
SPARC, the Summer Programs and Auxiliary Revenue Collaborative, is the premier national organization serving independent school auxiliary program 
leaders. Offering professional development experiences throughout the year, current benchmarking data and best practices, and a community of supportive 
peers, SPARC supports schools in maximizing their auxiliary program potential.

This document is intended to serve as a checklist for Summer and Auxiliary Program Directors as they prepare for on-campus programming this summer. It 
is not intended to serve as legal advice, nor is it necessarily comprehensive. Each school must develop its own plans, policies, and procedures in response 
to the challenges presented by COVID-19.

Note: red font denotes CDC specific guidance for camps

Reopening Guidance Who When Status
Establish and maintain communication with local and state authorities
CDC and Federal Guidance
State Guidance: Monitor state specific guidance for schools, camps, and youth programs
Local Guidance: Monitor local guidance for schools, camps, and youth programs (Dept. of Health, 
Dept. of Education, etc.)
ACA and YMCA Field Guide for Camps
Coordinate with School Reopening Task Force to align campus use expectations and procedures
Other:

Program and Activities Who When Status
General
Consider modifications to daily schedule to reduce transitions
Consider staggered schedule to allow for reduced density at arrival and dismissal and meals
Utilize stable cohorts of youth and staff throughout each activity 
Adjust staffing to limit mixing of staff across cohorts such as activity specialists
Conduct assessment of every activity offering to determine whether and how it can still be offered 
safely to children
Conduct activities outdoors as much as possible
Consider the elimination of large group special events
Consider the elimination of field trips and travel programs
Maintain expectations for use of PPE and physical distancing during each activity
Consider a system of facility zones that helps to reduce mixing of cohorts
Other:

Equipment
Develop a plan to reduce the use of shared equipment in each activity area
Implement a plan to properly clean and disinfect equipment...specify process and frequency
Ensure that youth and staff practice proper hand hygiene before and after use of equipment
Allow enough transition time between uses of shared equipment for cleaning and disinfection
Determine whether live-streaming technology can be utilized to provide access to specialized 
instruction of certain activities
Consider purchasing high volume of items that help children maintain physical distancing at all 
activities such as "spots" or hula hoops
Other:

Staffing Who When Status
Review staffing levels and adjust as needed based on revised program model
Communicate openly and frequently with staff
Review and revise staff employment agreements if needed
Work closely with school Human Resources Department to follow necessary protocols related to 
contracts, compensation, unemployment, etc.
Protect and support vulnerable staff who are at higher risk
Develop a back-up plan for the possible need for additional staff
Make revisions to Staff Handbook with any updated or new policies



Consider use of waiver relative to health risk...consult with attorney
Develop a thorough staff training plan that includes additional training of new expectations, 
policies and procedures. Consider whether some or all of training can be delivered virtually.
Determine expectations for proper use of PPE by staff including masks, face coverings, and 
gloves
Determine which PPE must be provided by staff and which will be provided by the school
Consider creation of new role tasked with overseeing COVID-19 policies and procedures on 
campus
Implement flexible sick leave policies and practices, if feasible
Monitor staff absenteeism and have a roster of trained back-up staff
Work to mitigate the effects of anxiety on staff by providing resources and support
Discuss with staff the importance of maintaining strict health practices outside of camp for the 
collective safety and health of the camp community
Other:
Other:

Health and Wellness Who When Status
General Health Practices
Consider an increase in healthcare staffing levels and qualifications
Consult with camp or school physician regarding updated healthcare policies and procedures 
Expand the scope of your existing written healthcare policies and procedures to include all of your 
updates relative to COVID-19
Determine strategies to protect children and adults who may be at higher risk of illness
Teach and reinforce washing hands and covering coughs and sneezes among children and staff
Develop your school's plan for the use of masks or face coverings by children and staff. Write a 
clear policy and train all staff and children in the policy. 
Have adequate supplies to support healthy hygiene behaviors, including soap, hand sanitizer with 
at least 60 percent alcohol (for staff and older children who can safely use hand sanitizer), paper 
towels, tissues, and no-touch trash cans
Clearly specify when to wash or disinfect hands such as: before eating, before and after activities, 
when entering classroom area, after using bathroom, before and after use of shared equipment, 
etc.
Post signs on how to stop the spread of COVID-19, properly wash hands, promote everyday 
protective measures, and properly wear a face covering
Determine PPE requirements for healthcare staff and acquire necessary equipment and supplies
Develop new medication administration plan that reduces trips to and from health center
Develop a plan for laundry
Educate parents about the need to be accessible to retrieve a sick child quickly
Determine updated sunscreen policies
Other:

Health Center
Assess health center and its capacity to serve the community
Dedicate specific spaces for clinical use, administration, and isolation
Determine appropriate amount of isolation space required for your program and an appropriate 
location for this purpose within your facility
Provide adequate access to bathroom and handwashing facilities
Consider supply and equipment storage areas
Consider the creation of a separate clinical area for COVID-related health care needs
Ensure that communication systems are in place with access to computer, phone, 2-way radio, 
etc.
Other:

Physical Distancing
Put policies in place to maintain 6ft. physical distancing throughout campus, indoors and outdoors
Limit mixing between groups as much as possible
Utilize system of cohorts to keep groups of children and staff as static as possible
Space desks and furniture to be at least 6 feet apart
Other:
Other:



Limited Sharing
Ensure adequate supplies to minimize sharing of high touch materials to the extent possible (art 
supplies, equipment etc. assigned to a single student/camper) or limit use of supplies and 
equipment by one group of children at a time and clean and disinfect between use
Avoid sharing electronic devices, toys, books, and other games or learning aids
Keep each child’s belongings separated from others’ and in individually labeled containers, 
cubbies, or areas and taken home each day and cleaned
Consider increased inventory of supplies for each activity area to minimize sharing
Other:

Screening and Healthcare
Consider developing and implementing a comprehensive screening plan for all children and 
adults on campus (ie. symptoms and temperature checks)
Determine whether and how to conduct pre-arrival screening...for the two-week period leading up 
to arrival and each day
Determine which personnel are qualified and trained to conduct screenings each day
Encourage staff to stay home if they are sick and encourage parents to keep sick children home
Develop a plan for proper documentation of screening
Determine any additional equipment or supplies that are necessary to support your screening 
plan
Determine facility plan for location of screening to ensure that all youth and staff are completing 
required screening protocol each day
Assess whether testing will be part of your ongoing screening plan
Other:

Sick Person Plan
Utilize an isolation area to separate individual with COVID-like symptoms
Establish procedures for safely transporting anyone sick home or to a healthcare facility
Notify local health officials, staff, and families immediately of a possible case while maintaining 
confidentiality
Close off areas used by a sick person and do not use before cleaning and disinfection
Advise sick staff members and children not to return until they have met CDC criteria
Inform those who have had close contact to a person diagnosed with COVID-19 to stay home 
and self-monitor for symptoms
Consider developing a Contact Tracing system
Educate families and staff of expectation to inform school or program of illness
Other:

Closure
Develop the criteria that will be used to determine closure of program or campus
Monitor local guidance for when closure may be mandated
Other:

Facilities and Operations Who When Status
Facilities
Complete a thorough facility assessment to understand the impact of density limitation
Determine which large gathering spaces should not be used or should be repurposed
Conduct a furniture inventory and adjust furnishings as needed to maintained required physical 
distancing
Determine need for new handwashing capacity including the potential use of use of portable sinks 
and/or sanitizer stations
Consider facility zoning strategy to reduce mixing on campus
Coordinate with Buildings and Grounds Dept. to agree upon a revised facility use plan for 
summer
Monitor evolving guidelines regarding safe operation of specific outdoor facilities including 
swimming pools, playgrounds, etc.
Set new standards for increased facility cleaning with janitorial team
Purchase necessary additional cleaning supplies in advance
Determine specific expectation for cleaning frequency and use of campus bathrooms
Ensure safe and correct application of disinfectants



Clean and disinfect frequently touched surfaces within the school and on school buses at least 
daily (for example, playground equipment, door handles, sink handles, drinking fountains) as well 
as shared objects (for example, toys, games, art supplies) between uses
Ensure appropriate PPE for any staff performing cleaning roles which will require it
Determine any necessary modifications to healthcare facility on campus
Create and designate an isolation area
Conduct an initial campus cleaning given the prolonged campus closure
Take steps to ensure that all water systems and features (for example, drinking fountains, 
decorative fountains) are safe to use after a prolonged facility shutdown
Ensure ventilation systems operate properly and increase circulation of outdoor air as much as 
possible such as by opening windows and doors
Determine additional needs for signage around campus
Consider use of floor markings or other strategies to educate community about directions or 
limitations
Other:

Arrival and Dismissal
Consider modifying arrival processes to allow for screening or new check-in procedure
Consider staggering time frames for drop off and pick up to reduce density
Determine staffing requirements for revised drop off procedure
Develop plan that keeps parents in vehicles to reduce mixing and contact
Provide additional signage to educate and instruct parents
Assess which building entrances will be used and how
Other:

Transportation
Begin by determining whether bus transportation is feasible for your program based on limitations 
and risks
Work with bus service provider to determine revised capacity
Develop updated safety protocols for safe bus transportation that includes physical distancing 
and safety requirements
Determine process for screening children and staff when boarding buses
Determine increased cleaning requirements for school-owned vehicles and in conjunction with 
contracted bus company
Other:

Food Service 
Work with food service to develop comprehensive, modified dining procedures
Eliminate use of buffet style service
Revise menu as needed
Set expectations for use of PPE by dining staff and others in dining areas
Consider use of individual boxed meals to allow for "grab and go" service
Utilize density reduction techniques during dining times such as meals outdoors or in separate 
classrooms
Establish standards for increased cleaning, sanitization and disinfection of dining areas
Discontinue use of shared items such as beverage dispensers, condiment dispensers, etc.
Enforce a strict "no food sharing" policy with all youth and staff
Other:

Technology
Assess additional technology needs and support required
Communicate with school technology department to prepare for new hardware, equipment, or 
support needs
Seek new ways to incorporate technology into programming, communication, activity delivery, 
training, screening, documentation, etc.
Other:

Visitors and Security
Consider limiting or eliminating non-essential visitors to campus
Establish a new protocol for checking in visitors if allowed on campus
Develop new policy and procedures for vendors and deliveries



Other:

Facility Rentals Who When Status
Review existing rental commitments and determine plan for cancelation or revised use
Review and modify rental contracts as needed
When reconsidering the continuation of facility rentals, balance the potential revenue with 
potential issues of optics, consistency, and community safety
Other:
Other:

Risk Management and Crisis Response Who When Status
Create and maintain an active Safety Committee throughout the summer that includes all 
appropriate school personnel
Ensure that Crisis Management team is formed and prepared for the summer season
Conduct an updated risk assessment and make any necessary adjustments to risk mitigation 
strategies
Communicate and collaborate proactively with school insurance company
Other:
Other:

Supplies Who When Status
Assess need for additional or new supplies including the following:
PPE (Personal protective Equipment): ie. masks, face shields, gloves, goggles, etc.
Cleaning, sanitizing, and disinfecting supplies
Screening tools: ie. thermometers
Hygiene supplies: ie. soap, tissues, towels, hand sanitizer, etc.
Additional or different furniture
Physical barriers or screens
Signage
Additional medical supplies
Activity-specific equipment and supplies
Other:
Other:

Residential Life Who When Status
Identify safe occupant levels of dormitories and rooms based on physical distancing requirements
Consider suitable bathroom capacity
Set clear expectations among students and youth for physical distancing within dorms and rooms
Set guidelines for the arrival and departure of residential participants
Create updated visitor guidelines and restrictions
Post signage for all new hygiene protocols
Develop food and beverage protocols for students and youth
Other:
Other:

Registration and Office Administration Who When Status
Train office staff regarding customer service messaging with regard to all aspects of the COVID 
response plan
Clarify terms of refunds based on all possible scenarios (ie. camp closure, withdrawal of camper, 
illness, etc.)
Consider use of waiver relative to health risk...consult with attorney
Determine changes to internal communications and interaction between office, families, staff etc. 
that limits face-to-face interaction where possible
Develop cleaning protocols for shared office equipment such as copiers, phones, etc.
Determine a new process for the distribution of mail, packages, memos, etc.
Other:
Other:

Business and Finance Who When Status



Provide CFO with revised budget expectations and maintain frequent communication
Determine modified revenue projections based on potential for reduced enrollment
Determine modified expense projections based on increased potential expenses
Consider adjustments to payment deadlines for families
Other:
Other:

Communications Who When Status
Create a communication system for staff and families for self-reporting of symptoms and 
notification of exposures and closures
Provide detailed information to participant families leading up to program that outlines 
expectations and guidelines
Consider hosting a virtual parent meeting prior to program that outlines parent expectations
Update website with relevant information to keep families informed
Communicate clearly how families should address attendance if a child or a family member 
becomes ill as well as any consequences for failing to adhere to expectations
Establish communication channels with state and local emergency responders, health officials, 
and government representatives
Other:
Other:


