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Dear TED Istanbul College Foundation Schools Family, 

On March 11, 2020, The World Health Organization (WHO) declared the Coronavirus disease (COVID-19) a 
pandemic. At that moment, our world changed, and we were faced with a challenge that we never expected to 
experience in our lifetime. Through the strength, resiliency, and incredible support of our school community, 
we were able to journey through this experience and successfully complete the 2019-2020 school year. 
  

As we prepare to re-open our campus in September, we will all need to, once again, rise to a new challenge 
and do our part to keep the school community safe and healthy.

While we cannot completely eliminate the risk associated with Covid19, the goal is to reduce exposure to and 
limit transmission of this virus.

The health and safety of our school community is our top priority and it requires the full cooperation from all 
our staff, students, and parents/guardians and strict adherence to the protocols.  

This guide will provide important information and policies for safely returning to in-person learning.

As the COVID-19 outbreak is an evolving situation, this document, and the guidance within it will be updated 
as more information becomes available from the Ministry of Education, Ministry of Health, and the Ministry 
of Labor and Social Security. Strict adherence to these protocols will be expected by all members of the 
school community. 

It is the shared goal of all the school community to return to in-school operations under the following 
principles. 
 ▶ Provide a safe and healthy environment for students, faculty, and staff.
 ▶ Prevent the spread of the virus that may cause illness to BVG students, faculty, staff, parents, and  
     the external community.    
 ▶ Continue to provide instruction and essential services consistent with BVG’s academic standards. 
 ▶ Minimize academic disruptions, and support student, faculty, and staff’s operational needs amid  
    disruptions (e.g. city-wide or building closures). 
 ▶ Communicate accurately and in a timely manner with staff, students and families regarding   
    COVID-19 developments and resulting protocols.    
 ▶ Strictly enforce guidelines set out for staff, students, and parents. 

Prior to the start of school, all staff and students will be trained in social distancing and Covid19 hygiene 
rules as well as safety protocols. Only through this cooperative effort can we establish and maintain a healthy 
and safe school and workplace. We would like to thank you in advance for carefully reading this guide and 
paying utmost attention to meet the expectations stated herein. 

Each item included in this guide hereby is the whole of measures taken within the scope of the COVID-19 
pandemic precautions. The parents and students will be considered to agree to strictly abide by each of them 
from the date when face-to-face education starts. 

Kind Regards,

TED ISTANBUL COLLEGE FOUNDATION PRIVATE SCHOOLS COVID-19 COMMITTEE 
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DISTANCE LEARNING COURSE RULES   

During the process of distance learning, the weekly synchronized courses hours is 33 and each session 
will last 30 minutes.  
The attendance will be taken and recorded in the attendance-non-attendance data for each student. 

EXPECTATIONS FROM PARENTS DURING DISTANCE LEARNING PROCESS:
We need the support of our distinguished parents about the following points during the process of distance 
learning so the process can be more productive for our students. 

Expectations from the Kindergarten and Primary School Parents: 
▶ Provide your student a laptop/tablet with a working camera and smooth sound system. 
▶ Provide your student a quite environment where they can watch the online courses without being distracted. 
▶ Support your student about following the distance learning platform. 
▶ Learn about the main instructional platforms used by the teachers.  
▶ Closely follow up with the course schedules sent by the school.  
▶ Make sure that your student attends the activities carried out on different platforms and encourage 
    him/her  to do so. 
▶ Help your students to log in to the distance learning platforms so s/he can attend the courses and 
    activities with his/her teachers and classmates. 
▶ Please bear in mind that the following issues are also important:   
 √ Students should not eat or drink during online sessions. 
 √ Stick to your school day routine by helping your child to get up and be ready for online school 
    in the same way you would for normal school.  
 √ The students should get dressed, have breakfast before class and get everything ready 
     he /she needs for school.  
 √ Children should join on time and not enter the online classroom late. 
    √ Have your devices registered in your child’s name because it is easier for the 
    teacher to identify them. 
 √ Preferably your child should not join their online lesson from a mobile phone. 
    It is much better if they join on a laptop or a desktop computer.  
 √ The students’ playroom or bedroom should not be their first choice to do their online lesson. 
 √ There should not be any distracting materials around your child such as toys.  
 √ Designate a quiet place isolated from distracting sounds and movements for your 
    student to sit during their online courses. 
 √ Make sure that your student uses the same spot to attend the online courses every day. 
    The use of earphones is also recommended so the student can focus his/her attention better.
▶ If your child is resisting to attend the course, put your video off and mute your sound (as not to distract the 
other kids in class), and let your child just hear the lesson as it continues. It is important that they hear that 
class will continue even though they choose not to participate.
▶ The students should keep their microphones off during the online courses. Otherwise, all the sounds in the 
environment of each student will be heard by the whole class and disrupt the course. The students may turn 
on their microphone only when they need to say something. 
▶ Do not let online class become a tool of discontent between you and your child. It is important that you 
make it clear that attending the online class is important yet at the same time do not let your child use the 
online class as a bargaining tool. Most importantly we want them to join the online class willingly.  Children 
should not be forced to join the session. If they are not in the mood, do not force them however, they should 
not be given something else to do during the online lesson time that is more fun like watching TV.
▶ Tell your child when they go to bed that they will have school in the morning. This way they will have an 
expectation and be ready.
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Expectations from the Middle and High School Parents: 
▶ Make sure that your student has a powerful Internet connection.
▶ Make sure that your student’s device has a working camera and microphone. 
▶ Designate an isolated spot for your student where s/he can work independently. 
▶ Encourage your student to attend the online courses by creating an appropriate environment 
where s/he can follow up with the course schedule and study productively. 
▶ Encourage your student to join the distance learning programs and the daily activities. 
▶ Monitor your student’s homework submission calendar and encourage him/her to submit assignments on  
time. Remind your student that s/he can e-mail his/her vice-principal/counsellor or teachers 
when s/he has a question or needs help or support.  

