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This document outlines the key actions that Toronto Prep School
should take before, during, and after the arrival of a pandemic.
The plan has been modelled on identifying and utilizing best
practices from a variety of sources such as school boards,
universities, and public health agencies.
This is a working document and it may be revised as required to
respond to changing circumstances.

Executive Summary
The following plan will serve as a guide to help school administrators develop more detailed service continuity plans
for Toronto Prep School in preparing and responding to a pandemic. Although Public Health agencies such as,
Toronto Public Health (TPH) will identify broad public health issues, we as a school must plan for the specific
disruptions we will face during a pandemic. The planning guide for the school is an evolving document and as
planning continues at the federal, provincial, and local levels, updated information will be added. The ultimate goal of
the plan is to minimize the impact of a pandemic on students and staff; to maintain services to students and families
as long as it is safe to do so, or until directed by government authorities otherwise; and to be prepared to respond to
directives issued by government authorities.
By implementing this plan, Toronto Prep School may, in fact, help to protect students and staff from the pandemic.
Basic foundations of infection control in the school setting will always be promoted and facilitated. Toronto Prep
School will balance the risks of illness among students and staff with the benefits of keeping students in school and
staff at work and will always defer to the Public Health authorities and their directives.
A pandemic is simply one of a possible range of emergencies for which Toronto Prep School must be prepared.
However, a pandemic brings with it unique challenges, in that it will not be of short duration, but will occur over an
extended period, and potentially in more than one wave. Given the concerns raised by health officials around that
world that a pandemic is likely, all major institutions as well as countries and municipalities are being asked to prepare
specific pandemic plans. This document identifies for our school issues of primary concern and those units that
perform essential functions. The document identifies the characteristics of a pandemic and the unique challenges it
presents. The document identifies actions that need to be taken up to the most extreme of pandemics – very
contagious with a high mortality rate. However, the pandemic may also present as a contagion with limited serious
health consequences. In this instance, not all the actions identified in this document will need to be implemented.
Pandemic
A pandemic is declared when a new strain of virus appears in which people have little or no immunity and there is no
immediate vaccine. A pandemic can happen when an animal virus mixes or changes to result in a new virus. It
spreads over a large area, crossing international boundaries and usually affects a large number of people. It will
cause serious clinical illness or death, but the percentage of the population affected seriously could be very small or
large dependent upon the nature of the strain. The exact nature of a pandemic virus (such as how severely it affects
people, how long the incubation period is, and how easily the virus is transmitted from one person to another) cannot
be known until the new strain has emerged.
Challenges
Challenges unique to a pandemic include, high absenteeism (over the course of a moderate pandemic, 15-30% of the
population may become ill); the cyclical nature of a pandemic (e.g. not a single occurrence and each occurrence
lasting up to several weeks); and the need for close involvement and co-ordination with the public health agencies.
Authority
As in any emergency the directors of Toronto Prep School (principal, vice-principal, and senior staff) have full
decision-making authority and responsibility. However, in a pandemic, Toronto Public Health may assume
responsibility over Toronto Prep School. Toronto Prep School will follow the advice of Toronto Public Health including
direction regarding the closure of the school. For this reason, Toronto Prep School is planning ahead to ensure we
have the capacity to maintain service delivery levels during that time.
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Purpose of the Preparedness and Response Plan
This plan has been developed to assist the Toronto Prep School staff in preparing for and managing the impact of a
health related emergency. With the existing threat of a pandemic, Toronto Prep School recognizes the need for
preparedness. This plan is designed to provide for the continuity of instruction, and the continued safety of students
and staff in the event of a pandemic or other health related emergency. In the event of an emergency, such as a
pandemic, our school will be subject to higher than normal staff and student absenteeism and the possible closure of
the school facility.
This plan includes guidelines and steps Toronto Prep School should take in the event of outbreak or threat of an
outbreak. It will be subject to revisions pending wider research regarding ongoing events world-wide, nationally, and
locally. This document therefore, is a working document that will be updated as needed.
Pandemic and World Health Organization (WHO) Alert Phases
Pandemic planning begins with the World Health Organization (WHO) classification system, developed in 1999 and
subsequently revised to reflect updated information. The WHO phases are intended to guide planning in individual
countries and regions and are incorporated in the Canadian, Ontario, and Toronto plans. The Public Health Agency
of Canada (PHAC) and the Ministry of Health and Long-Term Care (MOHLTC) will declare when a pandemic period
has begun in Canada and Ontario, respectively.
The World Health Organization (WHO) has identified 6 phases of a pandemic. Each phase reflects risk to human
health. The Canadian and Ontario Government is using the WHO pandemic phases to assess the risk in Canada.
Ontario’s Chief Medical Officer of Health will declare each phase using the WHO model. Toronto Prep School will
take appropriate action pending which phase is designated. Toronto Prep School will continue to promote proper
prevention controls in phases 2 through 4 and will become more active in our education and containment programs
at phase 5 and engaged in more detailed planning at phases 5 and 6. It must be recognized that a phase 6
pandemic could be called and the immediate danger to Toronto Prep School students may continue to be relatively
minimal. Therefore, decisions must be made based on the location, severity, and spread of the pandemic.
You may access the World Health Organization (WHO) at who.int
Table 1 on the following page identifies and describes each pandemic period and phase.
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Table 1: Pandemic Period and Phases as determined by the World Health Organization (WHO)
Phases

Overarching Public Health Goals

Interpandemic Period
Phase 1: no viruses circulating among
animals have been reported to cause
infections in humans.
Phase 2: an animal influenza virus
circulating among domesticated or wild
animals is known to have caused
infection in humans

Strengthen pandemic preparedness at the global,
regional, national and if present in animals, the
subnational levels. Minimize the risk of
transmission to humans; detect and report such
transmission rapidly if it occurs.

Toronto Prep School Goals
Normal Business Operations; Regular Self-Care
campaigns; Reminder re: Basic Infection,
Prevention and Control measures (e.g., hand
hygiene).

Pandemic Alert Period
Phase 3: An animal or human-animal
reassortant virus has caused sporadic
cases or small clusters of disease in
people but has not resulted in human-tohuman transmission sufficient to sustain
community-level outbreaks.

