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This document outlines a number of general and administrative procedures which are subject to modifications due to government regulatory announcements and/or unforeseen 
circumstances and which must be known and complied with by all students, parents and guardians at all grade levels at La Citadelle . It complements all other pieces of 
information, guidelines and procedures that will be transmitted to you by the Administration during the 2020-2021 academic year. 
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"Si l’on m’annonçait que la fin du monde est pour demain,  

je planterais quand même un pommier. " 

Auteur inconnu 

 

 

 

"If someone told me that the end of the world is around 

tomorrow, I would still plant an apple tree." 

Author Unknown 
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Headmaster’s Message 

 

 

This year, we all faced one of the most serious virus pandemics the world has seen in the last 
100 years and have all been learning to cope with the “New Normal” resulting from our efforts 
to contain its spread and minimize its personal and collective risks in our everyday lives.  
 
We at La Citadelle have from the onset consulted various authorities in both the educational 
and medical fields, have done our due diligence, in accordance with the guidance provided by 
the Ministry of Health and have swiftly worked to ensure the preservation of the health and 
safety of our students, teachers and staff, while simultaneously focusing our attention on the 
protection of their mental health and on the continued delivery of the highest standard of 
instruction and education.     
 
It is in the context of the Covid-19 outbreak that we closed the school at the conclusion of the 
March Break, shifting our entire school operation remotely online. The adopted synchronous 
online teaching process which followed was impeccably implemented and we successfully 
concluded the school year and the mandated curriculum at the end of June 2020, as intended. 
 
July and August 2020 saw the partial reopening of the school and the implementation of a 
modified Summer Camp, Summer Daycare and online Secondary School Summer Credit 
Courses, which collectively provided us with the opportunity to develop and implement an 
initial Health & Safety Protocol that serves as the basis of the current Health & Safety 
Protocol.  
 
This document has fundamentally been conceived to provide students, teachers, staff, parents 
and guardians with an understanding of the organizational frame of reference through which 
we intend to operate while reviewing and explaining school procedures and policies that have 
been put in place to help provide a safe and effective learning environment for our community 
during the continued Covid-19 pandemic. 
 
It is important to mention at this juncture that, in preparation for the reopening of the school on 
Tuesday, September 8, 2020, La Citadelle will implement a modified infrastructure and will 
also introduce two new web-based forms of software.  The first, Code-9, is an enterprise 
solution designed to help the school reopen as quickly as possible by continuously evaluating 
return to school safety readiness, daily wellness, hygiene compliance and contact tracing, to 
name but a few metrics. The second is a modern, user friendly digital App, specifically 
designed for us, to allow parents, while still in their automobiles, to request the departure of 
their child from the school building and thus reducing queuing - wait times at the end of school 
day.  
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We at La Citadelle believe that all of our students are special, possessing hidden talents, along 
with an enormous potential to adapt and achieve. Moreover, we believe that it is our duty to 
tap into these capabilities and talents, while providing the children with a sustainable and 
structured program in a warm, inviting, and above all, safe environment where they can learn, 
learn to take care of themselves, and care for others, with joy, enthusiasm, and determination.  
 
In the current context of schools reopening across Ontario, we sincerely believe that it is in the 
best interest and well-being of students to return to school - and for those students who will not 
be able to come to school, to have available to them different modes of online learning.   
 
On a final note, I gracefully extend to you an invitation to read this Health & Safety Protocol 
document, remind you that its content is naturally subject to modifications due to government 
regulatory announcements and / or unforeseen circumstances and count on you to make every 
effort to support our ongoing initiatives.    
 
Sincerely yours, 
 
 
Alfred Abouchar 
Headmaster 
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 Health & Safety Protocol  
(in the context of the Covid-19 pandemic) 

 
 

The goal of the present Health & Safety Protocol is to provide all members of the La 
Citadelle community with a clear set of considerations and guidelines in accordance with 
which the school intends to reopen for the return of all its students, from Pre-Kindergarten to 
Level IV (Grade 12) on Tuesday September 8, 2020, putting in place mitigation measures to 
protect students, as well as their teachers and staff, by helping to reduce the spread of Covid-
19.  