Expectations from the Students 

Before the Classes: 
▶ Check details like the Internet speed, Internet quota, Internet booster, technical capacity of the 
computer, etc. in advance, make sure that the problems are solved, if any, make your computer ready 
for the process of distance learning, and make sure that your camera and microphone are working. 
(PRIMARY-MIDDLE-HIGH SCHOOLS)  
▶ Check your username and password for the school Outlook accounts. Inform your vice-principal or 
counselor via e-mail before the online courses start.  (PRIMARY-MIDDLE-HIGH SCHOOLS)  
▶ Your computers should be charged before the online courses and the battery charging cable should be 
ready to use when necessary. (PRIMARY-MIDDLE-HIGH SCHOOLS)  
▶ Your working environment should be appropriate for lessons. The room should be ventilated and illuminated 
well; it must be isolated from noise and there should not be any distracting things or materials around you 
so you can benefit from the online courses. (KINDERGARTEN- PRIMARY-MIDDLE-HIGH SCHOOLS)  
▶ Your mobile phones must be turned off or they must be left out of the room. (MIDDLE-HIGH SCHOOLS)
▶ Except for the distance learning program or platform used for the online courses, no other applications or 
programs should be on.  (Video games, video images, music channels, etc.) 
(KINDERGARTEN- PRIMARY-MIDDLE-HIGH SCHOOLS)   
▶ You should dress up properly for education and an educational environment. 
(KINDERGARTEN- PRIMARY-MIDDLE-HIGH SCHOOLS)  
▶ You should be ready in front of your computer 2-3 minutes before the beginning of the online course.  
(KINDERGARTEN- PRIMARY-MIDDLE-HIGH SCHOOLS)   
▶ You should complete the assigned tasks as instructed by your teachers and attend the courses prepared. 
(KINDERGARTEN- PRIMARY-MIDDLE-HIGH SCHOOLS)  
▶ Regularly check the course and assignment follow-up platforms, your school e-mail accounts, passwords 
and usernames and avoid sharing these accounts with 3rd persons. (MIDDLE-HIGH SCHOOL)
▶ You should get up early in the morning, eat breakfast, eat healthily during the day, and go to bed early since 
you have classes next day. (KINDERGARTEN- PRIMARY-MIDDLE-HIGH SCHOOLS)   
▶ You should not share your school Outlook accounts and the materials like tasks, homework, links, videos, 
visuals, etc. sent by your teachers with 3rd persons. (PRIMARY-MIDDLE-HIGH SCHOOLS) 

Online Course Rules: 
▶ You should attend the classes on time.
▶ You should keep your camera n and microphone off during the courses. 
▶ You should actively participate in the online courses and take down notes. Using an agenda will help you 
to work productively and to follow up with your assignments, study, and preparation. 
▶You should pay utmost attention to the behavioral rules during the courses and you should treat your 
classmates and teachers respectfully. 
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▶ You should use the chat section only to ask a question to the teacher or answer the teacher’s question. 
You should not use that section for irrelevant conversation with your classmates.  
▶ You should use the break times for your basic needs and should not leave from the course 
platform during a course session. 
▶ You can put a glass of water on your desk during the class, but you should not eat or drink anything else 
as you attend the online courses

After Class Rules: 
▶ You should correctly follow the instructions given by your teachers about the courses and assignments. 
▶ You should complete and submit the tasks and assignments on time. 

General Rules:
▶ Attendance at the online courses is a must. 
▶ When the students will not be able to join an online course due to obligatory reasons, 
they should inform the related vice-principal via e-mail. 
▶ You may get technical support and help from the school’s IT Department by sending 
them an e-mail (it@tedistanbul.k12.tr). 

PCG ACTIVITIES DURING THE PROCESS OF DISTANCE LEARNING: 

▶ During the orientation week, age-appropriate orientation activities will be carried out with the groups of 
students. Information about the working procedures of the PCG Department in the new semester will be 
given and the scope of student conferences will be explained. 

▶During the pandemic, online individual/group conferences will be held with the students so the students 
can share their experiences with the counsellors or information about the emotional states of the students will 
be collected through surveys.