Ensure rapid characterization of the new virus
subtype and early detection, notification and
response to additional cases. Contain the new
virus within limited foci or delay spread to gain
time to implement preparedness measures,
including vaccine development. Maximize efforts
Phase 4: human-to-human transmission to contain or delay spread, to possibly avert a
of an animal or human-animal influenza pandemic, and to gain time to implement
pandemic response measures.
reassortant virus able to cause
“community-level outbreaks

Normal Business Operations; the school will
receive updates from Toronto Public Health of
any pertinent information or warnings and
communicate them in real time to the school
community.
Increase self-care campaigns re: hand hygiene,
proper coughing/sneezing protocols. Toronto
Prep School Pandemic Response Team is
assembled and policies put into effect as
required.

Phase 5: human-to- human spread of
the virus into at least two countries in
one WHO region.
Pandemic Period
Phase 6: Pandemic: community level
outbreaks in at least one other country
in a different WHO region in addition to
the criteria defined in Phase 5.

Minimize the impact of the pandemic.

Assembly of theToronto Prep School Pandemic
Response Team will be required and can be
established either virtually or by attending with
the goal of ensuring that timely decisions are
made based on assessment of the entire
situation.
It is the goal of the school to ensure that there is
ongoing support to the school community through
service continuity planning and through increased
communications as well as enhanced
communication with Toronto Public Health.
If there is a school closure appropriate measures
will be implemented that would allow the
continuation of education services.

Post Pandemic Period
Pandemic activity appears to be
decreasing; however, it is uncertain if
additional waves will occur and
countries will need to be prepared for a
second wave.

Return to Interpandemic Period

Normal Business Operations; Regular Self-Care
campaigns; Reminder re: Basic Infection,
Prevention and Control measures (e.g., hand
hygiene); evaluate the success of the pandemic
plan and make adjustments.
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Plan Overview
Organization and Structure of the Plan
The main body of this plan is organized in three sections, which outline the key roles and responsibilities of Toronto Prep
School faculty members in each of the three pandemic periods (pre-pandemic, pandemic, and post-pandemic periods). In
order to ensure clarity in public communication, these sections mirror the periods and phases as set out by the World Health
Organization (WHO).
1. Pre-Pandemic Period: This is the critical stage for pandemic preparedness. The pre-pandemic phase is NOW, and
planning efforts need to focus on education, business continuity and infection control.
2. Pandemic Period: The Provincial Health Officer (PHO) will declare when it is time to activate plans for the pandemic
phase. We cannot anticipate exactly what will happen. Plans will need to be adapted to reflect circumstances and situations
as they arise. During this phase, the key goals will be to:
•
•

Minimize rates of mortality, morbidity, illness, and suffering; and
Minimize educational and business disruptions.

3. Post-Pandemic Period: The post-pandemic period begins when the Provincial Health Officer declares that the pandemic
is over. The primary focus of work at this time is to restore normal services, deactivate pandemic response activities, review
their impact, and use the lessons learned to guide future planning activities.
Each period in the Pandemic Preparedness and Response Plan addresses the following five key components:
1.
2.
3.
4.
5.

Planning and Coordination
Continuity of Student Learning and Core Operations
Infection Control Policies and Procedures
Community Planning
Education of Staff/Student/Families

Two-Tier Response Plan
Tier One – Prevention of Occurrence
Toronto Prep School will always be in a state of alertness to address infection control issues. We recognize that a school
could be impacted by a pandemic. The prevention component of Tier One outlines the processes that are in place to prevent
an outbreak in whatever form it may take. (specifics will be addressed in the Tier One Response Section)
Tier Two – Prevention of Spread
Toronto Prep School will enact Tier Two when there are either confirmed cases of illness within the school or when there is a
mandated school closure. Although the processes may be reactive, there are components built into Tier One and Tier Two to
prevent other staff and students from becoming ill and preventing the spread of the illness. (specifics will be addressed in the
Tier Two Response Section)
Plan Review
Toronto Prep School will update the Pandemic Preparedness and Response Plan periodically to account for new information
or practices related to said contagion(s), to reflect the changes in school’s operations, and to keep information current.
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Strategic Considerations and Key Communication Messages
•

Our stakeholders will want evidence that we are well prepared in the event of a pandemic. It is not enough to say
we have a plan - we must share all aspects of our plan widely with all stakeholders in an open, transparent way if
we want to gain their confidence and trust.

•

We are not medical professionals. We must rely on the advice and direction of federal, provincial, and municipal
public health officials in the event of a pandemic. Decisions about closing schools for health reasons (as opposed
to safety issues due to insufficient staff to provide adequate supervision) must be made by public health officials,
not our directors (principal and vice-principal).

•

It is vital to recognize that nothing is more important to parents than the well-being of their children. Parents will not
hesitate to keep their children home from school if they perceive a possible threat to their children’s health. They
tend to be skeptical of “experts” who tell them it is safe for their children to be in school - they seek alternate
sources of information and will question how we can “guarantee” that their child will not suffer any health effects.

•

Public reaction will be divided between those who will think we are not doing enough to protect the safety of
students and staff and those who think we are over-reacting. All of our decisions are completely open to public
scrutiny and criticism. Despite the extremes of public opinion, our goal is to make sure our stakeholders are
informed about our plan and our contingency actions - whether or not they agree with them.

•

Health and safety concerns can quickly create widespread panic among a group, if not managed well. Once people
are panicked, providing them with information may no longer be sufficient to help them feel they are safe - even
though all the evidence may support a finding that the school/workplace is safe to occupy, there is a portion of any
population who will remain resistant to reassurance.

•

Toronto Prep School will follow the advice, guidance, and directives of federal, provincial, and local health officials
who have the expertise to assess the level of health risk posed by a specific situation.

•

The school’s priority to to keep the school open as long as it is safe to do so. Non-essential services
(extracurriculars, clubs, and field trips) may be halted to focus on providing the most necessary services to our
school community.

•

Keep our school community (students, families, and staff) updated with the latest information as provided to us by
the various health agencies in a timely manner. Communication will be critical to an effective response to the
pandemic.

•

Education and training sessions will be developed and provided to staff regarding emergency and service
continuity plans, so they will know their roles and responsibilities. Staff will be trained in infection control
precautions and the proper use of personal protective equipment.

•

Implement a preparedness and response plan intended to reduce the impact of a pandemic on the school’s
operations and to ensure continuation of services wherever possible. We must also prepare for specific disruptions
that we may face during a pandemic and develop a service continuity plan.

•

The establishment of a Pandemic Preparedness and Response Team in charge of creating and implementing
procedures before, during, and after a declared pandemic the creation and implementation of a service continuity
plan.
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•

High rates of absenteeism may result in changes to staffing, chains of command, hours of work, or employee
responsibilities.

•

A pandemic will likely cause a high level of fear and anxiety among the general population. Employees will be
concerned about their own health and the health of their families. They may be concerned about potential
exposure to the pandemic in the workplace and, as a result of these concerns, some may refuse to work.
Employees will have questions relating to occupational health and safety. Informing employees of their rights,
providing training and equipment as appropriate, and communicating openly about emergency planning
processes will help to alleviate anxiety.

•

People affected by a disaster, such as a pandemic, must adjust to major changes in their lives. People may be
grieving for friends or family members and may have to deal with personal or family crises. Many people will need
to talk about their feelings and experiences and learn how to face the challenges of an unknown future. We will
develop strategies to increase psychosocial support for both employees and students during a pandemic.

Governing Authority
As in any emergency the directors of Toronto Prep School (principal, vice-principal, and senior staff) have full decisionmaking authority and responsibility. However, in a pandemic, Toronto Public Health or other medical agencies and
government departments may assume responsibility over Toronto Prep School. Toronto Prep School will follow the advice
of Toronto Public Health including direction regarding the closure of the school.
The Medical Officer of Health determines the actions needed to be taken to protect the population from a communicable
disease. This could include an order requiring an individual to isolate or quarantine himself or herself, to place himself or
herself under the care and treatment of a physician or to submit to an examination by a physician.
The Personal Health Information Protection Act, 2004 regulates the collection, use and disclosure of personal health
information. The Act also specifies that during certain circumstances consent to collect this information is not required.
During a pandemic Toronto Public Health and other government agencies will be requesting information that will assist in
determining the extent of the illness. This may include student/staff absence details and contact information to assist in
investigations. The investigation will include illness details to monitor disease spread, evaluate prevention and disease
measures, and determine further actions.
During a pandemic, Toronto Prep School will follow the advice and guidance of provincial and local public health officials
who have the expertise to assess the level of health risk posed by a specific situation.
Quarantine
Students and staff placed in quarantine by the Medical Officer of Health will remain absent from school or work until
cleared by the Medical Officer of Health.
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Pandemic Response Team
During the time of a potential pandemic, Toronto Prep School will require a leadership team to coordinate the efforts of
the school. As well, the team will form the core group of an essential services group who will be called on to work
through the pre-pandemic and pandemic periods.
Staff has been identified on the basis of role to support important functions of the school. This team will provide both
communication and system direction.
Composition of the Pandemic Response Team:
•
•
•
•
•
•
•

Principal
Vice-Principal
Bursar
Department Heads
Attendance Counsellors
Office Administrators
Communications and Social Media Administrator

Mandate of Pandemic Response Team
The mandate of the Pandemic Response Team is to provide direction and guidance to the staff in the event of a
community pandemic and to communicate to the students and parents of our school community by:
•

Ensuring a systematic coordinated response that ensures the safety of students and staff before, during, and
after a pandemic.

•

Keeping the school operational to the greatest extent possible.

•

Communicating accurately and in a timely manner with staff, students, parents, and community members before,
during, and after a pandemic.

•

Ensuring clarity in all communities (student/staff/families/Toronto Public Health and all other Health agencies).

•

Providing a forum for effective problem solving.

•

Collaborate with community agencies as necessary.

•

Providing learning alternatives in the event of a school closure to ensure the continuation of meaningful
instruction. Compulsory curriculum will be taught to the extent possible, allowing our students to progress
academically.

•

Coordinating expeditious and normal return to school functions in the post-pandemic period.

•

Participating in any and all debriefing processes.
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Roles and Responsibilities
•

Work on development and implementation of the Pandemic Preparedness and Response Plan

•

Monitor activities in the field and provide regular updates to students, staff, and parents

•

Provide regular updates to the Ministry of Education and to Toronto Public Health of levels of contagion

•

Maintain staff (teaching, support staff and therapists) lists with current home/cell phone numbers

•

Update in real time students, parents and staff

•

Update website as needed

•

Distribute Toronto Public Health Fact Sheets

•

Work with building management to ensure that the school is sanitized and disinfected as required

•

Liaise with Toronto Public Health and appropriate ministries (i.e. Health, Education, and Labour)

•

Provide suggestions for curriculum support at home for ill students or if a school closure is directed

•

Create a Designated Control Team (staff members who will respond and interact with an infected member of
the school community) if it is determined that a student(s) or staff have pandemic-like symptoms while at
school.

Activities and Responsibilities by Period/Phase
Tables 2 through 4 on the subsequent pages outline the coordinated responses based on the activity level of the
pandemic and the responsibilities of the Pandemic Response Team.
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Table 2: Pre-Pandemic Period
Pre-Pandemic Activities
1.

Responsibilities

Planning and Coordination

a) Incorporate responsibilities and authorities of Ministry of Health/
Interior Health and Ministry of Education in development and
implementation of Pandemic Preparedness Response Plan
b) Advise staff of pandemic plan
c) Plan for an isolation room for staff and students that become ill with
flu-like symptoms while at work/school

Principal
Vice-Principal
Office Administration Staff
Designated Control Staff

d) Educate and equip persons(s) to care of ill students until parent
arrives.
2. Continuity of Student Learning and Core Operations
a) Consider impact of varying levels of student and staff absences and
school closures
b) Consider and develop alternative procedures to ensure continuity of
education

Principal
Vice-Principal
Department Heads

c) Develop cross training plans for essential services
d) Develop a continuity of operations for essential services such as
education

Communications and Social Media Administrator

e) Communication protocols put in place
3. Infection Control Policies and Procedures
a) Implement infection control practices and procedures that help limit
the spread of infection
b) Monitor symptoms and advise staff to report any pandemic-like
symptoms to the office
c) Ensure that schools and facilities have an adequate supply of hand
soap and paper towels
d) Order additional cleaning supplies and ensure custodial staff are
trained in pandemic cleaning procedures
e) Advise staff and students that are sick with flu-like symptoms to
remain at home
f)

Principal
Vice-Principal
Attendance Counsellors
Communications and Social Media Administrator
Designated Control Staff
Teaching Staff
Building Operations Managers
Custodial Staff

Educate children and staff on proper hand washing and cough/
sneeze etiquette

g) Maintain a healthy work environment by posting tips on how to stop
the spread of germs
h) Advise Toronto Public Health when more than 15% of school
population is away ill
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Table 2: Pre-Pandemic Period … continued.
4.

Communication Planning

a) Develop and maintain contacts with MHO, Child Youth Program
Consultants, Ministry of Education, and Toronto Public Health
b) Post relevant information on School website on Pandemic Planning
c) Monitor voicemail, email, and Edsby messaging throughout the
school day to ensure communications are received in a prompt
manner
d) Establish method of communication with students and families to
receive immediate information if child needs to be sent home or if
school or facility is closing

Principal
Vice-Principal
Attendance Counsellors
Communications and Social Media Administrator

e) Advise staff, students and families of District website
f)

Ensure that parents/guardians have provided up to date contact
information to the school

g) Discuss pandemic illnesses with staff including prevention, signs,
symptoms and family preparedness
5. Educate Staff / Student / Families
a) Personal Planning articles, home hygiene, etc. in school
communication platforms (Edsby and Edsby broadcasts)

Principal
Vice-Principal
Communications and Social Media Administrator

TRAVEL RESTRICTIONS
To contain the spread of the pandemic and protect the health of staff and students, travel
restrictions may be implemented. Depending on the severity, when Pandemic Phase 5 or 6 is
reached in a specific area, staff may be restricted from travelling to that area.
Likewise, dependent upon severity student travel to specific areas may also be restricted.
The Principal or designate will in consultation with Toronto Public Health and with the Pandemic
Response Team decide to restrict travel and/or place conditions on returning to the school.
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Table 3: Pandemic Period
Pandemic Activities

Responsibilities

1. Planning and Coordination
a) If school trips are planned, determine how children will be isolated
and sent home should they become ill with flu-like symptoms
b) Closing of schools may be required
c) School trips may be cancelled

Principal
Vice Principal
Teaching Staff

d) Depending on staffing or student shortages, classes may need to be
combined
2. Continuity of Student Learning and Core Operations
a) Evaluate capability of student learning continuity: adjust as needed
b) Schools may be closed
c) School trips may be cancelled

Principal
Vice-Principal

d) Extracurricular activities including sporting events and clubs may be
cancelled
3. Infection Control Policies and Procedures
a) Continued use of infection control practices and procedures that help
limit the spread of infection
b) Monitor symptoms and advise staff to report any-flu-like symptoms to
the office
c) Follow all safe school closure procedures when necessary
d) Ensure that schools and facilities have an adequate supply of hand
soap and paper towels
e) Advise staff and students who are sick with flu-like symptoms to
remain at home
f)

Restriction of community, volunteer and visitors to schools and
facilities

g) Rigorous cleaning of schools and contact surfaces

Principal
Vice-Principal
Attendance Counsellors
Communications and Social Media Administrator
Designated Control Staff
Teaching Staff
Building Operations Managers
Custodial Staff

h) Audit infection control practices
i)

Plan for students away on school trips to be isolated and/or sent
home if they become ill

j)

Ongoing education for students and staff on proper hand washing
and cough/sneeze etiquette

k) Advise Toronto Public Health when more than 15% of school
population is away ill
l)

Separation of ill students and staff until they can be sent home
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Table 3: Pandemic Period … continued.
4. Communication Planning
a) Media communications
b) Continue to work closely with Ministry of Health, Ministry of
Education, Toronto Public Health, and Municipal Officials
c) Monitor voicemail, email, and Edsby messaging throughout the
school day to ensure communications are received in a prompt
manner

Principal
Vice-Principal
d) Maintain and evaluate School Website and Edsby for information on Communications and Social Media Administrator
Pandemic Planning
e) Maintain method of communication with students and families to
receive immediate information if child needs to be sent home or if
school or facility is closing
f)

If school is open, provide information in school communication
platform (Edsby and Edsby broadcast))

5. Educate Staff/Students/Families
a) If school is open, increase awareness by informing through bulletins
and standard means of communication (Edsby News River and
Edsby Broadcasts)
b) Promote Ministry of Health and Toronto Public Health guidelines to all
students/families/staff

Principal
Vice-Principal
Communications and Social Media Administrator

SCHOOL CLOSURE
In a severe pandemic emergency, school closure may be required. This could be to reduce the
possibility of infection because there is insufficient staff to supervise students or there are other
situations that would result in a closure.
The decision to close all Toronto schools would be made by the Medical Officer of Health in
consultation with the Ministry of Health and Long-Term Care, Ministry of Education,
neighbouring jurisdictions and affected schools.
Toronto Prep School will follow the directives of Toronto Public Health regarding school closure.
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Table 4: Post-Pandemic Period
Post-Pandemic Activities

Responsibilities

1. Planning and Coordination
a) Re-opening of school, if school had been closed
b) Resumption of business activities

Principal
Vice Principal
Teaching Staff

c) Depending on staffing shortages, classes may need to be combined
2. Continuity of Student Learning and Core Operations
a) Evaluate capability of student learning continuity: adjust as needed.
b) Communications
c) Resumption of school classes and activities if classes and activities
had been cancelled

Principal
Vice-Principal
Communications and Social Media Administrator

d) Resumption of extracurricular activities, including sporting events,
clubs, and field trips
3. Infection Control Policies and Procedures
a) Continue with infection control practices and procedures that help
limit the spread of infection
b) Monitor voicemail, email, and Edsby messaging throughout the
school day to ensure communications are received in a prompt
manner
c) Ensure that schools and facilities have an adequate supply of hand
soap and paper towels
d) Advise staff and students that are sick with flu-like symptoms to
remain at home
e) Continue to audit infection control
f)

