in the same seat for all lessons as much as possible
throughout the day.
● Student belongings should be kept in their cubbies (for backpacks) and trays/
containers for workbooks, readers and stationary.
● Students should only touch and use their own belongings unless approved by
the teacher.
● Learning spaces will be cleaned every 2 hours.
● ICT devices and other shared resources should be cleaned after each use.
● Students should bring their own pencil cases and keep in their own trays.
● Students should bring their own water bottles (to be stored in their cubbies).
● Any form of ‘crowding’ or inability to follow social-distancing should be avoided
i.e. send a third of the class to the cubbies at one time, monitor bathroom use,
line up with social distancing in place etc.

●P
 layground use and recess will be staggered between grades rather than
allowing multiple classes to play together.
● Playtimes and breaks will be supervised on rotation by support staff, specialists
and grade level staff to limit interactions.
● Wash hands before and after touching play structures and maintain 1+ metre of
space from other children as much as possible.
● Provide visual cues that demonstrate physical spacing both outdoors and
indoors. (student friendly and age appropriate signage)
● Staff and students must wash hands or use hand sanitizer if they come into
contact or use shared amenities (shared clipboards, play structures).
● Avoid taking multiple students to the bathrooms at once (e.g. avoid having all
classes use the bathroom right after lunch or recess).
● If possible, consider cleaning high touch areas of the play structure between
groups.
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Shared Spaces
●P
 rimary grade level shared spaces are counted as a part of the classroom/
grade level usable space and have been accounted for in social distancing
calculations.
● Shared spaces and some specialist spaces have been reallocated, ensure you
are aware of space and purpose.
● Students in a grade level must be spread out using all the spaces provided (and
labelled) to ensure social distancing protocols are met.
● Although the cleaning of spaces is scheduled for every two hours (morning
break, lunchtime and after school), it will be advantageous to clean surfaces and
ensure resources and books are wiped down after each use by the teacher, EA
or classroom aide if applicable.
● The use of larger shared spaces will be limited. Whenever possible Primary
Students will remain in their classroom spaces in grade level groups.
● Areas such as the gym will be used for PE when it is not suitable to be outdoors.
Strict social distancing and sanitizing protocol must be observed. Spaces will be
cleaned after use.
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● When using shared spaces such as the canteen and playground please follow
the specific guidelines provided in this handbook.
● Pull-out spaces can be used for 1-on-1 learning sessions (EAL, Learning
Support, Counseling), however it is the responsibility of the teacher/support to
ensure surfaces, resources and door handles etc. are wiped after use with the
cleaning solutions and materials provided. These spaces may be used when
available, however larger groups and classes have priority over space.
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The Early Years
Play by its very nature is collaborative, ensuring social distancing and following
protocol will be difficult and complex with our younger students. When possible
play scenarios can include groups of two students, socially distanced and wearing
masks. Developing play and learning opportunities for EY will need to be creative,
to ensure students continue to develop their social skills, learn to interact but also
remain safe following protocols. The PYP in the early years remains play based
with a focus on social and communication skills.

Teaching and Learning
● Specialist teachers in the Primary School (e.g., Music, Art, Thai etc.) may go
to individual grade level classrooms versus rotating students through a shared
space. This will support grade level “bubbles”.
● Do not rearrange learning spaces without consultation.
● Classes will be split and teacher schedules adjusted as required to ensure
teaching and learning meets the given requirements and meets the needs of
students and staff.
● Teachers will wear masks, and maintain social distancing as much as possible
between themselves and their students.
● Teachers will ensure students wear masks, and social distance within the
classroom space whilst under their care.
● Teacher's and EAs will be diligent with students regarding hand washing and
sanitizing, especially when moving from one activity/book/resource to another,
one space to another and prior to and after transitions.
● Students should occupy the same seat for the day, different seats can be
allocated for different days using tools such as Classroom Dojo.
● PE should be taught outside whenever possible, if social distancing rules of 2M
are followed students may do strenuous exercise without a mask. Masks must
be worn for activities that are indoors or require closer contact.
● Teachers will need to develop learning engagements that accommodate protocol
but still support inquiry and other aspects of the programme.
● Students may discuss learning across the tables in pairs, larger group work will
not be allowed unless socially distanced appropriately.

Space for EY1
EY1 will have the opportunity initially to use the playgroup space as additional
classroom space, this will allow for additional play options and support more
complex social distancing with our youngest students,This space will be used
throughout the day to deliver the programme and for student drop-off and
pick-up.