A. COVID-19  

1. Symptoms  

The following are the most common symptoms of Covid-19 to monitor daily, before leaving 
home to come to school. 

 Temperature (Feeling hot to touch or having a fever greater than 37.8 
degrees Celsius or 100 degrees Fahrenheit) 

 Muscle aches 
 Chills 
 Cough that is new or worsening (continuous, more than usual) 
 Barking cough, making a whistling noise when breathing (croup) 
 Shortness of breath (out of breath, unable to breathe deeply) 
 Sore throat 
 Difficulty swallowing 
 Runny, stuffy or congested nose (not related to seasonal allergies or other 

known causes or conditions) 
 Lost sense of taste or smell 
 Pink eye (conjunctivitis) 
 Headache that is unusual or long lasting 
 Digestive issues (nausea/vomiting, diarrhea, stomach pain) 
 Extreme tiredness that is unusual (fatigue, lack of energy) 
 Falling down often 
 For young children and infants: sluggishness or lack of appetite 

For more Information about Covid-19 symptoms, please visit the Ministry of Health’s “Covid-
19 Reference Document of Symptoms” at https://www.ontario.ca/page/covid-19-stop-spread. 

The following link from Toronto Public Health’s website has all the required information 
families need concerning testing centers, data & surveillance, up-to-date information on the 
virus and symptoms, to ensure everyone is well educated about Covid-19. It also helps the 
reader navigate the unique challenges Covid-19 presents in their specific settings.  
https://www.publichealthontario.ca/en/diseases-and-conditions/infectious-diseases/respiratory-
diseases/novel-coronavirus 
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2. Self-Monitoring  

Parents, teachers & staff and their families are encouraged to monitor both their own symptoms 
and those of their child(ren) at all times and are obligated to notify the school immediately if 
any of them develops any symptoms or if any member of their family and friends have had any 
contact with someone with a confirmed case of Covid-19.  

Students, teachers & staff are encouraged to regularly consult some of the other available 
national and provincial resources listed below:  

 Ontario Government online COVID-19 self-assessment at:  
https://covid-19.ontario.ca/self-assessment/ 
 

 Canada’s Covid-19 Alert App at:  
https://www.canada.ca/en/public-health/services/diseases/coronavirus-disease-
covid19/covid-alert.html  
 

 Telehealth Ontario at 1-866-797-0000 

 

3. School Monitoring System: Code-9 

This year, La Citadelle will be implementing Code-9, a digital health and hygiene platform 
created to assist us as a school with the challenging task of reopening. This enterprise solution 
provides symptom screening questionnaires specifically tailored to our needs, as well as a 
safety audit module to ensure compliance with the latest mitigation and hygiene guidelines. 
Furthermore, it allows us to aggregate, analyze and report results via an internal command 
center.   

Parents will be required to record their child(ren)’s body temperature and use their mobile 
phones to complete and submit the Code-9 Online Daily Wellness Assessment, confirming 
that neither they nor any member of their family have any suspected symptoms of Covid-19 
and have not been in contact with anyone who knowingly has Covid-19 (including relatives 
and friends), at least half an hour prior to coming to the school. Teachers and staff will also be 
required to complete the above-mentioned daily assessment. Students, teachers and staff will 
not be given permission to enter the school if the school cannot confirm receipt of their 
morning assessment or if their assessment is unacceptable.  

Parents will be provided with instructions on how to install Code-9 on their own personal 
electronic devices.  
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4. Reporting Requirements 

a.  In addition to providing the school with the required Code-9 Online Daily Wellness 
Assessment, students, teachers and staff are required to report to the school any Public 
Health or health care provider recommendation of self-isolation, or their starting to 
experience any Covid-19 symptoms.  

b. Any student, teacher or staff member who develops any Covid-19 symptoms will be 
immediately isolated.  Parents, guardians and/or next of kin of symptomatic individuals 
will be alerted immediately and asked to pick them up from school.  
 
