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DISCLAIMER 

Dates and information are subject to change based on health and safety regulations in 
adherence to State of Kuwait Ministry of Health (MOH), Ministry of Education (MOE), and 

the Universal American School (UAS) Senior Leadership Team’s regulation policies to 
ensure health and safety for all school employees. Everyoneis required to be flexible about 

health and safety changes that might be imposed. All guideline requirements must be 
adhered to entirely; compliance failure will lead to consequences as directed by the MOE 

and MOH. 
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INTRODUCTION 

The Universal American School, Kuwait (UAS) Health and Safety Committee crafted 
guidelines for reopening the school during academic year 2020-2021 to ensure 
preparation and implementation of safety measures. All phases and rules comply with 
COVID-19 local requirements within the State of Kuwait, including MOH and MOE, and the 
UAS School Owner/Director’s expectations. It will continue as a permanent full-fledged 
committee throughout future academic years and annually recruit members in different 
positions throughout the school to contribute insights for our health and safety measures. 

The fight against COVID-19, especially practicing preventive measures, is both a personal 
and organizational responsibility. The key to safe and continued return to work and  
reopening our schools requires strong communication and a shared collaborative 
approach among all staff and teachers. 

HEALTH AND SAFETY COMMITTEE PURPOSE 

UAS developed a Health and Safety Committee that creates a framework to ensure a 
smooth and safe yet flexible process for our staff, teachers, and eventually students’ 
transitioning onto the school campus. The committee designed four projected learning 
stages and four school operational reopening phases. 

HEALTH AND SAFETY COMMITTEE MEMBERS 2020-2021 

1. Co-Chairs: Asil Addasi and Aliaa El Helbawy 
2. Medical: Dr. Sanaa Zaki 
3. Administrators: Bibi Al Ghanim, Joan Khaja, and Sarah Borisly 
4. Health, Safety, and Housing Coordinator: Barbara Luksch 
5. Housing: Keva Williams 
6. Maintenance: Engineer Ayman Sehsah and Mazin Younes 

Additional representatives will participate while developing V. 3. 

WHAT IS COVID-19? 

COVID-19 is an infectious disease caused by coronavirus. It is mainly transmitted by 
“direct, indirect, or close contact with infected people through infected secretions such as 
saliva and respiratory secretions or through their respiratory droplets which are expelled 
when an infected person coughs, sneezes, talks, or sings.”1 People at greater risk for 
severe illness from COVID-19 are over 60 years old, have chronic health conditions, or 
compromised immune systems.2 
 
COVID-19 symptoms include fever or chills, cough, shortness of breath or difficulty 
breathing, fatigue, muscle or body aches, headache, new loss of taste or smell, sore throat, 
congestion or runny nose, nausea or vomiting, and diarrhea. Symptoms may range from 

 
1 World Health Organization, “Transmission of SARS-CoV-2: implications for infection prevention precautions,” 9 July 
2020, https://www.who.int/news-room/commentaries/detail/transmission-of-sars-cov-2-implications-for-infection-
prevention-precautions (accessed 1 December 2020). 
2 Mayo Clinic, https://www.mayoclinic.org/diseases-conditions/coronavirus/in-depth/coronavirus-who-is-at-risk/art-
20483301 (accessed 1 December 2020). 
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mild to severe and appear two to fourteen days after virus exposure.3 Some COVID-19 
infected people do not develop symptoms (are asymptomatic), however can transmit the 
virus to other people. 

COVID-19 PREVENTION 

1. Wear A Face Mask Correctly 

 A face mask is mandatory in Kuwait and should always cover your nose and mouth 
(see Appendix 1). 

 Disposable face masks should only be worn once and discarded; fabric face masks 
should be washed after each use. 

2. Social Distancing 

 Avoid exposing yourself to large gatherings of people at or outside of work. 
 Keep a log of where you go and with whom you interact. This will assist with contact 

tracing if necessary. 
 Keep in mind if there is a positive diagnosis with you or your colleagues, all close 

contacts must be isolated fourteen days.  
 Maintain a distance at least 2 meters/6 feet when interacting with another person. 
 Limit seating in common areas. 
 Refrain from shaking hands, kissing, or hugging. 

3. Hygiene and Respiratory Etiquette 

 Frequent and thorough hand washing with soap and water for at least 20 seconds is 
recommended. Hand sanitizers should be used as a temporary barrier. 

 Disposable gloves in a school setting by staff or students are not appropriate because 
it may expose the wearer to risks from contaminated gloves. Furthermore, routine use 
of disposable gloves is not a substitute for hand washing. 

 Avoid touching your eyes, nose, and mouth. Do not share objects that touch your 
mouth (i.e., bottles, cups, and cutlery). 

 Make sure you and the people around you follow good respiratory hygiene. Cover your 
mouth and nose with a tissue when coughing or sneezing and dispose of the tissue in 
the nearest receptacle without touching it. 

 Regularly disinfect and clean all frequently used areas. First wash with soap and water 
and follow with a disinfectant cleaner.  

 Our cleaning staff was trained in appropriate hygiene actions and will continue to be 
monitored. 

 All staff and teachers are responsible for hygiene in their work areas and are requested 
to assist the cleaning staff to sustain high-quality standards. 

4. Personal Awareness 

 You must not attempt to enter the UAS campus if you have any COVID -19 symptoms. 
 You are required to report to the school’s clinic if you are experiencing any COVID- 19 

symptoms. The clinic will dismiss you to return home, seek further medical advice, and 
update the clinic staff about your situation.  