▶ At the beginning of the new school year, each grade level will be given information about the pandemic 
process, the issues to be taken into consideration about students’ emotions in the process of distance or 
in-person learning. The parents will be informed about the work procedures and conditions of the PCG 
Department and the scope of the parent conferences. 
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MEASURES TAKEN FOR THE PROCESS OF IN-PERSON EDUCATION 

HYGIENE PRACTICES:
On the entire campus, the 
hygiene products of Diversey 
Firm, which is a cleaning firm 
providing service on international 
standards, are being used. The 
cleaning staff was provided 
COVID-19 hygiene training by 
Diversey Firm. The training will 
be provided periodically, and the 
cleaning staff are being inspected 
regularly. Diversey Firm also 
inspects the infection prevention 
measures taken and whether the 
COVID-19 hygiene rules are 
being followed on the campus.

▶ Hand sanitizers have been placed in the offices, shared areas, corridors and classrooms and they are checked 
by the cleaning staff every day. 
▶ The entire school building is disinfected at the end of each workday. 
▶ The employees and the contractor firms’ staff are allowed to return to work after they are given the COVID 
antigen, antibody tests.
▶ The school staff is periodically being trained about the process of COVID-19. 
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▶ Waste bins are available around the campus for waste masks and hand gloves. 
This sort of biological waste is taken into the medical waste bags by the cleaning staff and they are disposed 
according to the waste management rules.  
▶ Information posters were posted on the campus; social distance lines were added in the hand-washing 
points, and disinfecting door mats were put in the building entries. 
▶ The book sale will be done online by Nokta Stationery to avoid any hygiene risk. 

ADMINISTRATIVE MEASURES: 

▶ Please see the Annex 1 for information about 
TED Istanbul College Foundation Private Schools 
COVID-19 Committee.
▶ Please see the Annex 2 for TED Istanbul College 
Foundation Private Schools Crisis Management 
Center COVID-19 Scenario. 
▶ The employees do not go out of the city without 
the approval of the related principals and human 
resources and they stay in isolation for 14 days if 
they have to go out of the city obligatorily. 
▶ All the employees wear masks and face shields 
inside the school and they work by paying attention 
to COVID-19 hygiene rules and social distancing. 
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CAMPUS LAYOUT AND THE CAMPUS-WIDE MEASURES: 

Our campus is located on a large area of 34000 square meters, with about 10000 square meters of garden area 
and 24000 square meters of building area.  Please see the Annex 4 for the Layout Plan. The near surrounding 
of the campus consists of green areas. 

The kindergarten, primary school, middle and high school buildings are separate, and they have a sperate 
garden and playground. 
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● The size of the kindergarten classrooms are averagely 60 square meters and there are 
maximum 10-15 students in each class. 
● The per-student area is about 6 square meters in each classroom. The total size of the kindergarten garden 
and playground is about 1700 square meters. Except for the kitchen, the kindergarten has a 125 square meter 
cafeteria. 
● The size of the primary school classrooms is about 60 square meters and there are 
maximum 20-22 students in each class. The per-student area is about 3 square meters in each classroom. 
The total size of the primary school garden and playground is about 5500 square meters. 
●  The size of the middle and high school classrooms is about 55 square meters and there are 
24 students in each class on average. The per-student area is about 2,5 square meters in each classroom. 
● The total size of the middle and high school gardens and playgrounds is about 7500 square meters.

MEASURES:
▶ The use of air conditioners is prohibited on the campus. Instead, the rooms and offices are frequently 
ventilated during the day. 
▶ The elevators are not used except for the persons with walking disability. (If a person has to use the 
elevator, s/he will use it alone, no one else will be with him/her.) The elevator is disinfected twice a day.
▶ Dividing screens were added in the offices/areas where the staff and students/parents and 3rd persons 
contact too often (accounting office/registration office/administrative affairs office). The staff and guests wear 
masks as they talk to each other. No dialogue is possible 
without mask and/or face shield and 3rd persons are not 
allowed to contact these staff without mask. 
▶ For photocopy and printer needs, the school secretaries 
help in the kindergarten and primary school; the high 
school photocopy room is used in the middle and high 
school and the teacher’s office is used in the dormitory 
building. 
▶ Isolation rooms were prepared on the campus for 
the kindergarten, primary, middle, high school, and the 
dormitory.
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▶ Flowers from outside the school are not allowed into the campus. 
▶ Personal mails are not allowed into the school. School-related mail packages can be opened after they are 
disinfected by the security staff and by wearing hand gloves.
▶ The primary school library is not being used and the middle and high school library can be used based on 
the procedures regarding social distancing and COVID-19 hygiene rules. 
▶ The gyms and changing rooms, computer laboratories and 3D laboratory, and the conference hall will not 
be used until a further notice. 
▶ The science laboratory can be used by following the social distancing and COVID-19 rules.
▶ Music rooms and visual arts studios can be used by following the social distancing and COVID-19 rules. 
▶ The offices are being regularly cleaned during the day and when necessary, additional 
disinfection is provided
▶ All the classrooms and shared areas are disinfected at the end of each workday with ULV device using 
licensed disinfectants. 
▶ The food and drink machines in the middle and high school buildings were removed. 
▶ The food sales and charity activities organized by the students and PTA will not be allowed. 
▶ The vice-principals, counsellors and teachers will hold their parent conferences online. 
▶ When the weather is available and according to the characteristics of the courses, some classes will be held 
outdoors. 