If the affected individual chooses not to get Covid-19 tested, they will be required to 
isolate for 14 days before returning to school.  If the affected individual opts for Covid-
19 testing, with a negative result, they may return to school as soon as symptoms abate.  

 
c. Outside of school, should you or any person in your immediate family experience 

symptoms or has travelled outside of Ontario, you are required to immediately notify 
the school.  If any of the affected individuals choose not to get Covid-19 tested, you 
will be required to isolate for 14 days before returning to school.  If any of the affected 
individuals opt for Covid-19 testing, with a negative result, you may return to school as 
soon as your symptoms abate.  

d. The school must immediately report any suspected or confirmed cases of Covid-19 
within the school to the local Public Health unit. Also, schools must provide any 
materials to Public Health officials so as to support contact tracing and other activities, 
in accordance with all applicable legislation, including the Municipal Freedom of 
Information and Protection of Privacy Act. 

e. Public Health officials will determine any additional steps required, including, but not 
limited to, the declaration of an outbreak and closure of classes and/or schools. 

f. La Citadelle will notify all its stakeholders of cases of Covid-19 in its midst in keeping 
with Ministry guidance and relevant privacy legislation. 
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B. General Health & Safety Considerations 
 
1. Foundational Principles 

 

a. The present Health & Safety Protocol is fundamentally established on the foundations 
of the minimization of the number of bodies in the school at any given time; the 
shortening of the day, to reduce the probability of infection; the preservation of the 
children’s mental health; the proper implementation of online daily screening; hand-
washing & sanitization; physical distancing; face coverings; cohorting; ongoing 
rigorous cleaning & disinfecting; sustenance of a safe environment; and the unremitting 
collaboration of all La Citadelle stakeholders. 

 
b. La Citadelle will ensure that the mental health and well-being of the students, teachers 

and staff and their families are of paramount importance in the school re-opening plan 
and the implementation of the present Health & Safety Protocol. 

 

c. In conformity with the recently published Operation Guidance: Covid-19 Management 
in schools document, La Citadelle will work closely with the local Public Health unit if 
any student, teacher or staff tests positive for Covid-19 or has been exposed to someone 
with Covid-19.  The school will place the individual concerned in isolation pending a 
swift pick-up by parents, guardians and/or next of kin and will make the appropriate 
decision as to whether classes will be suspended or the school closed altogether.  All 
parents, teachers and staff will immediately be notified in the event of an infection. 

 
 
 

2. Guidance, Mental Health & Wellness 
 
a. Students, teachers and staff who feel anxious or afraid while coping with the effects of 

the Covid-19 pandemic are invited to communicate with their primary care provider, 
who may be able to provide treatment and support or a referral to local mental health 
supports via phone.   

 
b. Students, teachers and staff who feel additional mental health strain due to the effects of 

the Covid-19 pandemic are invited to communicate online with Wellness Together 
Canada, a website put together by the Government of Canada in response to the 
unprecedented rise in mental distress due to the Covid-19 pandemic. 
 https://ca.portal.gs/ 

 
c. Students who are unable to cope with the daily stress caused by the effects of Covid-19 

while at school are invited to communicate with the Homeroom Teacher who, in 
collaboration with the administration, will take the necessary steps to provide guidance, 
support and referral to mental health professionals, as required.  
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3. Initial Training & Instructions 
 
a. All teachers and staff will receive extensive training prior to the start of the school year 

to ensure the proper implementation of the present Health & Safety Protocol. 
 

b. All students will receive instruction and documentation on the implementation of the 
present Health & Safety Protocol at the start of the school year, including proper 
hand-washing techniques, sanitization, social distancing and personal hygiene. 
 

c. The school will post educational signs across the school showing proper sanitization, 
hand washing practices, sneeze and cough etiquette and personal hygiene (including the 
avoidance of touching one’s face). 
 

