
 

 

 

 

Mark S. Penny, Ed. D.  

Superintendent of Schools 

 
May 6, 2020 
 
LCR3 Faculty and Staff:  
 
With the re-opening of the State of Missouri beginning Monday, the District has also been 
preparing for our own new normal. We recognize that this will take time and may require 
revision and fluidity as the COVID19 situation continues to evolve. We appreciate your patience 
and partnership as we continue to work through this together.  
 
As we prepare our reentry plans, we do so with the understanding that this public health crisis 
has impacted everyone, each in unique ways. Rest assured that the safety and well-being of our 
students, staff, and community will continue to be our number one priority. We have been in 
frequent communication with the Lincoln County Health Department, Lincoln County Emergency 
Management, and the Department of Elementary and Secondary Elementary Education, as well 
as, consulting guidance from the Missouri Department of Health and Human Services, the 
Centers for Disease Control and Prevention, the Occupational Safety and Health Administration 
in addition to other local, state, and federal agencies and resources. 
 
As you know, a majority of our employees have been working remotely, when possible. We 
appreciate our employee’s flexibility during this time in developing new ways to continue the 
District’s operations, instruction, and delivery of other services.  Much work lies ahead for us in 
wrapping up what has been an unprecedented year, including planning for and continuing to 
provide services and virtual instruction to our students over the summer months, moving forward 
critical bond projects, and planning for the reopening of our schools in August.  We are better 
together and I am confident that we will continue to rise to the challenges that lie ahead. 
 
Our reentry plan provides for a phased approach in bringing all employees back to campus and 
eventually students. This is subject to change as updated guidance is received. The following 
is the current planned timeline.  
 

1. Monday, May 4 - All administrators, coordinators, education office professionals, and 
other designated employees will report as necessary and directed by his/her supervisor 
to continue District operations. This will include the distribution of personal belongings for 
students and final collection of assignments at buildings Monday, May 11 through 
Thursday, May 14. 

2. Monday, May 4 - All Maintenance, Custodial, Grounds and Technology employees will 
continue to report to work Monday - Friday to continue essential duties, including, but not 
limited to, maintaining school facilities, preparing for the completion of bond projects, and 
preparing school facilities for the return of students in the fall.  

 



 

 

3. Monday, May 4 through May 15 - Mechanics, Regular Route Bus Drivers, and 
Transportation Office staff will report as directed to complete essential duties preparing 
for the Missouri State Highway Patrol inspection.  

4. Saturday, May 16 through Wednesday, May 20 - All teachers who have not yet 
completed the check-out process in their building will be asked to report to classrooms, 
as designated by building administrators, to prepare their rooms for summer and 
complete check-out procedures.  

○ Paraprofessionals, latchkey workers, nurses and other building personnel may be 
requested to report, as needed, by building administrators, to complete end of 
year check-out procedures. 

5. Beginning Tuesday, May 26 - All District administrators, coordinators, education office 
professionals, and secondary counselors will report to their building/department for the 
remainder of summer or the work calendar specific to the employee’s position. 
Employees will be completing essential duties for the closure of the 2019-2020 school 
year, preparation for 2020 virtual summer school, and preparation for the 2020-2021 
school year.  

○ Monday, May 4 - All administrators, coordinators, education office professionals, 
and other designated employees will report as necessary and directed by his/her 
supervisor to continue District operations. This will include the distribution of 
personal belongings for students and final collection of assignments at buildings 
Monday, May 11 through Thursday, May 14. 

○ Monday, May 4 - All Maintenance, Custodial, Grounds and Technology 
employees will continue to report to work Monday - Friday to continue essential 
duties, including, but not limited to, maintaining school facilities, preparing for the 
completion of bond projects, and preparing school facilities for the return of 
students in the fall.  

○ Monday, May 4 through May 15 - Mechanics, Regular Route Bus Drivers, and 
Transportation Office staff will report as directed to complete essential duties 
preparing for the Missouri State Highway Patrol inspection.  

○ Saturday, May 16 through Wednesday, May 20 - All teachers who have not yet 
completed the check-out process in their building will be asked to report to 
classrooms, as designated by building administrators, to prepare their rooms for 
summer and complete check-out procedures.  

i. Paraprofessionals, latchkey workers, nurses and other building personnel 
may be requested to report, as needed, by building administrators, to 
complete end of year check-out procedures. 

○ Beginning Tuesday, May 26 - All District administrators, coordinators, education 
office professionals, and secondary counselors will report to their 
building/department for the remainder of summer or the work calendar specific to 
the employee’s position.  Employees will be completing essential duties for the 
closure of the 2019-2020 school year, preparation for 2020 virtual summer 
school, and preparation for the 2020-2021 school year.  



 

 

i. Employee work calendars can be found on the District website at 
https://www.troy.k12.mo.us/Page/6685.  

ii. Departments/buildings may stagger report times based upon 
department/building needs but employees should not report to work prior 
to 7 a.m. to ensure that the employee assigned to take temperatures is 
available.  

iii. Employees should work the number of hours normally required per day 
for their position. 