CAFETERIA LAYOUT AND THE MEASURES TAKEN IN THE CAFETERIAS: 

In the cafeterias, 1,5 meters space were left between the chairs and the lunch times were arranged to make 
sure that the employees come in small groups. There are 3 cafeterias on the campus where 850 persons can be 
served meals at the same time. With the new arrangement, 450-500 persons will be served at the same time 
and a total of 1500 persons will be served meals in 2-3 different times. 
Please see Annex 3 for Sardunya Catering Firm’s “TSE Covid 19 Safe 96 3 Production Certificate.” 
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MEASURES:
▶ The fever of the cafeteria staff is measured by the security staff every morning before they enter 
the campus. The persons with high fever will not be allowed to enter the campus and the 
school doctor will immediately be informed.   
▶ Markings were added into the cafeteria to avoid high number of students from entering and to 
maintain the social distance.  
▶ In the kindergarten and primary school, the meals will be served by the catering staff 
with single-use forks, spoons, and knives.  
▶ In the middle and high schools, the students will pick up their foods and they will use single-use forks, 
spoons and knives as well. The water will be served in closed bottles. The open buffet will not be used. 
▶ No breakfast will be served except for the kindergarten and primary school. 

MEASURES TAKEN FOR THE SCHOOL BUSES:

▶ The service buses are disinfected every day and they are controlled by the administrative affairs department. 
▶ The health conditions of the drivers and bus attendants are daily monitored by Efatur with HES codes. 
▶ The fever of the drivers and bus attendants will be measured before the students get on the buses in the 
morning and afternoon and the results will be reported to the administrative affairs department.  
▶ The fever of the students and staff will be measured by the bust attendant before they get on the bus in 
the morning. The persons who do not allow the bus attendant to measure their fever or those whose fever 
is above 37,8 will not be allowed to get on the bus.  
▶ The fever of the students/staff who do not use the school bus will be measured by the security/assigned 
staff at the main entrance. Those who do not let the staff measure their fever or those whose fever is above 
37,8 will not be allowed to enter the campus.  
▶ It is obligatory to wear masks on the school buses. Each student will have their own seat and they will not 
be allowed to change seats. The students without mask will not be allowed to get on the school bus. 
▶ The students who do not pay attention to the warnings on the school bus and those who take off their mask 
will not be allowed to get on the school bus until a further notice and the fee of the school bus which is not 
used due to such reason will not be returned.  
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▶ The families of the students who put off their mask on the school bus or who violate the social distancing 
rules will be informed by the school administration. If the rules are violated once again, due action 
will be taken. 
▶ The air conditioners will not be turned on in the buses and the windows will be kept open. In the sites 
into which the school buses are not allowed, the students will be picked up from and dropped off at the site 
security. In the sites where the school buses are allowed, the students will be picked up from and dropped 
off in front of the student’s block. The school buses will wait for the students for maximum 2 minutes. The 
parents of the students who are not collected from the bus will be called and the students will be released to 
the site’s security.  
▶ The students and staff are not allowed to use a different school bus. 

▶ The drivers have to wear masks and the bus attendants have to wear masks and face shields. 

MEASURES TAKEN FOR THE SECURITY: 
▶ The fever of the security staff is measured every morning and afternoon and it is reported to the administrative 
affairs department.
▶ The security firm (G4S) staff was trained about COVID-19 measures and precautions and periodical 
information is provided to the staff by the firm. 
▶ The security staff will check if the staff and visitors who come to the school wear masks and they will not 
allow those without a mask to enter the school. 
▶ The security staff will measure the fever of all the employees and guests at the gates. 
▶ Those who do not let the staff measure their fever or those whose fever is above 37,8 will not be allowed 
to enter the campus.   
▶ No 3rd person will be allowed to enter the school without an appointment.

MEASURES TAKEN FOR THE DORMITORY: 
▶ The student quota for the dormitory has been reduced. 
▶ 1,5 meters of social distancing are maintained in the shared areas and study halls. 
▶ The kitchen is used by paying attention to social distancing and COVID-19 hygiene rules in the dormitory. 
▶ The dormitory is disinfected every afternoon. 
▶ The snacks are served in closed packages in the dormitory. 
▶ In the dormitory, the students’ fever will be measured by a nurse before they leave from the building in the 
morning and before they go into the building in the evening. 
▶ The students can bring their personal computers to the dormitory. 
▶ The boarding students must follow the social distancing and COVID-19 hygiene rules when they go to 
Macro Market and when they go out on weekdays and at the weekends.
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▶ When the students go out of the city on leave of absence, they can return to the dormitory in a controlled 
manner according to the result of the COVID antigen, antibody test that they must show to the dormitory 
nurse. 
▶ The ironing room can be used by only one person in the dormitory. The person to do the ironing will 
disinfect the iron before use. 
▶ The laundry room can be used by two persons. The person to use the washing machine will disinfect its 
door and the detergent box before use. 
▶ In the dormitory, the indoor sports facilities, shared sports materials, and the instruments in the music room 
will not be used.  
▶The boarding students will be allowed to study individually by paying attention to social distancing and 
COVID-19 hygiene rules.  
▶ Please see the Annex 6 for the letter of information and undertaking or the parents of the boarding students. 
This document must be signed and submitted to the Boarding School Vice-Principal
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IMPORTANT RULES TO BE FOLLOWED BY STUDENTS AND PARENTS 
▶ The school must be informed about the students who suffer one of the symptoms of fever, cough, runny 
nose, respiratory distress, severe muscle pain, and diarrhea. These students must not be sent to the school 
by their parents and they must be taken to the hospital.
▶ If one of the family members show the symptoms of COVID-19 such as fever, cough, runny nose, or 
respiratory distress or if a family member was diagnosed with COVID-19 or contacted someone infected, 
the parent must immediately inform the school thereabout and the student must not be sent to the school.
▶ The parents or persons who bring and pick up the students from the school must follow the social 
distancing rules and wear a mask.   
▶ The students whose fever is still higher than 37.8 after a few measurements will not be allowed into the 
school by the staff.
▶ If possible, the students must be taken and picked up from the school by the same person every day. 
▶ If possible, the students should not be taken to and picked up from the school by persons aged above 
65 like their grandparents or by persons with chronic diseases. 
▶ The face masks must always be worn in the school. (The kindergarteners will be encouraged 
to wear masks, too.) 
▶ The students should wear at least three-layered surgical masks and they must never wear washable or 
other type of masks. The students should bring enough number of spare masks as they come to the school. 
▶ The students should meet their daily water needs by their own. 
▶ When the students leave from the school, each floor will be evacuated by turns. 
▶ The kindergarteners and 1st graders will be released to the school bus attendants by their teachers from 
the second gate as they leave from the school. 
▶ The kindergarten parents should not go into the school building and they should wait outside in the 
garden. The parents without a mask must never enter the campus.
▶ The primary school parents should use the security door next to Macro Market as they bring and pick up 
their students. The parents are not allowed to enter the campus. The students will not be allowed to enter 
the school from the primary school security gate. 
▶ The students with a chronic disease should submit a medical committee report to the principal so they 
can start and attend the school.   
▶ The students with a special health condition who have to use specific antiseptics may bring their own 
disinfectants. 
▶ The students with a health problem and who are under treatment must submit a health report to be 
received from their doctor and stating that they can attend the school to the principal. 
▶ The students will use only their personal lockers. The lockers must be locked. 
▶ No club activities will be carried out. 
▶ Please see the Annex 5 for the letter of information and undertaking for the parents of the 
non-boarding students. 
This document must be signed and submitted to the related vice-principal by the parents. 
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COVID-19 SYMPTOMS 

The symptoms of COVID-19 might occur in one or more of the following forms after 2-14 days a person is 
exposed to the virus: 

Serious Symptoms: 
 ▶ Shortness of breath or respiratory distress (being unable to breathe deeply) 
 ▶ Chest pain or pressure 
 ▶ Loss of smell or taste 

Most Common Symptoms:
 ▶ 37,8⁰C or higher fever 
 ▶ Chill 
 ▶ Recent or worsening dry cough (permanent / more than normal) 
 ▶ Nagging cough, swishing noise when you cough 
 ▶ Unusual exhaustion (tiredness, lack of energy) 

Less Common Symptoms: 
 ▶ Unusual or long-term muscle pain 
 ▶ Sore throat 
 ▶ Swallowing difficulty 
 ▶ Nausea / vomiting, diarrhea, stomach-ache (which are not related to the other known reasons or  
    conditions) 
 ▶ Blocked nose or runny nose (which are not caused by seasonal allergies or other known reasons)   
 ▶ Unusual or long-term headache 
 ▶ Recent loss of taste or smell 
 ▶ Conjunctivitis (eye redness) 
 ▶ Roseola or color change on hand or foot fingers  
 ▶ Falling down frequently.
 ▶ Fatigue or lack of appetite for young children and babies 
 
 You may find more detailed information about COVID-19 at https://covid19bilgi.saglik.gov.tr/tr/ 
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SHOULD MY CHILD GO TO SCHOOL TODAY? 

REFERENCES:
1) COVID-19 Salgın Yönetimi ve Çalışma Rehberi Bilimsel Danışma Kurulu Çalışması 
https://covid19bilgi.saglik.gov.tr/depo/toplumda-salgin-yonetimi/salgin-yonetimi-ve-calisma-rehberi/COVID-19_
SALGIN_YONETIMI_VE_CALISMA_REHBERI.pdf
2) Yeni Koronavirüs Salgını Kapsamında İş Sağlığı ve Güvenliği Profesyonellerinin İşyerlerinde Aldıracağı Tedbirler
https://www.ailevecalisma.gov.tr/media/41225/yeni-koronavirus-salgini-kapsaminda-is-sagligi-ve-guvenligi-
profesyonellerinin-isyerlerinde-aldiracagi-tedbirler.pdf
3) Hijyen ve Enfeksiyon Önleme Kontrol Kılavuzu
http://merkezisgb.meb.gov.tr/meb_iys_dosyalar/2020_07/28133804_ETM_KURUMLARI_KILAVUZ_BASKI_4.pdf
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ANNEX 1

TED ISTANBUL COLLEGE FOUNDATION PRIVATE SCHOOLS COVID-19 COMMITTEE

     1. AIM
The COVID-19 Committee aims to improve the hygiene conditions at TED Istanbul College Foundation 
Private Schools and to identify, implement, inspect the institution-wide precautionary health measures to 
apply and to produce related suggestions during the process of pandemic. 

2. SCOPE
Operating under TED Istanbul College Foundation Private Schools Crisis Management Center, the work of 
the COVID-19 Committee covers all the students, employees, parents, boarding students and staff members 
of the school; the contracted firm staff; and the other institutions and organizations with which the school 
will work in cooperation based on a  protocol. 

3. COVID-19 COMMITTEE

DUTY   NAME   TITLE
Committee Head  Dr. Şafak ÖZCAN High School Vice-Principal
Committee Member Murat OĞAN  Support Services Manager 
Committee Member Bülent ÇINAR Administrative Affairs Coordinator
Committee Member Dr. Ayşe ŞAYLI School Doctor
Committee Member Aylin KALAFAT Kindergarten Vice-Principal
Committee Member Selda KURT  Primary School Vice-Principal 
Committee Member Gülin ÜSTÜNDAĞ Boarding School Vice-Principal

4. RESPONSIBILITIES OF THE COVID-19 COMMITTEE
▶ The Committee Head chairs the committee during the process of COVID-19 and is responsible for 
managing and following up with the decisions made by the committee. 
▶ The Support Services Committee Member monitors the hygiene inspections provided/to be provided by 
the cleaning firm (Diversey) on the campus, makes sure that the deficiencies identified as a result of the 
inspection are fixed and provides coordination. 
He is also responsible for making sure that the COVID-19 related decisions to be made by the committee 
according to the recommendations of the school occupational health and safety firm (GLC Gülay Levent Can 
Group Health, Safety and Environment Inc. Firm) about COVID-19 are implemented. 
▶ The Administrative Affairs Committee Member is responsible for making sure that the COVID-19 related 
decisions to be made by the committee are implemented by the catering, transportation, security firms and 
the other administrative units and he inspects the related firms and units. 
▶ The Health Committee Member is responsible for making sure that the health-related business process 
decisions to be made by the committee within the framework of COVID-19 are implemented and she is also 
responsible for inspecting the process.
▶ The School Committee Member is responsible for informing the students and teachers about the decisions 
made by the committee, and for inspecting and monitoring the process.
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ANNEX 2
COVID-19 INFECTION SCENARIO

1. SCENARIO   
An epidemic disease is on the top of the agenda all around the world and the disease has been diagnosed in 
our country, particularly in an area close to Istanbul. 

2. ASSUMPTION  
At least one of the employees or students from the school has been infected. 

3. DISASTER MANAGEMENT SYSTEM  

A. Damage Reduction Precautions 
 a) Informing the students and employees about the significance of the general hygiene measures, 
 b) Inspecting if the toilets are being cleaned properly, 
 c) Storing the foods properly by paying attention to the conditions of health and preparing, 
     serving and collecting them in a hygienic manner, 
 d) Making sure that the employees have their periodical health examinations,
 e) Making sure that the school buses are disinfected everyday regularly. 
 f) Building awareness about not sharing personal belongings and avoiding their use by other persons.

B. Preparation 
 a) In case of an epidemic disease in our close surroundings, the school staff, students and parents 
     are provided written and verbal information about the disease.  
 b) The Ministry of Health and the related medical units are contacted to receive 
      further information about the disease.  
 c) The most vulnerable groups are identified and they are closely monitored. 
 d) The school trips, sports competitions and cultural activities are cancelled if they involve 
      the epidemic disease or any element of it. 

C. Action
1. In the event that a student/employee is infected inside the school: 
a) The student/employee who coughs, has high fever or has difficulty in breathing, s/he is sent to 
     the infirmary. (The person who suspects.) 
b) If it is suspected that the student/employee is infected with COVID-19 at the infirmary, 
 ▶ The kindergartener is taken to the quarantine room allocated in the kindergarten. The 
     kindergarten nurse takes due precautions and escorts the patient until the ambulance arrives. 
 ▶ The primary school student is taken to the quarantine room allocated in Block E. The nurse 
     in the main infirmary takes due precautions and escorts the patient until the ambulance arrives. 
 ▶ The high-middle school student is taken to the quarantine room allocated in Block E. The nurse
     in the main infirmary takes due precautions and escorts the patient with the parent or the 
     person to accompany the patient with the written approval of the parent arrives.  
 ▶ The boarding student is taken to quarantine in his/her own room.  The dormitory nurse takes 
    due precautions and escorts the patient until the ambulance arrives.   
  ° While the student is taken to the hospital, the nurse or the teacher aide escorts the 
                patient until the hospital by taking personal protective measures. 
  °  Depending on the information to be provided by the hospital, the student may either 
     stay in the hospital or in the quarantine room in the dormitory building. The students 
     whose Covid-19 test result is positive will not come back to the dormitory building. 
     They will be released to the parents or to the persons who are allowed to pick up 
      the student with the written approval of the parent. 
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 ▶ The employee/staff member is taken to quarantine in the quarantine room allocated in Block E.  
    The nurse in the main infirmary takes due precautions and escorts the patient until the 
    ambulance arrives.  
 ▶ If the person who is taken to the infirmary has too high fever and also suffers difficulty in 
   breathing, 112 is called to request an ambulance. The patient is escorted by a person until 
   the hospital however the companion goes to the hospital in another car against the risk of infection. 
c) The related Principal/Manager is given information about the situation of the student/employee. 
    (School Doctor).
d) The Crisis Management Center (CMC) is informed and activated. (Principal).
e) Case; 
 ▶ If it happens during school hours, the parent is called after the Principal/Department are 
     informed about the suspect of epidemic disease.(School Doctor). 
 ▶ If it happens after school in the dormitory, 112 emergency service is called after the 
 School Doctor and Principal are informed about the suspect of epidemic disease. 
 (Dormitory Nurse/Dormitory Vice-Principal).
f) The parent/family of the student/employee is given information about the issue. (Principal/Manager).
g) The diagnosis and information about the patient are learned from the parent/family. (School Doctor).
h) If the epidemic disease has been diagnosed, the Principal/Manager is informed. (School Doctor).
i) The institution reports the epidemic disease to the District Directorate of Health and District Directorate 
    of Education in writing. (Principal/Manager).
j) The persons who contact the patient in the school (classmates, teachers, school bus staff, catering firm 
    staff and other staff members) are informed that they should go to hospital due to the risk of disease.
    (Principal/Manager). 
k) The instructions of the District Directorate of Health and District Directorate of Education are followed  
     for the actions to be taken. (Principal/Manager).
l) After each case, the entire school and service buses are disinfected. (Support Services).

2. In the event that a student/employee is infected outside the school:
a) The parent/family informs the Principal/Manager of the diagnosis of the disease. 
b) The information about the diagnosis and situation of the patient is received from the parent/family   
     (Principal/School Doctor).
c) After talking to the school doctor, the principal reports the occurrence of the pandemic disease to the             
    District Directorate of Health and District Directorate of Education in writing (Principal/Manager).
d) The persons who were in contact with the patient (classmates, parents, teachers, school bus firm staff,   
    catering staff and other staff members) will be informed with an online meeting. If necessary, they will 
    be asked to go to a hospital (Principal/School Doctor)
e) The instructions of the District Directorate of Health and District Directorate of Education are 
    followed for the actions to be taken. (Principal/Manager).
f) After each case, the entire school and service buses are disinfected. (Support Services).

3. The return of a student/employee who was diagnosed with Covid-19; 
A student or employee who was diagnosed with Covid-19 can return to the school upon submitting the 
required reports to the related principal/department manager and with the approval of the school doctor.

4. The Process of Returning to the School When A Student/Employee Contacts a Person with Covid-19; 
a) If there is a person in the family who has symptoms of COVID-19 such as fever, cough, nasal discharge,  
    respiratory distress, or who has been diagnosed with COVID-19, the student’s parent / employee 
    immediately informs the principal/manager to which s/he is affiliated.
b) The student’s principal/employee’s manager reports the case to the school doctor and the 
    Covid-19 Committee.  
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c) The school doctor contacts the student’s parent/employee and informs him/her that beginning 
    from the last day of the spread risk she/he should act in accordance with the isolation and 
    return-to-work procedures set by the Ministry of Health for Covid-19 patients.  
d) According to the Ministry of Health’s COVID-19 guide’s “Contact Tracing, Pandemic Management,  
    Remote Patient Monitoring and Filiation” part; 
 ▶ In asymptomatic or mild cases (cases monitored at home or hospitalized for less than 
    24 hours), if PCR is positive, the isolation will be terminated from the day of PCR receipt. 
    In possible cases, the isolation will be terminated at the end of the 10th day from the onset 
    of symptoms. 
 ▶ Termination of the isolation in patients with hospitalization indication will be done from the 
    day of PCR in PCR positive cases and at the end of the 14th day from the onset of symptoms 
    in possible cases.
 ▶ In cases with intensive care indication or in immunosuppressed cases, if PCR is positive, 
    the isolation will be terminated from the day of PCR taking, in possible cases at the end of 
    the 20th day from the onset of symptoms.
 ▶ In addition, since it is taken into account that although the infection heals during isolation, 
    some people may experience coughing or loss or change in the sense of taste or smell, 
    a permanent cough or loss of taste/smell will not cause prolongation of the isolation.
e) The persons whose isolation is terminated will be able to return to the school/work after their report 
     is approved by the school doctor. 
f) The return to work date will be determined by the school doctor and it will be notified to the 
    employee/student and their manager/principal (School Doctor).