 

 

4. Administrative Guidelines 
 
a. Only students, teachers and staff will be allowed in and throughout the building, in 

order to limit as much as possible the number of non-essential bodies and to facilitate 
contact tracing. 

 
b. Parents, visitors and suppliers will only be allowed in the Main Office via the main 

front door.  They will be required to first sanitize their hands and complete the Code-9 
Online Daily Wellness Assessment to confirm that neither they nor any member of 
their family and friends has any suspected Covid-19 symptoms nor has been in contact 
with anyone who has Covid-19. 

 
c. Students, from Grade 7 to Level IV, will not be granted in/out privileges during the 

day, in order to further minimize the risk of transmission of Covid-19. 
 
 
 

5. Personal Hygiene and Sanitization 
 
a. A temperature check and sanitization of hands and shoes will be required by all 

students, teachers and staff upon entering the building. 
 

b. All students, teachers and staff are required to wash their hands frequently during the 
day, specifically before and after eating and after going to the washroom and returning 
from recesses.  
 

c. Sanitizers and disinfectants will be available in all classes, washrooms and common 
areas around the school facility. Additionally, students are encouraged to bring in their 
own hand sanitizers and disinfecting wipes for personal use, at their desks.  
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d. All students, teachers and staff are required to sanitize their hands, desks, laptops and 
any other resources and supplies they use regularly during the day.  

 

6. Physical Distancing 
 
a. La Citadelle will be maintaining safe physical distancing requirements as recommended 

by Public Health within all classrooms. In so doing, La Citadelle has conscientiously 
chosen to reduce its allowable enrolment by capping its class sizes as follows:  

i. 8 students (Daycare)  
ii. 14 students (JK to Grade 5) 

iii. 16 students (Grade 6 to Level IV) 
 

Please note that these numbers will remain in effect until further notice and may be re- 
assessed if necessary over the course of the school year.  
 

b. Furthermore, in order to facilitate the organization of students into smaller groups for 
activities, the Atrium will be marked with intersecting lines in squares, which adhere to 
physical distancing requirements, so as to allow for their safe regrouping if needed.  
 

c. In order to further protect students and minimize unwanted congestion and cross-
contamination between cohorts, La Citadelle will implement multilayered timetables 
and stratified recesses to control the flow of students during the day.  Floor signs and 
posters will be placed strategically around the school to remind students of the 
directional flow established in order to maintain social distancing while circulating in 
the hallways and in all common areas of the building. 
 

d. To limit the movement of the various cohorts throughout the building during the day, 
classes will be held mostly within the homeroom space, where teachers will join the 
students.  

 
 

7. Face Coverings 
 
a. All students, teachers and staff will be required to wear a face mask upon entering the 

building and while circulating throughout the common spaces around the school.  
 

b. While in the classroom:  
i. Daycare to Grade 3 students will be wearing the school provided face-shield as 

La Citadelle believes that it is important for the well-being of young children to 
see each other and their teachers. Please note that face shields will remain at 
school, will be cleaned and sanitized daily and replaced regularly. 
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ii. Grades 4 to Level IV students, in conformity with the latest provincial Covid-19 
Health Guidelines, will be required to wear a face mask.  
 
Given that La Citadelle will be maintaining safe physical distancing 
requirements as recommended by Public Health within all classrooms, the use 
of mandatory face masks while at one’s desk may be reassessed at a later date. 

 
c. We recommend to parents that the masks they provide be clearly labeled and washable, 

with a clear understanding that these masks must be changed daily.  
 

d. Students with sensory and breathing difficulties must notify the school of the situation.  
These students will be provided with face shields which they will have to wear at all 
times while at school. 
 

e. All teachers and staff will be wearing a face covering. 
 
 
 

8. Specialized Rooms & Group Activities 
 

a. Specialized rooms and common spaces (Gymnasium, Art Studio, Science Laboratory, 
Computer Lab, Music Room, etc.) will continue to be used during the course of the 
2020-2021 academic year, but in a modified manner so as to ensure spaces and 
equipment are cleaned and disinfected throughout the day.   
 
For example, all group choirs, bands with wind instruments, contact sports games, and 
intramurals have been replaced with alternate activities for this year. Further details to 
follow. 
 

b. Each specialized classroom will have a specific set of regulations that students will 
need to follow so as to ensure they use the space safely and maintain its cleanliness for 
the community at large.  
 