Teaching and Learning in the Early Years
Early Years students, due to their age and the nature of the programme. require
additional contact with their teacher, assistant or classroom aide throughout the
day. It is very important that social distancing be observed as much as possible
and hand sanitizing becomes routine after each point of contact. Masks must
be worn at all times by staff and students. Due to the nature of the virus some
common play items will not be available until the recommended restrictions are
reviewed or lifted.
These include:
● Any play or furnishing item that is made of non wipeable materials i.e. carpets,
mats, cushions, dress-up clothes etc.
● Any play item that requires sharing such as water play, sand play and communal
playdough.
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Use of resources and play materials:
● Students and staff should sanitize their hands before starting ANY & ALL play
sessions and every time they change activities.
● Playdough can be used if stored in individual labeled ziplock bags.
● All toys and resources should be wiped with an alcohol solution after use and
before putting them away.
● Surfaces should be sanitized after each play session.
● Some items can be sanitized in the UV sanitizers (this should be used carefully
and not in the presence of students).
● Two UV sanitizers have been placed in each staffroom.
● Devices such as ipads/chromebooks and headphones must be wiped down
after each use and before putting them away in the ICT cart, using an alcohol
wipe or a cloth with alcohol solution.
● All fabric, carpets and soft non-washable items have been removed from the
classroom until further notice for health and safety purposes.

Intimate Care
Toileting and bathroom routines:
● Toileting for Early Years students needs to be developed as a routine that runs
throughout the day.
● There should be 4 students in the washroom area at one time.
● Supervision is required, masks and gloves must be worn, Aprons should be
worn if there is direct contact with bodily fluids. Protocols must be followed.
● Assistance should be limited to those who need it and the development of
independence and agency in this area encouraged.
● Students must wash their hands following the handwashing protocol.
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Sleep Time:
EY1 and 2 students who are at school for a full day will continue to have a rest
period in the middle of the day for their wellbeing. Sleep-time like all other times of
the day will be planned and socially distanced.
● Classroom Aides, with support, will put out the cots, masks and gloves.
must be worn.
● Students will sleep with their heads socially distanced from each other with
1m+ between them (top and tail format).
● Beds will NOT have sheets but students may bring a light blanket and small
pillow stored in a labeled wipeable bag with a zip.
● After each sleep time bedding will be placed in the bags and cots wiped down
with an alcohol solution - beds will be stored in the storage units and kept in the
hallways.
● Sleep-time supervisors must sanitize their hands before and after supervision.
● Should students need the washroom during sleep-time the washroom
procedures must be followed, masks and gloves must be worn if assisting the
student.
First Aid and comforting:
● If students fall, are upset or need comforting please ensure that you and the
child are wearing masks.
● Try to avoid face to face contact by using comforting techniques such as
rubbing their back, talking from behind etc.
● Students should be encouraged to wipe their own eyes, if crying and blowing
their own nose, tissues should be disposed of instantly in the correct containers.
● Should you need to assist with the above please wear gloves.
● Students should be taken to the nurse for any first aid is required.
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Playground Use
● Playground and outdoor learning time will be staggered between the EY grades
rather than allowing multiple classes to play together.
● Outdoor time must be supervised on a rotational basis by support staff,
specialists and grade level staff to limit interactions.
● Wash hands before and after touching play structures and maintain 1+ metre of
space between children as much as possible.
● Visual cues that demonstrate physical spacing both outdoors and indoors are
provided. Student friendly and age appropriate signage has been developed.
● Staff and students must wash hands or use hand sanitizer if they come into
contact or use shared resources such as shared clipboards, play structures and
toys.
● Avoid taking multiple students to the bathrooms at once no more than 4 and
avoid having all classes use the bathroom right after lunch or recess.
● If possible, consider cleaning high touch areas of the play structure between
groups.
● Toys and bicycles should be wiped after each use - swapping should include
wiping the seats and handlebars of bikes.
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Protocol for Admission to Campus (Drop Off)
Families will need to be patient and acknowledge that access to the school will
take longer with precautions in place. Due to the instructional demands of the
program, and the nature of our classroom spaces, some students may need to
attend via a rotational schedule, with the use of supervised study spaces. We will
announce this as necessary but our intention is to have a full face-to-face program
as the pandemic circumstances allow. If a hybrid model is necessary and social
distancing requirements in place, we will still be able to fit all students in class for
many lessons, and generally fit the vast majority of students in the classroom. This
means that students will only need to attend supervised study, generally speaking,
1-2 times per cycle per course at most.
On arrival
● Students will be allowed on campus from 07:10. Students may report to the
benches, covered basketball court, Community Staircase, Study Hall, Library or
DP Lounge as appropriate, while ensuring that physical distancing is maintained.
● Students who arrive prior to 07:10 should be able to socially distance on the
available benches provided to the left of the guard station.
● Families should drop students off at the arrival area and promptly leave to ensure
the smooth flow of traffic.
● Until further notice, staff members and students will be the only people allowed
on campus on a daily basis.
● Parents will be able to access campus by appointment and/or by registering to
attend meetings that have been organized in a manner that will support social
distancing.
At dismissal
● Students should leave KIS following their last class, leaving the campus
promptly.
● Students leaving campus via School Bus or Shuttle will need to wait in
designated areas to maintain access control, and improve efficiency of campus
departure.
● At this time, students are not allowed to access campus following 14:45 for
clubs or other social engagements.
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Flap gates and entrances
● Persons should do their best to tap in at the flap gate without touching any
surrounding surfaces
● Hands should be sanitized once admitted and through the flap gates
● Flap Gates should be wiped down and sanitized regularly especially at high
traffic times

