MESSAGE FROM THE SUPERINTENDENT
Dear HCS Staff,
As we look forward to beginning the 2020-21 school year, I want to share this guide which will provide
you with valuable information about our return to the workplace.
This fall, we know that school will look different from years past, but our goal is to ensure a safe and
healthy learning environment for all students and staff members with instruction delivered in the most
effective way possible. In making preparations for the new school year, Horry County Schools (HCS)
established the HCS Re-Opening Task Force in order to formulate a comprehensive plan which utilized the
work of the South Carolina Department of Education’s AccelerateEd Task Force, while at the same time
taking into consideration the individual needs of our school district.
The HCS Re-Opening Task Force, which included parents, students, teachers, principals, and district staff, met this summer to
study the numerous concerns which would need to be addressed in order to provide our students with a safe and healthy learning
environment. The information assembled by these task force team members was used as a valuable advisory resource by district
leadership to develop a comprehensive re-opening plan.
In the following pages, you will find information related to workplace health and safety procedures, employee expectations, and other
pertinent reference material.
If you need additional information or clarification about procedures that we will need to follow this school year, please discuss with
your immediate supervisor. Thank you for working together to make this year a successful and healthy one for our staff and students.
Sincerely,

Rick Maxey, Ph.D.
Superintendent,
Horry County Schools
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WORKPLACE EXPECTATIONS & GUIDELINES
All HCS employees, contracted vendors, and visitors are expected to comply fully with the protocols and guidelines outlined in this document
as part of HCS Workplace Expectations and Guidelines. Failure to do so may result in corrective action. Any questions you may have should
be directed to your immediate supervisor.
To limit the number of individuals in each building, visitors will be required to schedule an appointment with the department/school before
arriving on campus.
Organizational Reopening (First Operational Day and Beyond): On the first day that employees return to their department, supervisors
should notify employees of all necessary workplace expectations and guidelines. The information must include:
•Washing of hands
•Social distancing
•Health monitoring
•Staying home or going home if not feeling well
•Guidelines for reporting illness
•Expectations for maintaining a safe work environment for all employees
All employees should be reminded that employee safety is related to a common approach where all personnel is responsible to protect
themselves and their co-workers. The common approach should include:
•Wiping down personal spaces at the end of the day to include shared printers, copiers, or other office equipment.
•Wiping down of commonly touched surfaces including handles, doorknobs, desktops, telephones, etc. should be done by all employees
		 at the end of their shifts.
Also, workplace-specific guidelines should be reviewed. These include:
•Work schedules
•Staggered reporting times
•Meeting procedures
•Congregating in common areas
•Use of face masks or soft face coverings
•Conducting business in compliance with social distancing
Employees should be encouraged to ask any questions they may have concerning procedures in their work environment.
Employees should monitor their email and other means of District communication regularly. The COVID-19 virus response has been an
evolving situation, and it is incumbent upon all employees to stay abreast of all developments and communications.
WORK SCHEDULES

•For all instructional delivery models, as determined by levels of disease spread as designated by SCDHEC (HIGH SPREAD, MEDIUM

		 SPREAD, and LOW SPREAD), all staff and teachers will report daily to their respective office or classroom, and district staff members
		 report to their building assignments as well.
Staggered Reporting/Departing: The beginning and end of the workday typically bring many people together at common entry/exit points
of buildings. If feasible, staggering reporting and departure times could reduce traffic in common areas to meet social distancing requirements.
If applicable, staff should enter through a designated entry point for their building.
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MONITORING AND REPORTING ILLNESS OR SYMPTOMS

•Before entering any HCS facility, all employees, contracted vendors, students, or visitors are responsible for conducting a self-screening of

		 the symptoms below. Individuals must be free of any symptoms potentially related to COVID-19 to be eligible to report to work or school.
		 At this time, these symptoms include one or more of the following:
		° Temperature of 100.4 degrees or higher
		° Sore throat
		° New uncontrolled cough that causes difficulty breathing
		° Diarrhea, vomiting, or abdominal pain
		° New onset of severe headache, especially with a fever
		° Repeated shaking with chills
		° Runny nose or new sinus congestion
		° Muscle aches or pain
		° Prolonged Fatigue or tiredness
		° New loss of taste or smell
•If an employee becomes ill or experiences any of the symptoms listed above, he or she should notify his or her immediate supervisor,
		 who will contact the Health Services Office.
•The SCDHEC re-entry guidance will be followed when a staff member is ready to re-enter school after being excluded for a case or
		 symptoms of COVID-19.
NOTIFICATION OF SYMPTOMS & CASES

•Employees must inform their immediate supervisor of positive test results.