Principal
Vice-Principal
Attendance Counsellors
Communications and Social Media Administrator
Designated Control Staff
Teaching Staff
Building Operations Managers
Custodial Staff

Ongoing education for students and staff on proper hand washing
and cough/sneeze etiquette

g) Advise Toronto Public Health when more than 15% of school
population is away ill
h) Separation of ill students and staff until they can be sent home
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Table 4: Post-Pandemic Period … continued.
4. Communication Planning
a) Media communications
b) Continue to work closely with Ministry of Health, Ministry of
Education, Toronto Public Health, and Municipal Officials
c) Maintain and evaluation School Website and Edsby for information
on Pandemic Planning
d) Maintain method of communication with students and families to
receive immediate information if child needs to be sent home or if
school or facility is closing

Principal
Vice-Principal
Communications and Social Media Administrator

e) If school is open, provide information in school communication
platform (Edsby)
f)

Prepare for Critical Incident Response if there have been deaths
among students and staff

5. Educate Staff / Students / Families
a) Direct staff, students and families to information on District website
b) Use school communication platform (Edsby and Edsby broadcast)
to provide information to students and families

Principal
Vice-Principal
Communications and Social Media Administrator

c) Keep staff informed via school communication platform and
messaging service
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Two-Tier Response Plan
As previously outlined, Toronto Prep School will be taking a two-tier approach to pandemic preparedness and
response planning.
Tier One – Prevention of Occurrence
Toronto Prep School will always be in a state of alertness to address infection control issues. We recognize that a
school could be impacted by a pandemic. The prevention component of Tier One outlines the processes that are in
place to prevent an outbreak in whatever form it may take. (specifics will be addressed in the Tier One Response
Section)
Tier Two – Prevention of Spread
Toronto Prep School will enact Tier Two when Toronto Prep School will enact Tier Two when there are either
confirmed cases of illness within the school or when there is a mandated school closure. Although the processes
may be reactive, there are components built into Tier One and Tier Two to prevent other staff and students from
becoming ill and preventing the spread of the illness. (specifics will be addressed in the Tier Two Response Section)

Tier One: Prevention of Occurrence
Infection Prevention and Control Measures
People should take steps to prevent themselves from becoming infected and from spreading infection to others.
These measures include:
•

washing your hands often and teaching others to do the same;

•

keeping your hands away from your mouth, nose and eyes;

•

not sharing eating utensils or drinks, or school supplies such as pencils, rulers, or calculators;

•

covering your cough and sneeze;

•

use of personal protective equipment;

•

continued awareness, education, and training for students and staff;

•

cleaning workspaces and maintenance of cleaning supplies;

•

practicing social distancing in school;

•

staying home if you are ill;

•

reporting student and staff absences to Toronto Public Health;

•

personal and family preparedness at home;

•

making efforts to improve your general health status through healthy living behaviours such as exercising,
eating well, getting enough sleep and not smoking;
Each one of the aforementioned actions are discussed in greater detail on the following pages.
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Infection Prevention and Control Measures
This section provides general information on infection prevention and control.
Infection control measures are actions that can help prevent the spread a pandemic in the school setting.
These measures include:
Practise Hand Hygiene
Clean your hands frequently with an alcohol-based hand sanitizer or soap and water, especially after you cough,
sneeze, or blow your nose. A 60 to 90% alcohol-based hand sanitizer is the preferred agent for hand hygiene unless
your hands are visibly soiled. If your hands are visibly soiled, you should wash them with soap and water. If you are not
near water and your hands are visibly soiled, clean your hands with a moist towelette to remove visible debris, then use
an alcohol-based hand sanitizer. The virus is easily killed by soap, hand wash or hand sanitizer products. Therefore
gloves or special antibacterial hand wash products are not needed. Hand washing/sanitizing is a very important method
to prevent the spread of a pandemic.
You should wash your hands:
•

when they are visibly dirty;

•

before preparing and immediately after handling food;

•

before eating food or feeding others;

•

after using the toilet;

•

after contact with contaminated surfaces (e.g., garbage bins, cleaning cloths);

•

after wiping or blowing nose, handling soiled tissues, or sneezing into hands;

•

after contact with blood or body fluids (e.g., vomit, saliva);

•

before and after dressing wounds;

•

before preparing and taking medication; and

•

before inserting and removing contact lenses.

Soap, paper towels and sanitizers are readily available in the school washrooms. Toronto Prep School has placed
alcohol based hand sanitizer dispensers throughout the school, and a bottle of alcohol based hand sanitizer and Lysol
Disinfexting Wipes in every classroom.
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Hand Washing Procedure
1.
2.
3.
4.
5.
6.

Wet hands.
Apply soap.
Lather for 15-20 seconds. Rub between fingers, back of hands, fingertips, under nails.
Rinse well (10 seconds) under running water.
Dry hands well with paper towel or hot air blower.
Turn taps off with paper towel, if available.
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Hand Sanitizing Procedure
1.
2.
3.
4.
5.
6.

Apply sanitizer (minimum 60% alcohol-based) to the palm of your hand.
Rub your palms together.
Work the sanitizer between fingers, the back of hands, fingertips, under nails.
Rotate your thumbs in the other hand.
Rub hands until dry.
Once dry, your hands are safe.
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Cough and Sneeze Etiquette
People should be encouraged to cover their mouth and nose when they cough or sneeze. This will help stop the
spread of germs that can make people sick. It is important to keep your distance (e.g., more than one metre/three
feet) from people who are coughing or sneezing, if possible.
Cover Your Cough Procedure
1.
2.
3.
4.

Cover your mouth and nose with a tissue when you cough, sneeze or blow your nose.
Put used tissues into the waste basket.
If you don’t have a tissue, cough or sneeze into your sleeve, not in your hands.
Wash your hands with soap and water or hand sanitizer (minimum 60% alcohol-based).

To encourage cough and sneeze etiquette, students and staff should have access to tissues and must be educated
about the importance of cough and sneeze etiquette, including keeping hands away from the face. We will encourage
parents to send tissues with their child for their child’s use at school.
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Avoid Touching Your Eyes, Mouth and Nose
Pandemic viruses spread when the infected respiratory secretions from the mouth or nose of one person come into
contact with the mucous membranes (mouth, nose or eyes) of another person. Without even realizing it, you may
touch the infected nose and mouth secretions of someone who the virus (e.g., by shaking hands). If you go on to
touch your mouth, nose or eyes, the virus may gain entry into your body causing infection.

Stay Home If You Are Ill
If you have pandemic-like symptoms, regardless of where you have travelled, stay home from work or school and
limit contact with others to keep from infecting them. See a health care provider if your symptoms become worse but
call ahead of time to let them know you have flu-like symptoms.
Do not come to school if at all possible until the pandemic phase has ended, you have recovered, or the pandemic
has gone through the school as there is no clear data how long a person should wait before returning to work or
school.
Do not attend school if you have been exposed, in the past 14 days, to an individual with the virus unless the
pandemic has already been through the school.
Do not attend school with signs or symptoms of the pandemic virus for at least 14 days even if symptoms resolve
sooner. The determination of readiness to return to school will be determined by Toronto Public Health.
If you have tested positive you must get clearance from Toronto Public Health before you will be readmitted to
school.
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Personal Protective Equipment
Use of Gloves
Protective barriers like disposable gloves reduce the risk of infection transmission. Protective barriers should always be
worn when there is chance that you will come into contact with blood, body fluids and/or open sores of another person
(e.g. if you have to touch a student’s wound). Single use disposable gloves provide a barrier between the skin of your
hands and the potentially infected body fluids. They also protect the other person from the germs that might be on your
hands. Hands should be washed before and after using gloves. Gloves are not a substitute for hand hygiene. The process
of taking off contaminated gloves can sometimes result in transferring germs to your own hands, so cleaning your hands
after use should be as important as using the gloves.
Heavy duty rubber gloves that are re-usable or shared are often provided for environmental cleaning tasks. These gloves
should be cleaned thoroughly after each use and hands should also be cleaned after removing these gloves.
Use of Masks
The use of masks is a difficult and unresolved issue. According to the Canadian Pandemic Influenza Plan, there is no
evidence that the use of masks in public will protect an individual from infection when the virus is circulating widely in the
community. However a person wearing a mask properly at the time of exposure to the virus may benefit from the barrier
that a mask provides.
Toronto City Council has urged the federal and provincial ministers of health to give further consideration to the wearing of
masks in situations where potential exposure to infectious individuals is unavoidable.
Vaccine Administration and Distribution
According to Toronto Public Health (TPH) a vaccine for the pandemic will not be available until at least six to twelve
months after the pandemic strain is identified.
Ontario’s goal is to obtain enough vaccine for the entire population but, during the early stages of a pandemic, vaccine will
be in short supply. In this situation, the province will follow the national recommendations for priority groups for
immunization, adapting them as required to meet provincial needs. TPH will follow federal and provincial guidelines.
When vaccine becomes available, TPH will organize mass vaccination clinics to vaccinate the general public. TPH will
make public announcements about the time and location of these clinics.
Social Distancing in School
During a pandemic, the more people you are in contact with, the more you are at risk of coming in contact with someone
who is infected. Social distancing means reducing or avoiding contact with other people as much as possible. Some
workplace strategies to achieve this may include:
•
•
•
•
•

minimizing contact with others by using stairs instead of crowded elevators;
canceling non-essential face to-face meetings and using teleconferencing, e-mails, and faxes instead;
staying one metre (three feet) away from others when a meeting is necessary;
avoiding shaking hands, hugging, or kissing people;
bringing lunch and eating at your desk or away from others.
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Not Sharing, is Caring
Do not eating utensils food or drinks. Do not share hats, combs, or other personal items with other students. Do not
share your personal electronic devices. Do not share school supplies such as pencils, rulers, or calculators.
Cleaning Workplaces
People with a virus may contaminate their surroundings with respiratory secretions from their nose and mouth.
Surfaces that are touched frequently by people (e.g., door knobs, student desks, bathroom faucets, telephones, or
other shared equipment) should be cleaned more often than usual during a pandemic, if possible. The virus is easily
killed by regular cleaning products, therefore special cleaning agents or disinfectants are not required. The school
will follow their current infection control protocols for cleaning and disinfecting. Garbage created by a person with
known or suspect contamination does not need any special handling and may be placed with the regular garbage
for disposal.
Cleaning Supplies
The first and most effective line of defense for infection prevention and control is the placement of infection
prevention and control products within the school and the physical environment of the school. The following infection
prevention and control measures should be in place:
•

hand washing stations have running water and an adequate supply of soap and paper towels

•

alcohol-based hand rub is placed where hand washing facilities are not available.

•

that a designated area exists where ill students may be isolated from other students.

•

students are encouraged to bring their own supplies (tissue) to class; to reduce the need to share

•

diligent waste handling procedures including proper placement of waste receptacles

Reporting Student and Staff Absences to Toronto Public Health
Advise Toronto Public Health when more than 15% of school population is away ill. This has been developed to
monitor daily student absences as a percentage of the student population with the intent to provide Toronto Public
Health with current information to base their decisions. In the case of a pandemic, parents will be encouraged to
report absences due to pandemic-like symptoms.
Symptoms most associated with the current contagion Coronavirus disease (COVID-19) are:
•

a runny nose, sore throat, cough, fever, and shortness of breath. Illness can be more severe for some
people and can lead to pneumonia or breathing difficulties.

More rarely, the disease can be fatal. Older people, and people with other medical conditions (such as asthma,
diabetes, or heart disease), may be more vulnerable to becoming severely ill.
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Training and Awareness
Training sessions will raise awareness of infection control, pandemic planning, and prepare staff, parents and
students for their roles during a pandemic. These include:
•

conducting employee training such as Public Health Ontario’s online courses. Create an account and this
will provide you with access to updated information, guidelines, and online courses. publichealthontario.ca

•

encouraging parents and students to visit Public Health Ontario’s online courses. Create an account and
this will provide you with access to updated information, guidelines, and online courses.
publichealthontario.ca

•

using communication tools such as Edsby and the school website to post information about pandemic-like
illness prevention strategies

•

providing necessary training to staff members who are expected to serve on the Designated Control Team

Personal and Family Preparedness
What can you and your family do to minimize the chance of coming into contact with the agent that causes the
pandemic?
•
•
•
•
•

Wash hands often. When soap and water are not available, use alcohol-based disposable hand wipes or
gel sanitizers.
Cover nose and mouth with a tissue when sneezing or coughing or cough or sneeze into your sleeve.
Wash hands after you cough or sneeze.
Avoid touching eyes, nose or mouth. A person can become ill by touching a contaminated surface and
then touching their eyes, nose or mouth.
If you or a family member becomes sick with pandemic-like symptoms, stay at home, get plenty of rest
and contact a health care provider as needed.
Practice good health habits. Get plenty of sleep, be physically active, manage stress, drink plenty of
fluids, eat nutritious foods and avoid smoking which may increase the risk of serious consequences if you
do contract the pandemic.