D. Rehabilitation
a) After the epidemic is taken under control, from where and how the disease was spread is identified and 
    due actions are taken to remove the source.
b) Each person contacted by the patient is identified, monitored and if necessary, each of these persons 
    are isolated from the school for 14 days to stay in quarantine. 
c) The areas and places contacted by the patient are identified and those areas and places cleaned 
    and disinfected. 
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ANNEX 3

SARDUNYA CATERING FIRM’S TSE COVID-19 SAFE PRODUCTION CERTIFICATE 
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ANNEX 4

TED ISTANBUL COLLEGE FOUNDATION PRIVATE SCHOOLS LAYOUT PLAN   
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ANNEX 5

LETTER OF INFORMATION AND UNDERTAKING 

I was informed that the measures taken for the in-person learning process at TED Istanbul College Foundation 

Private Schools and the rules included in the procedures guide are the measures taken within the scope of 

the COVID-19 pandemic. I hereby agree that we will follow all the rules when my child comes to the 

school. I was also informed that the school has taken all the precautions against the COVID-19 pandemic 

in case any health problem occurs in the school and, knowing that the school has no responsibility, I was 

informed that I must not bring my child to the school and I must inform the school administration if my 

child has complaints such as fever, cough, runny nose, respiratory problem, or diarrhea or if a member of 

my family suffers respiratory problems or if s/he is hospitalized due to respiratory tract infection or if s/he 

is diagnosed with COVID-19. I hereby agree and undertake to inform the school administration that I will 

comply with all of these precautions when my child comes to the school, and that I will not bring my child 

to school in the above-mentioned situations and I will inform the school administration about the reason for 

not bringing my child to the school. 

 …/… / 2020

Undertaken by: 

Parent’s/Guardian’s Name Surname: 

Signature: 

Student’s Name Surname: 
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ANNEX 6

LETTER OF INFORMATION AND UNDERTAKING (BOARDING SCHOOL) 

I was informed that the measures taken for the in-person learning process at TED Istanbul College Foundation 

Private Schools and the rules included in the procedures guide are the measures taken within the scope of the 

COVID-19 pandemic. I hereby agree that we will follow all the rules when my child comes to the school. 

I was also informed that the school has taken all the precautions against the COVID-19 pandemic in case 

any health problem occurs in the school and, knowing that the school has no responsibility, I was informed 

that my child must see the school doctor/boarding school nurse for examination if s/he has complaints such 

as fever, cough, runny nose, respiratory problem, or diarrhea. I hereby give my consent that my child can 

be taken to the nearest hospital to the school if it is recommended. I hereby agree to inform the school /

boarding school administration of the information belonging to the person who I will assign to escort my 

child and that, if my child is diagnosed with Covid-19, s/he will be picked up from the hospital by the 

person/s that I will declare. 

…/… / 2020

Undertaken by: 

Parent’s/Guardian’s Name Surname: 

Signature: 

Student’s Name Surname:
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ANNEX 7

DRESS-DOWN POLICY

Due to the pandemic, the dress-down policy will apply by considering the health of our students. We kindly 
expect our parents and students to follow the below-mentioned rules and prefer appropriate clothes for 
school environment.  We particularly request you to make sure that the students do not put on branded 
clothes. 

Primary School

It is important that the students come to the school wearing season-appropriate jeans/ trousers/track suits, 
t-shirts, sweatshirts, jumpers, or polar and that these clothes are aired or washed after the students come 
home. 
 ▶ The clothes should be comfortable and safe. (Please pay attention to avoid students from 
     wearing costumes, team uniforms, long dress, or different and attractive clothes like tutu.)

Girls;

 ▶ Should not wear sandals, slippers, or heeled shoes,
 ▶ Should wear comfortable and safe shoes, 
 ▶ Should not dye their hair, should not put on make-up or paint their nails, 
 ▶ Should not wear necklaces, rings, earrings, etc. 

Boys:
 ▶ Should wear comfortable and safe shoes (not crampons, lighted shoes), 
 ▶ Should come to the school with short and combed hair. 

Middle and High School 

It is important that the students come to the school wearing season-appropriate jeans/trousers (not tights or 
ripped jeans), large and non-transparent t-shirts, sweatshirts, jumpers or polar and that their clothes are aired 
or washed when they come home. The students must not wear shorts/Bermuda shorts.  

They can come to the school in tracksuits when they have PE classes. 

Girls;

 ▶ Should not wear necklaces, rings, earrings, bracelets, etc.,  
 ▶ Should not dye their hair, should not put on make-up or paint their nails, 
 ▶ Should not wear sandals, slippers, or heeled shoes. 

Boys;

Should come to the school with short and combed hair and shave their beard daily. They must not grow 
mustache or beard. 