The immediate supervisor will notify the Health Services

		 Office of the results.
•District health services staff will communicate directly with the SC Department of Health and Environmental Control (SCDHEC) to
		 determine the next steps in each situation.
•SCDHEC Guidelines regarding contact tracing will be followed. Close contact is defined as anyone within 6 feet of space face-to-face
		 longer than 15 minutes. SCDHEC would use close contact criteria to determine who needs to be notified.
•The SCDHEC re-entry guidance will be followed when a staff member is ready to re-enter work after being excluded for a case or
		 symptoms of COVID-19.
•All staff will comply with HIPPA regulations in the handling of COVID-19 cases.
Employee Absence Log: Any employee who reports an illness while at work or before beginning work will be assessed using the Google
Form Employee Absence Log by their supervisor.
If the employee reports an absence before coming to work, the Employee Absence Log will be utilized to document any potential spread of
the virus and assist in early recognition of any areas of a potential outbreak.
If the employee becomes ill while at work, the Employee Absence Log will be utilized to document any potential spread of the virus and
assist in early recognition of any areas of a potential outbreak.
The information gathered from the form will be accessed by the Health Services Director. The Health Services Director will follow the
recommendations from the Centers for Disease Control and Prevention and SC Department of Health and Environmental Control to monitor and
assess the potential spread of the virus and initiate steps to mitigate it. If localized outbreaks emerge, tighter restrictions may need to
be implemented to ensure the safety of all staff.
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MASKS/FACE COVERINGS and PPE

•Masks must be worn in the following situations/locations:
		° when entering any school building or office,
		° when in the hallways,
		° when in the restroom,
		° when in the common areas (mailroom, canteen, copyrooms, break rooms, meeting rooms, etc.),
		° when anywhere but in your room/office/workspace by yourself, and
		° when talking to another person in your room/office/workspace if social distancing cannot be maintained.

Face coverings are required of employees when 6 feet of social distancing cannot be maintained unless a medical condition documented by
a medical professional requires otherwise.
NOTE: CDC does not recommend the use of face shields for everyday activities or as a substitute for cloth face coverings. If face shields are
used without a mask, they should wrap around the sides of the wearer’s face and extend to below the chin. Disposable face shields should
only be worn for single use.
Gloves: According to the CDC, gloves are not necessary for general use and do not replace good hand hygiene. Washing your hands often is
considered the best practice for common everyday tasks. When gloves are used they must be changed after the performance of each task.
Scrubs: Only employees who come into contact with bodily fluids and/or medical professionals assigned to buildings should wear scrubs.
However, any employee may wear scrubs as long as the clothing complies with the district’s dress code.
SOCIAL DISTANCING

•All HCS employees must strive to maintain at least 6 feet of distance from others at all times.
substitute for social distancing.

The use of face coverings is not a

•Employees should avoid using others’ phones, desks, offices, or other work tools and equipment when possible.

Care should be taken
		 to wipe down any shared equipment such as printers, copiers, computers, coffee makers, tables, light switches, and doorknobs after use
		 when possible.
•Convening in groups increases the risks of viral transmission. When feasible, meetings should be held in a virtual and/or distance
		 format. Guidance for in-person meetings is below:
		° Subject to local, state, and federal guidelines and regulations
		° Should not extend 50 percent of a room’s capacity
		° Should ensure individuals can still maintain social distancing requirements
		° Should ensure the appropriate arrangement of meeting rooms to support social distancing
•Employees should attempt to avoid more than one person’s using an elevator at a time and use the stairs whenever possible.
Employees should wash their hands or use hand sanitizer upon departing the elevator.
•Employees should follow directional signage.
Canteen/Breaks: If eating in a designated area in your building, you should wear a mask or face covering until you are ready to eat and
then replace it afterward. Individuals should maintain social distancing between themselves and others. Tables and chairs should be arranged
to support social distancing. When you are finished eating, wipe all surfaces in the area with an EPA-approved disinfectant (table, refrigerator
handle, microwave, etc. after using common areas).
If you are eating in your work environment (break room, office, etc.), maintain 6 feet of distance between you and others. Individuals
should not sit facing one another. Each Department should remove or rearrange chairs and tables in employee break rooms to support social
distancing practices between employees. Wipe all surfaces, including tables, refrigerator handles, coffee machine, etc., after using in
common areas with an EPA-approved disinfectant.
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RESTROOMS & WATER FOUNTAINS