What can you do to ensure your family is prepared?
Food:
• Two-week supply minimum
• No refrigeration, preparation or cooking
• Formula for infants or special nutritional needs
Pets:
•
Water:
•
•
•
Medical
•
•
•

Food, medication, water
2 to 4 litres per person per day
Use clean plastic containers
No milk cartons or glass bottles
Have extra prescription and non-prescription drugs and supplies
Store health/cleaning supplies
Talk to your family about how they would be cared for if they get sick
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Tier Two: Prevention of Spread
In Tier Two all of the student, staff, and school procedures as outlined in Tier One will continue to apply.
Additional procedures in Tier Two include:
•

early treatment for high risk students and staff

•

passive and active screening for the pandemic

•

environmental cleaning

•

separating ill students and staff

•

staying home when ill

•

staff sick leave

•

students and staff with ill household members

•

protection of students whose families cannot care for them

•

tours and new admissions

•

school closure decision-making process

•

continuing education and service continuity
Each one of the aforementioned actions are discussed in greater detail below.

Early Treatment for High Risk Students and Staff
High-risk students and staff who have had close contact with others who are sick with a pandemic-like illness
should contact their health care provider immediately to discuss subsequent measures dictated by the health
authorities.
Passive and Active Screening for the Pandemic
Passive
Passive screening involves posting signage at a school outlining the symptoms the pandemic-like illness. It also
includes informing staff and students of the pandemic-like-illness symptoms so that they can monitor themselves
and report their symptoms on a regular basis to the school.
Active
Active screening involves designated staff asking students and staff about symptoms such as fever, cough, and
shortness of breath. Staff and students should be separated from others and sent home if any two of the above
symptoms are present. Throughout the day, staff should be vigilant in identifying students and other staff who
appear ill. Staff monitoring the ill student should wear gloves and masks (if available) and exercise universal
precautions. Ill students/staff may be offered or asked to wear masks as a precaution (parental permission to
wear a mask will be obtained for students under the age of 12).
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Environmental Cleaning
During confirmed cases of illness within the school caretaking staff will alter their environmental cleaning
methods to ensure that the maximum amount of surfaces are disinfected on a daily basis. This may also
require the changing of current disinfection products. New products and procedures may be introduced as
needed.
Separating Ill Students and Staff
Sick students and staff should always be required to stay home. Students and staff who appear to have a
pandemic-like illness at arrival or become ill during the day must be promptly separated from other students
and staff and sent home.
Toronto Prep School will regularly update contact information for parents so that they can be contacted more
easily if they need to pick up their ill child.
Recognizing that space is often in short supply, early planning on the location for a sick room is essential. This
room should not be one commonly used for other purposes for example, the lunchroom during non-meal
times. It should not be a space through which others regularly pass. It is not necessary for this room to have a
separate air supply (HVAC) system. Ill persons should be placed in well ventilated areas and placed in areas
where at least 2 metres of distance can be maintained between the ill person and others.
A limited number of staff (Designated Control Team) should be designated to care for ill persons until they can
be sent home. These care givers should not be at increased risk of pandemic complications (for example,
pregnant women or persons that have a chronic illness) and they should be familiar with infection control
recommendations to prevent the spread of the pandemic.
If a student shows symptoms of the pandemic illness while at school, parents should be immediately notified
to pick up their child. In the meantime, the student should be removed from the regular classroom to wait in an
office or a separate room under supervision and away from other students. Staff should provide the student
with tissue to cover his or her mouth and nose when coughing or sneezing and should try to keep a distance
of at least one metre (three feet) from the ill student. Tissues should be disposed of immediately in a garbage
can. The student should use an alcohol-based hand sanitizer following disposal of the tissue. Staff members
should also practise frequent hand hygiene.
When possible and if the sick person can tolerate it, he or she should wear a surgical mask when near other
persons (parental permission to wear a mask will be obtained for students under the age of 12).
Staff who are members of the Designated Control Team are likely to come into close contact with students and
staff with pandemic-like illness. It is recommended that staff who provide care for persons with known,
probable or suspected pandemic-like illness use appropriate personal protective equipment (disposable
respirator, gloves).
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Staying Home When Ill
Toronto Prep School will advise ill staff and students to stay home until the end of the exclusion period
(described in the next paragraph), to the extent possible, except when necessary to seek required medical
care. Sick individuals should avoid contact with others. Keeping people with a fever and cough at home may
reduce the number of people who get infected.
When students and/or staff show pandemic-like illness symptoms, they should be advised to stay home and
not attend school or other events for at least 14 days even if symptoms resolve sooner.
The determination of readiness to return to school will be determined by Toronto Public Health.
When said students and/or staff who have had a pandemic-like illness return to school they should continue
to practice good respiratory etiquette and hand hygiene and avoid close contact with people they know to be
at increased risk of pandemic-related complications.
In addition, any student with decreased immune system functioning related to chronic health conditions may
be at higher risk of infection. The parents of such students may choose to keep them at home.
Excluding Students From School
The Education Act allows a Principal to exclude a student from attending school while ill. Subsection 265(1)(l)
of the Education Act (Duties of Principal) says: it is the duty of a principal to refuse admission to the school of
any person who the principal believes is infected with or exposed to communicable diseases requiring an
order under section 22 of the Health Protection and Promotion Act until furnished with a certificate of a
medical officer of health or of a legally qualified medical practitioner approved by the medical officer of health
that all danger from exposure to contact with such person has passed.
Subsection 265(1)(k) says: it is the duty of a principal of a school to report promptly to the medical officer of
health when the principal has reason to suspect the existence of any communicable disease in the school.
Students who live with people with pandemic-like illness should remain home the number of days specified by
Toronto Public Health for said contagion from the day the first household member became ill.
Students and Staff with Ill Household Members
Students who live with people with pandemic-like illness should remain home and not attend school or other
events for at least 14 days even if symptoms resolve sooner from the day the first household member
became ill. This is the time period they are most likely to become ill themselves. Keeping all students in the
household at home during this time period may keep the virus from being spread to others outside the home.
If a household member develops an acute respiratory illness during this time, the recommendations for
exclusion of persons with pandemic-like illness may be implemented.
Staff Sick Leave
The use of sick leave is governed by the conditions of employment.Toronto Prep School may require
employees to obtain a physician’s note following a certain number of consecutive days of absence due to
illness. Toronto Prep School reserves the right to decide when a physician’s note is required prior to returning
to work.
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Protection of Students Whose Families Cannot Care for Them
Toronto Prep School will develop plans for situations in which no next of kin or guardian is available to care
for a student, either temporarily or permanently, because the next of kin or guardian is ill, in hospital, or has
passed away due to the pandemic. Current protocols for notifying Children’s Aid Societies will be followed.
Toronto Public Health (TPH) has begun discussions with Children’s Services and the four major Toronto
child welfare agencies on planning for the protection of children whose parents or families are unable to
care for them.
Tours/New Admissions
Screen staff, children, parents and visitors for symptoms of pandemic to keep the school healthy. If a parent
or child has pandemic-like symptoms or has been exposed to an individual with symptoms, we will
postpone their tour or new admission. Although complete suspension of tours or new admissions to the
school would probably not stop the spread of the pandemic virus, such measures may become necessary
when staffing levels are low.
Missing Classes Due to Illness
Students will miss class and appropriate methods to mitigate the impact on student learning must be
implemented.
The Pandemic Response Team working with the Ministry of Education will:
•