 Any neglect from staff or teachers will not only harm themselves, but also jeopardize 
someone else’s health and life. 

 
3 United States Centers for Disease Control and Prevention, https://www.cdc.gov/coronavirus/2019-ncov/index.html 
(accessed 1 December 2020). 
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EMPLOYEE ASSISTANCE AND WELL-BEING PROGRAM 

1. UAS’s administration aims to protect and support comprehensive health for all staff—
physical, mental, emotional, social, and spiritual—at work, within the school’s facility, 
and outside of work. 

2. UAS’s administration is mindful that support and promotion of overall staff well-being 
is especially important during the current COVID-19 pandemic that has caused 
considerable challenges and disruption to people’s personal, family, and social lives as 
well as their work arrangements. 

3. UAS’s adminsitration aims to foster a culture and work environment supporting 
healthful behaviors and overall staff well-being. Wellness tools and guidance are 
continually available to staff along with appropriate support programs, initiatives, and 
events. 

4. These are challenging times for everyone. Should a staff member experience any 
stress or anxiety with work or work arrangements, she/he should feel free speaking 
with UAS Wellness Counselor, Paul Langan (paullangan@uas.edu.kw), UAS Physician, 
Dr. Sanaa (sanaazaki@uas.edu.kw), or an adminstrative team member. 
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2020–2021 PROJECTED LEARNING DELIVERY STAGES 

Stage 1 COMPLETED: August Intensive Learning Program 2020-2021  
(Nursery-Grade 8) 

Staff and teachers provided virtual learning instructions and virtual assistance from the 
school campus in accordance with MOH and UAS Health and Safety Guidelines. 
Completing the August Intensive Learning Program was required for students who did not 
participate in the school’s E-learning program during March-April 2020. It began August 
19, 2020 and ended August 31, 2020. 
 
Stage 2 ONGOING: E-Learning 

E-Learning is the official learning delivery method for Academic Year 2020-2021 as 
directed by MOE. Staff and teachers provide virtual and asynchronous learning instruction 
and virtual assistance from the school campus in accordance with MOH and UAS Health 
and Safety Guidelines. All students attend school virtually starting September 13, 2020. 
 
Stage 3: Hybrid Learning 

When MOE in accordance with MOH deems it safe for UAS students to enter the school 
campus, there will be hybrid learning for certain levels. This is a blended combination of 
on-site school campus attendance and E-learning that reintroduce students into the 
building in lower numbers for increased safety. All UAS staff and teachers will receive an 
extensive hybrid learning guidebook with expectations, schedules, health and safety 
guidelines, and additional information to create a successful program. 
 
Stage 4: On-Campus Only Learning 

School will return to full capacity attendance on campus as directed by MOE in 
accordance with MOH. 
 

 
DISCLAIMER 

 
Each phase is governed by MOE in accordance with MOH to ensure the safety of the 
entire UAS Community. Stages are subject to change depending on directions from 
governing entities. 
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UAS HEALTH AND SAFETY GUIDELINES FOR STAFF AND 
TEACHERS 

1. Communication 

A comprehensive communication network through UAS Warden’s List, WhatsApp groups, 
and email broadcast messages ensures all employees are updated with Kuwait’s 
developments and guidelines in compliance with COVID-19 local requirements by MOH, 
MOE, and School Owner/Director. 
 

2. Work Hours 

A schedule with staggered staff and teachers arrivals was created to avoid queues at the 
entrance and exit gates (see page 12). 
 

3. Staff and Teachers with COVID-19 Symptoms 

All staff and teachers experiencing any COVID-19 symptoms (see page 7) must stay home 
and urgently seek medical advice. It is the employee’s responsibility to immediately send a 
message to our school’s clinic through its dedicated WhatsApp Hotline Number (+965 
99251558). The employee must solely arrange a hospital visit for medical assistance and 
constantly update the school’s clinic with her/his medical status. The clinic staff, with the 
doctor’s consultation, will decide when the employee is safe to return to work at the 
school’s campus.  
 

4. Disinfectant Stations  

 Disinfectant stations are in all school campus areas to ensure staff and teachers 
practice daily disinfecting with support from cleaning staff. 

 Cleaning staff carry out mid-weekly disinfectant procedures. 
 Cleaning staff also carry out weekly deep disinfecting procedures. 

 

5. Health and Safety Checkpoints 

Staff and teachers must follow Health and Safety Checkpoint protocols (see page 20). 
 

6. Limited Visitors 

 Visitors, including parents, are permitted on school campus by appointments only 
during Phase 1 and Phase 2 and are granted limited access to Business, Admissions, 
and Activities Offices. During Phase 3, visitors can access the building in limited areas 
without appointments. 

 Visitors to school during the day are by prior arrangement and must be met at a 
specific contact point.  

 Arrangement for necessary visitors such as contractors is restricted to essential 
purposes. Prior approval from an administrator is required. 

 All authorized people may enter the school campus if they do not have COVID-19 
symptoms (see page 7). 

 Body temperature check and hand sanitizing are mandatory. 
 A detailed sign-in and sign-out logbook of people entering the school building is kept, 

including name, Civil ID number, and mobile phone number. 
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7. Wear A Face Mask Correctly 

Face masks are compulsory to comply with State of Kuwait guidelines and monetary fines 
are possible for not wearing one. Under no circumstance will an employee be allowed 
inside the school building without wearing a face mask correctly at all times (see 
illustration in Appendix 1). Continuous awareness signs are hung around the school 
campus showing how to correctly wear a face. 
 

