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ADTC Instructor Procedures during COVID-19 
 
General Building setup 

1. The attendance sheet will be modified with spaces to record temperatures and for each person 
to provide the acknowledgement listed in #7 of the COVID-19 policy for classes.   

2. We will have two no-touch digital forehead thermometers on the front counter. 
3. There will be a container of clean pens and a container for used pens. Each clean pen should 

be used once and then placed in the used container.  
4. Sanitizing spray will be provided. The proper use is to spray a light mist that covers but does 

not soak the surface and let it dry without wiping.  
5. Disposable gloves will be provided. 

 
On first week of class 

1. Have everyone sign the waiver. 
2. Put signed waivers in designated container. (Andrea will collect these after the first week of 

class and keep them on file.) 
3. Collect and record the phone number of parents accompanying minor students that are not 

going to be staying in the building. 
4. Verify any shot records that have not been submitted electronically. This will be evident on 

your class rosters. Record date of that you checked shots on your class roster. Rosters will be 
collected by Andrea at the end of the session. 

 
Before each class 

1. Record on sign-in sheet if any student has contacted you to let you know they are sick and are 
not coming to class. 

 
Upon entering building, each person, each class 

1. Ensure everyone is wearing a mask, and wearing it correctly. 
2. Take temperature of each person in the entryway as they enter building, including yourself and 

your assistant. 
2. Record each person’s temperature on the sign-in sheet. If over 99.8 degrees, the person may 

not enter the building. 
3. Each person must initial the sign-in sheet, acknowledging they have not been knowingly 

exposed to COVID-19, etc. Sheet will be collected by Andrea at end of session and kept on 
file. 

 
During class 

1. Ensure everyone uses masks properly. 
2. Ensure everyone maintains 6 feet of distance from other people. 

 
After class 

1. Ensure that students wipe down the floor of any crate they used with Simple Green, and spray 
crate handles and door with sanitizing spray. 

2. Spray down all equipment, switches, counters, gate handles, used chairs with sanitizing spray. 
3. Sanitize used pens and return to clean pen container. 
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4. Make sure chairs for waiting teams are spaced at least 6 feet apart. 
5. The last class of the day will still need to complete regular cleaning chores (vacuuming, 

emptying trash, tidying, etc). 