develop a policy regarding student academic status and accommodation for students missing
classes, assignments, labs and exams due to illness or absence due to the risk of illness.

•

reevaluate requests for physician notes will contribute to the demands on the health care sector
unnecessarily. Current policies that may pose a barrier to effective disease control and prevention
should be suspended or revised as appropriate.

•

develop a procedure for students who are in isolation or quarantine to obtain class notes.

•

develop back-up plans to offer the course if teachers are ill.

•

develop and disseminate alternative procedures for completing course work (i.e., web-based
instruction, lessons and assignments delivered via Skype and online platforms).

•

identify ways to continue classes on-line.
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School Closure Decision-Making Process
In a severe pandemic emergency, school closure may be required. This could be to reduce the possibility
of infection because there is insufficient staff to supervise students or there are other situations that would
result in a closure.
The decision to close all Toronto schools would be made by the Medical Officer of Health in consultation
with the Ministry of Health and Long-Term Care, Ministry of Education, neighbouring jurisdictions and
affected schools.
The Ministry of Health and Long-Term Care (MOHLTC) in consolation with Public Health Ontario (PHO)
and Toronto Public Health (TPH) will contact the school to inform us of a mandated school closure.
Under the authority of the Health Protection and Promotion Act, the Medical Officer Health (MOH) has the
authority to implement public health measures (e.g. isolation, quarantine, or school closures) in the local
jurisdiction.
In the case of a pandemic, the decision to use particular public health measures will be made by the
Ontario Chief Medical Officer of Health in consultation with the Ministry of Health. This will lead to
consistency in the application of measures across the province, and thereby help to ensure public
confidence, compliance and reduce confusion. The specific timing for the implementation of a measure
may vary across the province, as this depends on the phase and severity of the pandemic in each local
area
Toronto Prep School will follow the direction of Toronto Public Health regarding school closure.
Alternatively, Toronto Prep School may decide to close if teacher absenteeism severely impacts our ability
to operate the school safely or feel that school closure is in the best interests of our school community.
In the event of a school closure, it is the responsibility of the parents to plan for child care.
Academic Continuity
Once a decision is made to close the school, the Pandemic Response Team must ensure the decision is
communicated immediately to all parents, students, teachers, and other school staff.
During a pandemic we are are expected to continue to offer meaningful instruction. Compulsory curriculum
will be taught to the extent possible, allowing students to progress academically.
Toronto Prep School is committed to fulfilling its core academic mission of educating students. We
recognize an event such as pandemic health emergency is a potential threat to academic continuity. Good
stewardship requires that we undertake appropriate planning and preparation to promote academic
continuity. At the same time, we must be prepared to respond to extraordinary circumstances in which the
normal academic operations of the school may be disrupted.
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The following principles will guide Toronto Prep School in its preparation and planning for academic
continuity and in its response to a pandemic disruption:
Primacy of the Educational Mission
•

Toronto Prep School is committed to taking appropriate steps to maintain the continuity of its
academic programs and activities and to provide students with a reasonable opportunity to
continue learning and complete academic requirements.

Integrity of Academic Programs
•

Toronto Prep School is committed to maintaining the integrity of all academic programs. Although
steps may be taken which result in changes to academic programs and the educational
experience of students, those changes must maintain the integrity of the academic program.

Fairness to Students
•

In seeking to maintain academic continuity, Toronto Prep School is committed to treating students
in a fair and equitable manner. It recognizes that students may not have the freedom of choice to
attend classes or not during a declared pandemic due to a mandated school closure or due to a
quarantine and as such no academic penalty will be enforced. However, students remain
responsible for the course work and for meeting course requirements as stipulate by the
Alternative Learning Strategies implemented by the school.

Alternate Learning Strategies
Toronto Prep school will plan for alternate education strategies for the ill or recovering student and for all
students in the case of a school closure.
The Pandemic Response Team will also issue directions as to how learning will continue remotely.
Teachers currently have the capability to communicate with students through Edsby and associated
platforms such as Google Classroom and Skype. In the event of a school closure current learning
curriculum will be made available to all students via the aforementioned communication platforms.
The specific ways and means of maintaining academic continuity is outlined in Toronto Prep School’s
Policy on Academic Continuity. (see document entitled “Toronto Prep School: Policy on Academic
Continuity”)
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York University, Pandemic Influenza Plan
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