8. School Clinic Training 

School clinic staff trained all cleaning, transportation, and maintenance staff prior to Phase 
1 and refresher workshops will be conducted in January 2021. Additionally, all staff and 
teachers watched a mandatory training video sharing best health practices within the 
school campus: 

 Correct method for wearing a face mask; 
 Washing and sanitizing hands; 
 Disinfecting surfaces before and after use; 
 Importance of social distancing (2 meters/6 feet); and 
 Importance of following all required health and safety guidelines. 

 

9. Social Distancing 

Social distancing measures (2 meters/6 feet) are implemented throughout the entire UAS 
school campus to meet all MOH requirements. All staff and teachers must comply. 
 

10. Foods and Beverages During 2020-2021 School Year 

 All kitchens are closed; 
 Staff and teachers must come prepared for the entire work day and bring their own 

food and beverages from home; 
 Outside food delivery is not allowed—vendors, family members, friends, and drivers 

cannot bring food or beverages to staff and teachers; 
 No microwave, kettle, refrigerator, or other appliances are permitted in offices, 

classrooms, or staff rooms; and 
 Everyone must handle their own dishes and utensils. 

 

11. Drinking Water 

 All water fountains remain open. They are cleaned thoroughly each day by cleaning 
staff. 

 Staff and teachers must bring their own reusable water bottle and take it home to be 
cleaned daily. 

 No drinking directly from the fountain is permitted. 
 

12. School Mosque 

School mosque is closed. Staff and teachers must pray in their offices or classrooms using 
their own prayer mats. 
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13. Restrooms 

 All restrooms on school campus have hygiene protocol and social distancing signs. 
 Number of available hand-washing basins and bathroom stalls is reduced; and 
 Safety First signs explain washing hands, sanitizing hands, not touching face and eyes, 

properly wearing a mask at all times, social distancing, avoiding contact, sanitizing 
surfaces, and coughing into sleeves.  

 

 

14. Shared Offices and Work Stations 

 Floor signs identify safe standing spots for social distancing (2 meters/6 feet); 
 Disinfectant Stations with instructions and disinfecting products; 
 Safety First signs explain washing hands, sanitizing hands, not touching face and eyes, 

properly wearing a mask at all times, social distancing, avoiding contact, sanitizing 
surfaces, and coughing into sleeves; and 

 Plexiglass desk shields are installed to isolate individuals. 
 

15. Meetings 

 Everyone must remain in their specified cohorts at all times and not physically mix 
with other cohorts (see page 33); 

 Meetings are held online through UAS Zoom for Education; 
 If approved by level Principals in accordance with the Superintendent and Assistant 

Superintendent, a meeting with maximum four people is permitted in a classroom or 
office using social distancing (2 meters/6 feet) at all times; 

 Larger spaces such as multipurpose room, courtyard, and auditorium can be used 
upon request for eight to ten people using social distancing (2 meters/6 feet) with 
partitions organized by the Activities Office; 

 Face masks must be correctly worn at all times; and 
 Those attending a meeting must disinfect areas using products provided in allocated 

Disinfectant Stations throughout the school campus. 
 

16. General Cleaning Techniques 

 Cleaning progresses from least soiled (cleanest) to most soiled (dirtiest) areas and 
from higher to lower levels so debris may fall on the floor and is cleaned last in a 
systematic manner to not miss any spaces. 

 School uses fresh cloths when starting each cleaning session (i.e., routine daily 
cleaning before school day begins). 

 School uses separate cleaning equipment and cloth for areas considered high risk for 
COVID-19 virus contamination such as school clinic or sites regularly used by a 
confirmed COVID-19 patient (e.g., desk, floor etc.),  

 Detergent and disinfectant solutions are discarded after each use in areas when 
cleaning sites used by suspected or confirmed patients with COVID-19. Detergent or 
disinfectant solutions become contaminated during cleaning and progressively less 
effective if organic load is too high, therefore continued use of the same solution may 
transfer microorganisms to each subsequent surface.  

 Surfaces undergo cleaning with soap or detergent and water to remove organic 
matter and debris, followed by disinfection (germ elimination) with a disinfectant.  
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 Alcohol-based sanitizing gels (70%-80%) and wipes may be used by staff and teachers 
to clean hands and workstations for germ reduction. 

 Loose carpets and rugs were removed and stowed away. 
 

17. Specific Disinfecting Routines 

a. Daily Disinfecting 

• This occurs before and after school hours by the cleaning staff. 
• Throughout the day cleaning staff disinfect elevators, bathrooms, stair ledges, door 

handles, light switches, doorknobs, faucets, countertops, and landline telephones. 
• Staff and teachers are responsible for disinfecting their keyboards, landline phones, 

classroom spaces, desks, chairs, and any other surfaces exposed to contact during 
the day. Disinfectant Stations are located throughout the entire school building to 
ensure these actions are completed. 

• Toilets are cleaned and sprayed with disinfectant solution every hour. 
• Waste bins in classrooms and toilets are emptied before they are full (minimally 

once daily). 
 

b. Mid-Week Disinfecting 

Every Tuesday after school hours, throughout the entire school campus, there is a 
comprehensive cleaning to ensure an adequate cleanse. 

c. Weekly Disinfecting 

Every Saturday throughout the entire school campus using stronger disinfectant products 
for a deep cleanse. Disinfectants are applied using special pumps. 

 

18. Staff and Teachers Initial Entry to School Building 

18.1 COMPLETED Phases 1, 2.1, and 2.2 August-October 2020. See Appendix 2. 

18.2 ONGOING Phase 2.3 January 2021 to present4 

 Human Resources Department will clear staff and teachers wishing to travel during 
December’s Winter Break. A completed Travel Request Form with travel dates and 
appropriate signatures must be submitted for approval.5 

 Staff and teachers must return to Kuwait by January 4, 2021. 
 Residing in UAS communal housing is not permitted during quarantine. It is the 

employee’s responsibility to complete quarantine at their own expense in an external 
hotel. 

 Staff or teachers are entirely responsible for quarantine hotel, transportation from 
airport, PCR test to enter Kuwait, wireless internet service with a reliable router, 
computer laptop, food, and any other requirements to ensure teaching duties are 
performed online successfully without disruption.  

 Each teacher must prepare instructional materials prior to departure and leave them 
with her/his Principal for delivery to the hotel prior to January 5, 2021 (first day of 
classes). Failure to complete this task and prepare for classes after Winter Break will 
lead to a salary deduction. 

 
4 Refer to Superintendent’s “Weekly Memo” sent to all staff by Outlook email on November 23, 2020. 
5 UAS is not responsible for any travel or quarantine expenses. 
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 Staff and teachers will be paid during quarantine only if they are in Kuwait by January 
4, 2021 and adhere to “Safe Online Learning for Teachers 2020-2021 Academic Year” 
(see Appendix 1). 

 Teachers are expected to teach effectively while in quarantine and failure to do so will 
lead to salary deductions. 

 If a staff or teacher is not in Kuwait by January 4, 2021, 25% of his/her salary will be 
deducted entirely. 

 When quarantine ends, staff and teachers must follow regular quarantine clearance 
steps set by MOH and school clinic (see page 28). 

19. All Staff and Teachers Responsibilities 

Staff and teachers have a statutory obligation to take reasonable care of their personal 
health and safety along with protecting colleagues and other people. These duties include, 
but are not limited to: 
 

 Adhering to the school’s COVID-19 health and safety guidelines. Cooperation from all 
staff and teachers is essential to reduce risks of COVID-19 spreading and protect 
everyone’s health and safety within the school. 

 Coordinate with colleagues to ensure social distancing is always maintained  
(2 meters/6 feet). 

 Make yourself aware of COVID-19 symptoms (see page 8-9) and monitor your own 
well-being. 

 Self-isolate at home and contact your doctor promptly for medical advice if you 
develop COVID-19 symptoms (see page 8-9). 

 Do not attend school under any circumstances if you have COVID-19 symptoms (see 
page 8-9). 

 If you develop any COVID-19 symptoms while on school campus, follow appropriate 
procedures. 

 Upon request, share close contacts openly and transparently for COVID-19 contact 
tracing. 
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2020-2021 UAS SCHOOL BUILDING REOPENING PHASES 

Phase 1 COMPLETED: August 9 to August 24, 2020 

Initial entry to UAS Campus for staff and teachers who did not travel away from the State 
of Kuwait. Also limited visitors entry by appointment only by those who are in the country. 
See Appendix 2. 
 

Phase 2.1 and 2.2 COMPLETED: August 25 to September 30, 2020 

Entry for staff and teachers who have not left the State of Kuwait, completed in-country 
quarantine, and limited visitors entry by appointment only. This phase has two subphases 
reflecting school work hours. See Appendix 2. 
 

Phase 2.3 ONGOING: October 1, 2020 to present 

All staff and teachers currently working at UAS school campus. Human Resources, 
Business, Admissions, and Activities Offices serve staff and teachers by appointments 
only. All outside visitors’ appointments are conducted from 10:00-14:00 only for 
Admissions, Business, and Activities Offices. 
 

Phase 3 

All staff and teachers entry into the building completely adhering to health and safety 
regulations. Visitors are allowed access to specific departments only with scheduled 
appointments. Entry of students into the building through a specified system in addition 
to those stated within Phases 1 and 2. 
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SCHOOL ENTRY AND EXIT PROCEDURES:  
PHASES 1, 2, AND 3 

1. School Entry Map 

There is only one entrance. 

 
2. School Exit Map 
There is only one exit.  
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3. School Entry and Exit Procedures 

Health and Safety Checkpoints at school building’s entrance and exit ensure employees’ 
well-being. Every employee is required to follow all Health and Safety Checkpoint 
protocols. Clinic staff along with a school guard are present daily. Checkpoint features are: 
 

 Machines to check body temperatures; 
 Thermal Scanner Camera System; 
 Cooling Station at entrance for maximum two people; two readings might be taken to 

recheck anyone slightly above 37.4 C/99.3 F especially considering outdoor heat; 
 Disinfecting Stations at entrance and exit; 
 Clinic staff observations to ensure all employees are correctly wearing masks; 
 Clear floor signs for social distancing (2 meters/6 feet)—green color shows one-way 

path so all staff and teachers enter and exit the building without socially grouping; 
 Plexiglass partitions prevent overflow and maintain social distance (2 meters/6 feet); 
 Two face-in machines distanced 2 meters/6 feet apart; 

 One building entrance and one building exit (see page 19); and 
 Staff and teachers must wear their school IDs to enter the building. 

 
No staff, teacher, or visitor is allowed under any circumstance into the school campus with 
a body temperature above 37.4 C/99.3 F. Clinic staff will immediately escort someone 
with a body temperature above 37.4 C/99.3 F and with COVID-19 identified symptoms 
(see page 7) to a designated external Isolation Room. Prompt identification and isolation 
of potentially infectious individuals is a crucial step to restrict COVID-19 virus spreading. It 
also protects the health and safety of staff, teachers, and visitors. 
 
4. School Exit Procedures During The Work Day 

 Illness During The Work Day 
• Staff member must inform her/his Principal. 
• She/he must go to the clinic for dismissal. Failure to follow this step will lead to 

consequences proposed by Senior Leadership Team. 
 Emergency During The Work Day 
• Staff member must inform her/his Principal about the situation. 
• Principal will send an email message to request permission from Superintendent 

and Assistant Superintendent with a cc to Ms. Tahani. 
• Superintendent, Assistant Superintendent, or Ms. Tahani will respond to the email 

message. 
• If permission is granted, staff member must sign out at building-level office. 
• Exit Area secretaries, Ms. Marie and Ms. Chaymaa, will receive the employee’s 

name, building area location, and departure time from Superintendent, Assistant 
Superintendent, or Ms. Tahani. 

• Staff member must inform Exit Area secretaries before leaving. 
• If a staff member is leaving for the day, she/he should face out. 

 Non-Emergency During The Work Day 
• Staff member must inform her/his Principal about the situation at least 24 hours in 

advance. 
• Principal will send an email message to request permission from Superintendent 

and Assistant Superintendent with a cc to Ms. Tahani. 
• Superintendent, Assistant Superintendent, or Ms. Tahani will respond to the email 

message. 
• If permission is granted, staff member must sign out at building-level office. 
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• Exit Area secretaries will receive the employee’s name, building area location, and 
departure time from Superintendent, Assistant Superintendent, or Ms. Tahani. 

• Staff member must inform Exit Area secretaries before leaving. 
• If a staff member is leaving for the day, she/he should face out. 

 Reminders 
• Staff members cannot come to the Exit Area during the day without permission as 

explained in this section under 5a, 5b, and 5c. 
• No personal items can be delivered to school. Family members, friends, and 

drivers cannot bring items to give staff and teachers. 
• No food or beverages can be delivered to school—vendors, family members, 

friends, and drivers may not bring food or beverages to staff and teachers. 
• If a staff member returns to school, she/he must sign in at building-level office. 

 

5. Elevator Use By Staff and Teachers 

Only staff members with an elevator pass may use UAS elevators. 
 

 Staff or teacher must get medical permission from the school physician, Dr. Sanaa, to 
use an elevator. 

 Dr. Sanaa will send the staff or teacher’s name to Ms. Aliaa and Ms. Tahani. 
 Ms. Aliaa will issue a laminated elevator pass for staff or teacher to wear along with 

her/his UAS ID. 
 Staff or teacher is only allowed to use the elevator twice daily: going to her or his work 

area and coming down again. 
 Those using the elevator must observe social distancing while waiting for the elevator 

doors to open and standing inside where indicated by stickers. 
 It is required to always wear a face mask correctly, especially while inside the elevator. 
 We strongly encourage our staff and teachers to use the stairs and ramp for walking 

exercise to maintain or improve overall health. If you don’t already use an app on your 
mobile phone, why not download one and track your everyday exercise (e. g., Apple 
Health, Leap Fitness Step Counter, Pacer, FitBit, GoogleFit, My Fitness Pal, etc.)? 

 
Disclaimer: Passengers use the elevator at their own risk. The Universal American School, Kuwait is 
not liable or responsible for any injury or illness suffered by a passenger while using the elevator. 
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SPECIFIC GUIDELINES FOR SCHOOL DEPARTMENTS 

1. Maintenance 

 A portable disinfectant kit includes hand sanitizer, tissue roll, surface spray, disposable 
gloves, and face masks. 

 All maintenance staff must always wear a face mask correctly. Also, a face shield is 
required when in contact with staff or teachers. 

 All maintenance staff are trained by clinic staff to ensure compliance with COVID-19 
cleaning and safety standards. 

 All maintenance staff must always maintain social distancing (2 meters/6 feet) while 
working. 

 Outside contractors must follow UAS General Health and Safety Guidelines and be 
monitored at Health and Safety Checkpoints. A detailed sign-in and sign-out logbook 
of people entering the school building is kept, including name, Civil ID number, and 
mobile phone number. 

 School air conditioning filters are deeply cleaned twice a year and a detailed record is 
kept up-to-date. 

 Water System and Central Filter System 
 All boilers are checked and run 24 hours prior to re-opening school. 

 All hot and cold water systems are flushed to achieve a clean supply. 
 Maintenance Department confirms all emergency systems are operational. 

 

2. Information Technology (IT) 

 There are two cohorts for contact tracing and avoid completely shutting down our IT 
Department if someone gets sick. One cohort is located inside the ground floor’s IT 
Office and another in the basement’s Store Room 2. 

 All IT staff must always wear a face mask correctly. Also, a face shield is required when 
in contact with staff or teachers. 

 

3. UAS Transportation for Staff and Teachers 

 Signs are inside vehicles to ensure social distancing (2 meters/6 feet) 
 Each vehicle has a portable disinfecting station with hand sanitizers, face masks, 

disposable gloves (worn if allergic to sanitizer), and contactless thermometer. 
 A portable disinfectant station is located in the front of each vehicle with a clear sign. 
 A transportation logbook tracks date, time, passenger’s name, and body temperature. 

• School Transportation Coordinator and Health and Safety Committee Co-Chair will 
review it weekly. 

• Passengers who do not follow transportation’s health and safety rules are reported 
to the Health, Housing, and Safety Coordinator. 

 All personnel operating a vehicle must report to UAS campus to check body 
temperature and overall health before operating UAS school transportation. 

 All personnel operating vehicles must not work if they have any COVID-19 symptoms 
(see page 7) or have close contact with COVID-19 symptomatic people. 

 Any COVID-19 symptoms (see page 7) must be reported immediately to the school 
clinic’s doctor. The employee is required to stay away from the school campus and 
directly visit a health care facility for medical assistance.  

 Each vehicle is cleaned and disinfected before and after each use with particular 
attention to human contact points. 
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 All drivers and passengers must always wear a face mask correctly during the journey. 
 Driver is responsible to ensure all passengers follow health and safety rules. 
 Each vehicle is checked by UAS School Transportation Coordinator to ensure the 

driver’s body temperature is below 37.4 C/99.3 F, driver is correctly wearing a face 
mask, disinfectant station is fully equipped, and social distancing banners are in 
appropriate seats. 

 Delivery Cars: front seat beside the driver is for disinfectant station and everyone must 
wear a face mask correctly plus a face shield. 

 Buses 

• Passengers keep 2 meters/6 feet from one another while entering and leaving the 
bus, 

• Passengers must sanitize their hands when embarking and before disembarking, 
• Seats are marked with banners showing passengers where to sit for social 

distancing (2 meters/6 feet), and 
• Descend from the bus row by row while social distancing (2 meters/6 feet). 

 

4. School Campus Space Management 

 Disinfectant Stations include mounted hand sanitizer dispensers, tissue roll, and 
disinfectant dispenser for surfaces 

 All office desks and common desk spaces have protective desk shields and/or dividers 
to ensure employees’ health and safety.  

 All school offices are well organized for social distancing with clear floor signs 
indicating 2 feet/6 meters and additional safety awareness signs. 

 Offices: Each staff member works from her/his office or external desk spaces following 
health and safety rules. 

 Classrooms: Each teacher works from her/his classroom following health and safety 
rules. Teacher Assistants and support staff are in assigned classroom 

 All shared common spaces are adjusted to align with health and safety rules, including 
measurements ensuring social distancing (2 meters/6 feet) within these spaces. 

 Arabic Department: spaces in Early Childhood Education, Elementry School, and 
Middle School were previously shared, therefore UAS created additional locations (see 
Cohorts on page 33). 

 Other Shared Spaces 

• Library Third Floor: Work stations for any teacher; pre-request from school’s 
librarian. 

• Multipurpose Room: Transportation has an assigned seat with his name to ensure 
social distancing (2 meters/6 feet) 

• Large Gym (Basement): Middle School and High School Physical Education staff. 
Individual teacher locations assigned by Principals. It is equipped with a wireless 
internet connection. 

• Small Gym (Basement): Kindergarten and Elementary School Physical Education 
staff. Individual teacher locations assigned by Principals. It is equipped with a 
wireless internet connection. 

• Maintenance Tool Room (Basement): Only two people allowed inside. 
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MEDICAL SERVICES 

1. Clinic Staff Locations 

There are two cohorts for contact tracing and to avoid completely shutting down the 
school clinic if someone gets sick. One cohort is located inside the clinic and another 
inside the canteen. 
 

2. Staff or Teacher Who Is Sick 

If a UAS employee is absent for medical reasons one day or more, she/he must first visit 
the clinic when returning to work. Also, if a staff or teacher arrives late in the morning to 
school due to illness, she/he must first visit the clinic. The school’s physician, Dr. Sanaa, 
will discuss the employee’s health situation with her/him and, if appropriate, check 
medical papers. 
 

3. Suspected and Confirmed COVID-19 Cases 

 Staff and teachers should not enter the school campus if they display any COVID-19 
symptoms (see page 7), have been in contact with a positive case, or are 
asymptomatic but waiting for a PCR test result. 

 All staff and teachers must pass through a Health and Safety Checkpoint at the 
building’s entrance. Furthermore, random temperature and well-being assessments are 
monitored throughout the day and a logbook is kept of the findings. 

 Contact tracing will be enacted if there is a positive PCR test (see page 27). 
 

4. COVID-19 Health and Safety 

All staff and teachers acknowledge they: 
 Comprehend basic information about COVID-19, including symptoms (see page 7), 

complications, transmission, and prevention; 
 Read and understand UAS’s COVID-19 control measures and their personal 

responsibility to prevent transmission (see page 17); 
 Know appropriate actions if they or a colleague develops COVID-19 symptoms (see 

page 7) while at school or at home (see #8, #9, and #10); 
 Will inform clinic staff or supervisor if they have been in contact with a COVID-19 

positive case; and 
 Will immediately seek guidance from the school’s doctor or her/his supervisor if they 

unsure about any aspect of COVID-19 information, associated control measures, UAS 
medical services, or personal responsibilities (see page 17). 

 

5. Staff and Teachers Who Did Not Leave State of Kuwait: Return to Work 
Requirements 

5.1 COMPLETED: August 2020 
See Appendix 2 for information about staff and teachers who remained in Kuwait 
throughout the summer. 
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5.2 ONGOING: January 2021 to present 

 A confidential “COVID-19—Assessment of Staff Who Did Not Travel” form (see 
Appendix 1) confirms staff and teachers are not isolating (were not in contact with a 
positive case), awaiting a PCR test result, do not have COVID-19 symptoms (see page 
7), and if their medical history places them at higher risk for COVID-19 complications. 

 The form is emailed to all staff and teachers and submitted three days before returning 
to work. It includes an employee’s intended date to enter the school campus. The 
completed form is returned by email to clinic@uas.edu.kw. 

 Current public health guidelines identify high-risk individuals. These details are listed 
on the form and must be completed along with a recent medical report stating the 
condition and physician’s recommendations. 
 

6. Return to Work Quarantine Clearance Steps for Staff and Teachers Who Traveled 
Outside State of Kuwait 

 
6.1 COMPLETED: August-October 2020 

See Appendix 2 for information about teacher arrivals at Kuwait International Airport and 
their self-quarantine in isolation details. 

 
6.2 ONGOING: January 2021 to present 

 There is a coordinated effort using a shared Google Sheet tracking staff and teacher 
arrivals at Kuwait International Airport and while staying at designated quarantine 
locations. Administration, Activities Manager, School Clinic, and Health, Housing, and 
Safety Coordinator work together monitoring and communicating with staff and 
teachers self-quarantining in isolation. 

 A confidential “COVID-19—Assessment of Staff Overseas Travel” form (see Appendix 
1) lists countries visited, airlines used, Kuwait landing date, exposure to COVID-19, PCR 
test date, COVID-19 symptoms (see page 7), and if their medical history places them at 
higher risk for COVID-19 complications. 

 Clinic staff email the form on last day of self-quarantine. 
 Staff and teachers complete it and email immediately to clinic@uas.edu.kw. 
 When self-quarantine ends, the Shlonik app will show a form titled “Sick Leave” that 

must be downloaded and emailed to clinic@uas.edu.kw. If a staff or teacher does not 
use the Shlonik app, Human Resources will arrange to fetch her/his passport for 
required MOH certificate. 

 The staff or teacher calls or sends WhatsApp message to school physician, Dr. Sanaa, 
to issue work clearance. 

 After Dr. Sanaa gives work clearance notification, staff or teacher can leave quarantine 
location. 

 Current public health guidelines identify high-risk individuals. These details are listed 
on the form and must be completed along with a recent medical report stating the 
condition and physician’s recommendations. 
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7. Clinic Support During Quarantine 

7.1 Pre-Existing Medical Conditions and Regular Medications 

School physician, Dr. Sanaa, has staff and teachers medical documents and is available for 
advice by mobile phone or email. She can also issue a repeat prescription for medication. 
Contact the school clinic’s WhatsApp Hotline Number (+965 99251558) or email 
clinic@uas.edu.kw. 

 
7.2 Health Concerns and Monitoring Your Symptoms  

Self-monitoring for any new symptoms while in quarantine (see page 8-9). Symptoms may 
range from mild to severe. If you develop any of these symptoms while in self-quarantine, 
please contact: 

 Shlonik app tracks all travelers in self-quarantine. You must immediately report any 
symptoms as directed on the app and follow its medical assistance team’s instructions 
to visit a specified hospital. 

 It is the employee’s responsibility to also immediately message Dr. Sanaa on the 
clinic’s WhatsApp Hotline Number (+965) 99251558. 

 Under no circumstance can you visit the UAS School Clinic during your self-quarantine 
period. 

 

7.3 More Information and Support  

Clinic staff will contact you daily to check on your overall health. There will be NO home 
visits by any staff member during your self-quarantine period. Clinic staff will also 
coordinate your work clearance. 

8. Procedures for Staff Who Develop COVID-19 Symptoms: Private Homes 

 Remain in your home if you are sick. 
 Do not enter the school campus if you are sick. 
 Contact your own doctor, MOH, or the Shlonik app for COVID-19 advice. 
 Notify the school clinic through its WhatsApp Hotline Number (+965 99251558) or 

email clinic@uas.edu.kw. 
 Medical advice is to isolate for fourteen days. 
 Do not be in physical contact with family, friends, or colleagues. 
 Advise the school’s physician, Dr. Sanaa, about any medical action taken by MOH and 

remain in daily contact throughout the duration of your illness and absence.  
 A PCR test may be required. If you test positive for COVID-19, notify Dr. Sanaa 

immediately, including names of all staff and teachers you interacted with the previous 
two days and rooms where you worked. 

 Before returning to work, you must submit an MOH medical certificate and negative 
PCR test result (if applicable) to clinic@uas.edu.kw and wait for work clearance 
notification. 
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9. Procedures for Staff and Teachers Who Develop COVID-19 Symptoms: School 
Housing 

 Remain in your home if you are sick. 
 Do not enter the school campus if you are sick. 
 Notify the school clinic by WhatsApp Hotline Number (+965 99251558) or email 

clinic@uas.edu.kw. 
 Medical advice is to isolate for fourteen days. 
 Do not be in physical contact with family, friends, or colleagues. 
 Advise the school’s physician, Dr. Sanaa, about any medical action taken by MOH and 

remain in daily contact throughout the duration of your illness and absence.  
 A PCR test may be required. If you test positive for COVID -19, notify Dr. Sanaa 

immediately, including names of all staff and teachers you interacted with the previous 
two days and rooms where you worked. 

 Self-quarantine in isolation—do not leave your apartment until clearance by clinic staff. 
 Hawally Hilton Residents: do not visit common areas such as lobby, basement, laundry 

room, storage lockers, fitness area, or rooftop. 

 Before returning to work, you must submit an MOH medical certificate and negative 
PCR test result (if applicable) to clinic@uas.edu.kw and wait for work clearance 
notification. 

 
10. Procedures for Staff and Teachers Who Develop COVID-19 Symptoms: At School 

 There is a designated Isolation Unit in a separate room near the school’s exit door. It is 
equipped with emergency and general medical supplies approved by MOH. 

 Do not come directly to the clinic! Contact clinic staff through its WhatsApp Hotline 
Number (+965 99251558) or our school’s landline extensions 207 (Tricia Small), 122 
(Sylvia Sellers), or 120 (Dr. Sanaa). 