•Water fountain use will be suspended. Staff is encouraged to bring bottled water from home.
•Markings may be placed on floors to designate physical distancing when using the restroom facilities, including access to stalls and sinks.
PHYSICAL ENTRY POINTS, ACCESS TO BUILDING, & SIGNAGE

•Entrance and exit doors will be designated at the main reception area to reduce the chance that people meet face-to-face.
•Social distancing signage will be posted to serve as reminders for staff members and visitors.
•Signage on the proper use of face coverings will be posted throughout the building.
•Visitors are asked to schedule an appointment with the department they need to visit and enter through the main reception area.
HANDWASHING, HAND SANITIZERS, & DISINFECTANTS

•Hand sanitizing stations will be provided throughout the buildings.
•Hand sanitizer (with at least 60% alcohol) will be provided at every building entrance and exit.
NOTE: Staff should not use or share hand sanitizer that has been recalled or contains methanol. According to the FDA, methanol is not an
acceptable ingredient for hand sanitizers and must not be used due to its toxic effects.
SOCIAL-EMOTIONAL & MENTAL HEALTH NEEDS
Horry County Schools is committed to supporting the overall health and well-being of our employees. If you need to speak with someone
regarding stress and mental fatigue, please see the Horry County Schools website for resources.
PEBA health plans include coverage for behavioral health benefits. These benefits are managed by Companion Benefit Alternatives. Using
the Companion website, you can find a provider or request a health coach. Pre-authorization is required so make sure your provider has your
PEBA insurance information. Additional information:
•PEBA Behavioral Health Care flyer
•PEBA Insurance Benefits Guide (page 42)
•by contacting BlueCross BlueShield of South Carolina at 800-868-1032
Full-time employees also have EAP coverage included with the Unum $10,000 basic life insurance. This coverage is free to all full-time
permanent employees and includes the following benefits:
•Unum Employee Assistance Program
•Unum Travel Assistance
•Unum Medical Bill Saver
PROFESSIONAL DEVELOPMENT

•Specialized virtual professional development for staff will be provided, but not limited to, the following:
		° Social and Emotional Learning
		° Trauma-Informed Practices
		° Health and Safety Guidelines

Travel restrictions for staff will remain in place. Please contact your immediate supervisor regarding specific needs.
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HORRY COUNTY BOARD OF EDUCATION

The District is governed by a twelve-member Board of Education. Eleven members are elected from single-member districts for
four-year staggered terms, and the chairperson is elected at large for a four-year term. The Board, which has legal authority for the
operation of all public schools in Horry County, acts to interpret the educational needs of the County and then meets those needs with
policies and facilities that stimulate the student and the learning process. The Board is also responsible for hiring the Superintendent
who is a professional educator employed to advise the Board on all matters concerning management of the schools and to administer
laws, regulations, and policies adopted by the Board. As the leader for teaching and learning for the District, the Superintendent is
responsible for guiding the development of the curriculum and educational programs that address the needs of students, as well as
providing leadership and advocacy for education.
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P.O. Box 260005 • 335 Four Mile Road • Conway, SC 29526 • Telephone: 843.488.6700 • Fax: 843.488.6722

visit www.horrycountyschools.net
Follow us on

Horry County Schools does not discriminate on the basis of race, religion, color, national origin, sex, disability, age, immigrant status,
English-speaking status, or any other characteristic protected by federal or S.C. law in its programs or activities. For questions regarding the
nondiscrimination policy please call or write to the above contact information.