What to Bring to school
Any item brought onto and off campus runs a risk of bringing infection into the
school. Items that are brought onto campus should, as much as possible be left
on campus. Student backpacks should be made of a washable/wipeable material
and wiped down each day after school.
Students:
● Students should bring a pencil case that includes a calculator, pencils, pens,
markers / colored pencils, highlighters, and/or scissors, as we will look to avoid
using shared resource baskets in the classroom.
● A labeled personal water bottle (please fill at home before coming to school)
● A personal tube of hand sanitizer and/or alcohol wipes may be brought to
school.
● A back-up mask or masks should a mask require replacing during the course of
the school day.
Staff:
Staff should carefully select what they need to bring on and off campus
to accomplish their day's work. Items should be limited to avoid cross
contamination. Personal items should be carried in a wipeable/cleanable bag and
stored in a space dedicated only for their belongings. Items that can be brought to
school and left on site could include:
● Coffee mug
● Water bottle
● Spare shoes
● Toiletries
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Items you may need to bring daily include:
● Wallet
● Phone/Device
● Motorcycle Helmet
● Masks/personal hand sanitizer
These items are just examples. Anything that can stay on campus should be left at
school.

Transitions around the School
Transitions around the school should be kept to a minimum, with social distancing
in place at all times. Students, supervised by staff, should follow the signage and
ensure that all persons are 1m+ apart when travelling around the school.
General Transition Information
● Students and staff should clean their hands prior to the beginning of each
lesson.
● Aside from furniture, shared resources should be avoided as much as possible.
● When students are moving around the campus they should maintain a social
distance of 1m+ and should circulate around the campus in a clockwise fashion
when moving around the atrium.
On the stairs
● Signage should be followed at all times
● At the beginning of the day, end of day, break, and lunch students may use
whichever staircase is most convenient.
● Between lessons the staircase closest to the elevator will be used exclusively
for going up, while the stairway closest to the basketball court will be used
exclusively for going down.
● The elevator should only be used in the case where personal injuries or the
movement of equipment makes the use of stairways impractical or dangerous.
● All persons should remain at least 1 metre apart at all times.
● All stair rails should be cleaned after each transition.

July 2021

|

Snack and lunch recess
● Students will sanitize hands before being served snack
● Students will eat/drink in their designated spaces
● Students will be accompanied outside for break /exercise. Staff members will
ensure that traditional safety matters are observed, and additionally will ensure
social distancing is maintained.
Classroom Use
Each classroom and learning space needs to be kept as clean as possible.
Seating areas tables and surfaces need to be sanitized regularly and staff/students
must follow protocols with regards to masks, hands and social distancing.
● Furniture should not be moved without consultation
● Students should be sat at least 1m apart in the classroom
● Students/staff should wear a mask and sanitize their hands before entering the
classroom
● Students should remain in the same seat fo all lessons as much as possible
● Students should only touch and use their own belongings unless approved by
the teacher
● Learning spaces should be cleaned every 2 hours.
● Shared resources should be avoided when possible, when shared must be
used, resources should be cleaned after each use
● Students should bring their own pencil cases and keep in their backpack
● Students should bring their own water bottles
● Any form of crowding or inability to follow social distancing should be avoided
which may include staggered dismissal of students, etc.
Shared Spaces
● Shared spaces including the Forum, DP Lounges, Study Hall, and Library will
have posted limits for capacity. These posted limits must be followed, and will
be enforced by the staff member responsible for the space.
● Aside from drinking water from personal water bottles, no other food or
beverages may be consumed in these areas.
● As there is limited space, all personal items must be stowed appropriately as
not to monopolize table or sitting areas.
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Teaching and Learning
● Due to the fact that we will have other community members who will not be able
to attend school face-to-face, all teaching resources and materials should be
made available with clear and organized instructions via ManageBac.
● Teachers should continue to post videos of instructions using traditional video
and screencastify to support all of our home learners.
● Teachers should review the appropriate use of technology to allow home and
campus-based learners to cooperate and collaborate in meaningful ways.
● Learning engagements should, as much as possible, be designed to support
socio-emotional engagement and collaboration, in addition to the delivery of
required academic content, while being mindful of social distancing requirements
of maintaining 1m+ spacing between class members.
● Due to not being able to practically maintain physical distancing in swimming
pool based PHE lessons, swimming via PHE will not be permitted until further
notice.
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