 
 

9. Personal Belongings 
 

a. Students are required to have on hand their textbooks, notebooks, supplies and lunch 
bags which need to be stored in their desks or on individual shelves assigned to them by 
the Homeroom Teacher. Students’ belongings should all be properly labeled, regularly 
cleaned and sanitized and used only by the student.  Sharing resources and supplies is 
strictly forbidden under the present Health & Safety Protocol.  
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b. Students will be encouraged to complete their homework at school during study periods 
and will be advised to take home the minimum number of educational resources 
(textbooks, notebooks & laptops) required. Additionally, the items will need to be 
sanitized prior to being returned to school, the next day. 
 

c. Students are also asked to bring along a properly labeled reusable water bottle, as all of 
the school’s water fountains, with the exception of one which will be reserved for 
refilling water bottles, have been decommissioned to avoid the mouth to mouth 
transmission of the Covid-19 and other infectious diseases.  
 

d. All students must be dressed in the school uniform, as set out in the uniform list 
(substitutes are strictly forbidden) and are reminded that every Thursday they will be 
required to dress in their Formal Uniform. Students are required to come to school 
dressed in gym uniforms the days Physical Education classes are scheduled, as the 
change rooms have been closed for the time being. Periodic inspections will be 
conducted to ensure that students’ overall appearance, grooming and dress are in 
conformity with school guidelines. 
 

e. Please note that, in order to reduce cross-contamination between home and school, it is 
highly advised that proper hygiene and uniform care be maintained on a daily basis. 
  

f. All other personal belongings (coat, hats, phones, etc.) must be kept in assigned lockers 
while on school premises which will be accessed by Grade level in a staggered manner.   

 
 
 

10.   Lunch & Lunch Program 
 

a. Until further notice, students in Daycare to Level II will eat lunch at their desks, in 
class and, as usual, under supervision. Students in Level III & IV will eat in the Atrium 
while respecting physical distancing protocol. 
 

b. Delivered food, such as Uber Eats or Door Dash, and birthday treats will be strictly 
prohibited for the time being under the present Health & Safety Protocol.  
 

c. Pizza days are on hold until further notice.  
 

d. Sharing of food and drinks is strictly forbidden under the present Health & Safety 
protocol. 
 

e. Parents are reminded that La Citadelle remains a nut free environment and requires 
that all parents be very mindful of the food sent with their children in that regard. 
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f. For contact tracing purposes and to limit potential exposure to Covid-19,  La Citadelle 
will only be allowing the following external food suppliers to provide food to our 
students: 
 

i. Kid’s Kitchen COVID-19 Response Protocol 
https://www.kidskitchen.ca/covid_message.php 
 

ii. Healthy Kidz (For Daycare only) 
healthykidz.ca 
 
 

11. Field Trips & Transportation 
 

a. All overnight excursions are currently cancelled. 
 

b. All other field trips will be assessed on a case by case basis and may be limited 
as a result. 
 

c. La Citadelle will attempt to introduce the children to their virtual counterparts, 
such as educational sites and online presentations of performances and plays, to 
name but a few.  
 

 
12. Transition to Paperless Administration 

 
In order to minimize the transmission of Covid-19, La Citadelle has decided to transition to 
paperless administration and to that effect, ask all parents to communicate electronically with 
the school, unless specified otherwise.  All communication should be done via e-mail and all 
administrative forms are to be sent by e-mail to the child’s Homeroom Teacher.  Please note 
that all e-mail should incorporate the child’s full name and grade level, followed by the subject 
of the e-mail (e.g. Sofia Smith – Grade 7 – Child’s Permission Form). 
 
 
 
13. Cleaning & Disinfecting 

 
a. La Citadelle requires all students, teachers and staff to practice proper hand hygiene and 

respiratory etiquette. 
 

b. La Citadelle will provide students, teachers & staff with hand sanitizers and disinfectant 
in various locations around the school in addition to all other supplies regularly provided 
to maintain a clean and healthy environment. 
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c. La Citadelle will require all students and teachers to disinfect their personal space 
regularly during the day and will monitor the implementation of this guideline. 
 

d. La Citadelle has required its caretaking staff to increase the regular cleaning and 
disinfecting of frequently touched surfaces and resources such as washrooms and 
surface counters during the day. La Citadelle has also instructed its night cleaning crew 
to implement enhanced cleaning and disinfecting practices by using the Fog Sanitizing 
machine at the end of their shift. 
 

 
 
 
14. HVAC (Heating, Ventilation and Air Conditioning) 
 

a. La Citadelle’s HVAC system’s maintenance schedule has been increased so as to 
ensure its proper functionality and efficiency so that it may continue to provide 
continuous and clean air flow and circulation throughout the building. 
 

b. La Citadelle will also be increasing the frequency of its duct cleaning service so as to 
maintain the cleanliness of these systems.   
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C. Daily Schedule & Operation 
 

1. Timetables 
 

a. In an attempt to maintain the simplest and most efficient format of school operation, in 
consideration of the possibility of shifting the delivery mode of its instruction online, in 
the event of a second wave of the Covid-19 pandemic, La Citadelle will be maintaining 
its two-week cycle of scheduled classes, while modifying its daily schedule, by 
subdividing it into ten equal periods of 35 minutes interspersed by five-minute breaks, 
starting at 8:40 a.m. and ending at 3:30 p.m. for the Daycare and Kindergarten students 
and 4:00 p.m. for the rest of the school. These periods apply to both classroom 
instruction, as well as to regular and staggered recesses and lunch recesses.   

 
b. The below is the template used to build all timetables for the 2020-2021 academic year:  

 
 The Daycare (PrepK & PreK) will follow their regular schedule of in-class 

activities, naps and recesses. 
 Junior Kindergarten to Grade 5 will follow a schedule of seven in-class periods 

per day, three recesses and lunch.   
 Grades 6 to Level IV (Grade 12) will follow a schedule of eight in-class periods 

per day, two recesses and lunch.  
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2. Online Learning 

For students whose parents have chosen not to send them to school as well as for students who 
are required to quarantine as a result of developing symptoms or having been in contact with a 
person with a confirmed case of Covid19, the school will do its utmost to provide different 
modes of online learning through the Google Classroom Platform. Further information 
regarding the delivery mode of this program will be provided to concerned students at the start 
of the school year. 
 
 

3. Adapted Online Schedule 
 

La Citadelle is prepared to adopt full online learning in the event of mandated school closure.  
 
 

4. Secondary School Hybrid Model 
 

To reduce the number of people in the school at one time, Secondary Students in Levels I to IV 
will attend classes in accordance with a hybrid model of attendance, alternating between onsite 
and online learning.  
  
 

5. Morning Assemblies 
 

To avoid large gatherings, the morning Assembly will now be held in the classroom during 
Homeroom between 8:30 a.m. and 8:40 a.m.   
 
 

6. Drop-off & Pick-up 
 

a. The school will open its doors at 7:30 a.m. and will welcome the students arriving until 
8:30 a.m.  All students arriving after that time are required to enter the school through 
the Main Office. 

b. Classes will begin at 8:40 a.m. for all students and conclude at 3:30 p.m.  Students will 
remain in their homeroom class between 3:30 p.m. and 4:30 p.m. and will only be 
permitted to leave between 4:00 p.m. and 4:30 p.m., when it is indicated on the 
classroom screens that their parents have arrived and requested their release through the 
use of the new and exclusive LCA Pick-Up System.   

c. Kindergarten students are to be picked up between 3:30 p.m. and 4:30 p.m. through the      
main Office while all other students will be exiting through the Atrium Door between 
4:00 p.m. and 4:30 p.m. 

d. From 4:30p.m. to 5:30 p.m. After School Study Hall will be in effect in the Cafeteria, 
with students being picked up from that location. All parents of students registered in 
After School Study Hall will be required to personally pick-up their children at the door 
of the Cafeteria, keeping in mind the health and safety protocols of wearing face 
coverings and physical distancing.  
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Stay Safe! 
 



 
 