 Clinic staff will assess your case and decide if you can go to the Isolation Unit 
independently using the shortest route or a clinic staff member will come and escort 
you. 

 Clinic staff will meet you at the exit door and assess if you should be isolated there or 
further assessed at the clinic. 

 Clinic staff will decide if you can immediately go home or arrange for a family member 
to pick you up. 

 If you are too sick to go home, clinic staff will call 112 for ambulance support and 
inform the operator you are a suspected COVID-19 case. 

 Your responsibilities are: 
• Do not interact with other people; no one should accompany you to the Isolation 

Unit. 

• Remind all staff and teachers to remain at least 2 meters/6 feet away from you. 

• Wear a face mask correctly at all times. 

• Avoid touching people, surfaces, and objects. 

• Tell clinic staff the names of everyone who interacted with you throughout the day 
for contact tracing. 

• Do not use public transportation. 

• Call your personal doctor and report your symptoms (see page 7). 
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• Self-quarantine in isolation at home and remain in daily contact with the school’s 
physician, Dr. Sanaa, to report your status. 

 Clinic staff will record the building’s areas visited by the sick staff or teacher and 
arrange appropriate cleaning. The Isolation Unit will also be cleaned. 

 Dr. Sanaa will follow your case and if there is a positive PCR test, clinic staff will 
implement contact tracing for UAS staff and teachers. 

 Clinic staff and administrators will inform any staff or teacher who may have been 
physically close to a colleague who is positive for COVID-19. 

 Clinic and and administration staff will assess the incident and determine follow-up 
actions. 

 
11. Sanitizing Areas After a Suspected COVID-19 Case At School 

 Close staff’s or teacher’s work area and identify all other areas she/he may have 
visited; 

 Open doors and windows to increase the area’s air circulation; 
 Wait 24 hours before cleaning or disinfecting the area; 
 Ensure cleaning staff are wearing full personal protective equipment (i.e., face mask, 

face shield, gloves, and long-sleeved single-use apron). 
 Wash with soap and water then disinfect the area using a disinfectant solution and 

fresh cloth. Discard or wash the cloth with detergent and dry it before reuse. 
 Contaminated rooms must be vacant an additional 72 hours before reusing. 
 Any shared equipment must be identified, isolated, and assessed for cleaning. 

 
12. Testing Positive for COVID- 19 

 MOH will take over clinical management. Clinic staff and UAS Administration will 
closely follow your case and keep daily contact for necessary support. If your 
symptoms escalate (see page 7), contact the clinic’s WhatsApp Hotline Number 
(+965- 992-51558). 

 MOH will contact all relevant people. 
 Follow MOH instructions either to self-quarantine in isolation at home or go to a 

hospital. 
 Self-quarantine in isolation fourteen days, remain in your home, and do not interact 

with family, friends, or colleagues. 
 MOH will require a list of people you encountered. Also send a copy to clinic staff to 

contact trace staff and teachers who interacted with you.  
 Record rooms and areas of the school building you visited so clinic staff can arrange 

appropriate disinfecting. 
 If you have a breathing emergency, call 112 for an ambulance. 
 Criteria for returning to school include two consecutive negative PCR test results and 

medical improvement or completion of fourteen days quarantine since the first 
positive PCR test result. 

 

13. Contact Tracing Procedures 

 If a staff or teacher reports testing positive for COVID-19, MOH assumes the primary 
role in contact tracing. 

 Clinic staff will also carry out independent contact tracing among school employees. 
They will immediately use staff and teachers attendance data to identify people in 
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contact with the infected person up to two days before symptoms onset or from date 
of swab collection for asymptomatic cases. 

 Clinic staff inform identified people about COVID-19 potential exposure without 
disclosing infected person’s identity. 

 The school physician, Dr. Sanaa, will communicate with MOH doctors, report 
potentially exposed people at school, and relay MOH advice to school administrators. 

 Pending MOH advice, the exposed people are sent home and advised them to self-
quarantine in isolation for fourteen days from last exposure with COVID-19 case. Their 
household members do not require self-quarantine unless an exposed person develops 
symptoms (see page 7). 

 Clinic staff will share guidance about observing symptoms (see page 7) and ensuring 
personal safety. 

 
14. Standard First Aid and Emergency Procedures  

 In an emergency or serious incident, call the clinic’s WhatsApp Hotline Number (+965 
99251558). 

 Explain details about location and type of medical incident. 
 If the person is showing COVID-19 symptoms (see page 7), maintain distance (2 

meters/6 feet) and cover your nose and mouth. Next you should: 
• Reassure staff or teachers from a distance. 
• Give the person a face mask if she/he is not wearing one. 
• Wait for clinic staff to arrive. 

 
15. Emergency Readiness 

Standard emergency drills—fire, earthquake, and lockdown—are regularly practiced 
throughout the school year. Social distancing must always be maintained (2 meters/6 
feet).  
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APPENDIX 1 
Forms and Handouts 
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DISCLAIMER 

At the time of printing and distribution, all information is accurate. However any there may 
be changes sent to you via email. It is the staff and teachers’ responsibility to check their 
Outlook email messages frequently throughout the day. Thank you in advance for your 

willingness to be flexible. 
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DISCLAIMER 

At the time of printing and distribution, all information is accurate. However any there may 
be changes sent to you via email. It is the staff and teachers’ responsibility to check their 
Outlook email messages frequently throughout the day. Thank you in advance for your 

willingness to be flexible. 
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