○ Monday, August 17 through Friday, August 21 - All employees report, as 
designated by their administrator, for back to school preparation.  

○ Tuesday, August 25 - All employees and students report for the first day of the 
2020-2021 school year. 

6. Monday, August 17 through Friday, August 21 - All employees report, as designated by 
their administrator, for back to school preparation.  

7. Tuesday, August 25 - All employees and students report for the first day of the 
2020-2021 school year. 

 
Some events that were postponed this spring may be rescheduled prior to school starting in 
August, requiring additional personnel to report at that time. Furthermore, summer training and 
meetings that are regularly scheduled in June, July, and August will be addressed individually at 
a later date. 
 
As we move forward, we recognize that the worry of this ongoing situation will not disappear 
overnight. We want our employees to feel as safe as possible while on our campuses. We will 
continue to partner with all of our stakeholders to provide the safest environment possible. If you 
have specific concerns, you are encouraged to reach out to your supervisor or administrator at 
any time.  
 
The following outlines the procedures and practices that we are currently putting in place 
in response to COVID19. This phase of our reentry does not include having students on 
campus.  Please note that we are continuing to monitor and consult with guidance from 
local, state, and federal agencies on recommendations for workplaces and schools. 
These procedures may change as this situation continues to evolve and 
recommendations change.  
 

1. Employees are asked to self monitor for symptoms daily. Any employee experiencing 
COVID19-like symptoms should report their symptoms to their supervisor or 
administrator immediately who will relay the information to HR.  Employees who are 
experiencing symptoms should stay home from work or leave work immediately. These 
symptoms include fever of 100 degrees or higher, body aches, shortness of breath and 
cough. 

https://www.troy.k12.mo.us/Page/6685


 

 

2. Employees who believe that they have been exposed to COVID19 or who seek testing 
for COVID19 must report this information to his/her supervisor immediately. The 
supervisor will relay this information to HR. 

3. All employees are required to complete SafeSchools training on COVID19 awareness 
and precautions.  Employees will be expected to complete this training by May 11th.  

4. All employees will complete a temperature screening upon arrival at their work location.  
a. Any employee with a temperature of 100.4 degrees Fahrenheit or higher will be 

sent home.  
b. The type of leave to be used for these absences is addressed in the Frequently 

Asked Questions provided under Staff Resources > Coronavirus FAQs. 
5. Employees are asked to engage in prevention hygiene, including, frequently washing or 

sanitizing hands. When hand washing is not an option, hand sanitizer with at least 60% 
alcohol content should be used and will be available in each office. 

6. Employees are asked to maintain social distancing measures in the workplace.  
a. Social distancing includes providing a distance of six (6) feet or more between 

yourself and fellow co-workers when possible. When not possible, employees 
must wear appropriate personal protective equipment (PPE) as outlined below.  

7. When working in close proximity with other individuals and appropriate social distancing 
can not be maintained, all employees will be required to wear a face mask.  

a. The District will make masks and/or face coverings and gloves available to 
employees. Employees may also use their own mask or face covering if desired.  

b. Training will be provided to all employees on the proper way to put on, take off, 
and dispose of PPE.  

c. Some employees may be required to wear PPE for specific assignments and will 
be directed to do so by their supervisor or administrator. 

8. In office areas that traditionally interface with the public, plexiglass will be placed as a 
barrier between workstations and the public.  

9. The custodial team has increased their daily cleaning regimen using EPA approved 
disinfectants that meet CDC standards for both the Coronavirus and Influenza A and B. 
The custodial team will wipe and disinfect commonly touched surfaces, such as 
doorknobs and access locks, multiple times a day and will perform a daily electrostatic 
cleaning application (fogging) in areas where employees have been present.  

10. Wipes will be placed next to commonly used equipment and devices such as copiers 
and time clocks. Employees will be asked to wipe the surface before and after use and 
signage will be provided to remind employees. 

11. Exterior doors will remain closed for building security but buildings and offices are 
encouraged to leave open interior doors, where able, to reduce the touching of door 
handles. 

12. School buildings will remain closed to the public until further notice. 
13. A secure box will be installed outside of the Central Office and visitors will be asked to 

make appointments, whenever possible, to monitor and decrease the number of people 
in the building. The Powell Library will remain closed through at least May 20. 

 



 

 

Information will be forthcoming this summer on the protocols that will be implemented for the 
beginning of the 2020-21 school year. 
 
As with any change, there will continue to be a number of questions. You can find the 
frequently asked questions that have been brought to our attention at this time in the 
attachment named Reentry FAQs. As more pop up, we will continue to communicate the 
questions and answers.  
 
Thank you for your patience and partnership as we continue to navigate this situation together.  
 
Sincerely,  

 
Mark S. Penny 
Superintendent of Schools 

 


