AGENDA ITEM J-1

Administrative Services
STAFF REPORT
City Council
Meeting Date:
Staff Report Number:
Public Hearing:

6/9/2020
20-122-CC
Public hearing on proposed fiscal year 2020-21
budget

Executive Summary
The city manager’s proposed general fund budget is balanced for the fiscal year, beginning July 1. Overall,
the proposed general fund budget results in a projected surplus of $0.19 million. The proposed budget is
balanced without the use of one-time money or increased revenue. Proposed general fund revenues total
$56.89 million a decline of $13.72 million, or 19.4 percent, year-over-year. Proposed general fund
expenditures total $56.70 million, a decline of $13.77 million, or 19.6 percent, year-over-year. The proposed
budget reduces authorized full-time equivalent personnel from 286.75 in fiscal year 2019-20 to 236.75 in
fiscal year 2020-21, a 17.1 percent reduction. Factors influencing the proposed budget include:
• A slow recovery of transient occupancy (hotel) and sales taxes.
• Reduction in charges for services resulting from event and program cancellations and closure of
congregate facilities, including libraries, recreation centers, gymnasiums, the gymnastics center and the
senior center through December 31.
• Structural program and service level reductions, including layoff of personnel, to offset revenue losses.
• No federal government assistance to help local governments such as Menlo Park.
• Rollover of baseline funding for childcare services even though baseline funding is insufficient to reactive
the programs under San Mateo County Health Officer orders.
Other than the general fund, the proposed budgets for the City’s additional 46 funds are substantially a
rollover budget except for the capital improvement program (CIP) funds. The City Council discussed the CIP
at length and ultimately deferred any significant financial changes to the CIP. Therefore, the proposed
budget implements year two of the adopted 2019-20 CIP budget with several adjustments. The CIP budget
retains all previously approved projects and maybe adjusted early in the fiscal year as directed by the City
Council.
As the City Council reviews the proposed fiscal year 2020-21 budget, there are four additional
considerations for City Council deliberation and direction. First, the program and service level reductions
included in the proposed budget may be modified with replacement reductions, use of one-time money, or
increased revenue. Second, the City Council has not had information sufficient to decide whether childcare
programs should reactivate. Third, an update on the Belle Haven Community Services and Library project
timeline may influence decisions on budget reductions. Finally, the City Council must direct the use of onetime money, if necessary, to balance the fiscal year 2020-21 budget.
Recommendation
City staff recommends that the City Council:
1. Hold a public hearing on the proposed fiscal year 2020-21 budget and capital improvement program and
provide direction on any desired changes;
2. Provide direction on the reactivation of childcare services including the service fee rates and general
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fund subsidy necessary to reactivate programs;
3. Confirm the City Council’s intent to maintain the temporary reduction in utility users’ tax rates at the
current 1 percent rate; and
4. Direct the use of one-time money to balance the budget after City Council provide direction on changes
to the proposed budget.
Policy Issues
A public hearing on the city manager’s proposed budget is consistent with the city’s budgeting process and
represents no changes in city policy.
Background
On April 28, May 12, May 18, May 22, May 26, May 28 and June 2, the City Council met to consider budgetbalancing measures necessary to offset the projected $12.7 million revenue shortfall in fiscal year 2020-21.
The City Council took action May 28 to issue layoff notices to benefited personnel and non-benefited
temporary personnel impacted by $11.7 million in program and service reductions. On June 2, the City
Council directed staff to recommend an additional $2.5 million in budget-balancing measures as reflected in
the proposed budget.
Analysis
The proposed fiscal year 2020-21 budget is the City’s first budget using the OpenGov’s online budget tool.
Prior year proposed budgets were presented as paper documents with no access to budgetary detail.
OpenGov provides the City Council and members of the public access to the proposed budget through the
use of graphs, tables and filters. Attachment A directs readers to the underlying financial tables comprising
the fiscal year 2020-21 budget. Staff will continue to work through the end of August to buildout the budget
document further and complete the transition to OpenGov.
City Council consensus budget balancing measures
The City Council reached consensus on several budget-balancing measures totaling $11.7, as referenced
in the budget document. At their June 2 meeting, the City Council directed staff to identify an additional $2.5
million in expenditure reductions. Staff achieved the additional expenditure reductions through the merger of
the community service and library departments, eliminating one department director, a further decrease to
contract services, and a hard freeze on 27.25 of the City’s 29.50 vacant full-time equivalent positions. As a
hard freeze, the positions are not budgeted and require City Council restoration before recruitment can
begin. The OpenGov narrative includes a summary of budget-balancing measures incorporated in the
proposed budget.
Childcare services
At the May 19 City Council meeting, the City Council indicated a desire to reactivate the city-provided
childcare programs as soon as possible, to the extent possible. City staff has prepared reactivation plans for
modified childcare services at the Belle Haven Child Development Center (BHCDC) and the Menlo
Children’s Center (MCC,) Attachment B. City staff has also developed a reactivation plan for summer
camps, Attachment C. The reactivation plans modify and adapt childcare programs to ensure the safety of
program participants and staff providing the services. The plans also ensure compliance with current public
health orders on childcare operations. The adaptations, however, change the economics of all three
programs. Before the three programs resume, staff seeks City Council approval of the financial impacts
resulting from program adaptation.
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Childcare staff has remained active at work by providing distance learning opportunities for program families
and community-building virtual recreation opportunities, essential support with park monitoring, senior meal
distribution, and safety compliance monitors at City Hall. BHCDC continues to receive state grant funding
until the end of the fiscal year.
Belle Haven Child Development Center – To reactivate the BHCDC under current public health orders, City
staff estimates that the BHCDC requires an additional general fund subsidy of $498,223 to serve 48
participants in fiscal year 2020-21. This amount is in addition to the estimated baseline general fund subsidy
of $714,860. The increased costs are the result of reduced enrollment due to COVID-19 restrictions. In the
most recent school year, 49 percent of the program participants were Menlo Park residents. Considerations
in evaluating the BHCDC program:
• 2019-20 basic financial information.
• Revenue budget: $1,292,000 ($1,198,600 is grant funded)
• Personnel budget: $1,695,157
• Operations budget: $311,703
• General fund subsidy: $714,860
• Number of resident participants: 47
• Number of non-resident participants: 49
• Number of benefited personnel: 14 (1 benefited personnel is paid directly through a grant)
• Number of temporary personnel: 2
• Baseline general fund budgeted subsidy v. actual subsidy. While the baseline general fund subsidy
is an estimated $714,860, each of the past three years has required a much lower subsidy due to higher
than anticipated grant funds and lower than budgeted expenditures due to vacant positions. As a result
of staff’s recommendation for a hard freeze on vacant positions, including the preschool program
coordinator, the difference between budget and actual will partially offset the historical gap. Program staff
is currently working with the City’s state grant contract representative to determine the City’s eligibility for
program reimbursement for the next fiscal year. Annually, the City is notified in June regarding the state
and federal grant disbursement for the next fiscal year, and once confirmed, staff will update the general
fund support estimate. Also, as the State and County move through the various stages of reactivation in
response to COVID-19, the program’s finances will change due to a larger student population. Finance
staff highlight state and federal budgetary constraints, which represent an increased risk to the
reimbursement rate.
• State grant requirements. Due to state grant limitations, the City cannot raise the tuition on the
subsidized spaces or restrict enrollment by residency. Enrollment guidelines prioritize current child
protective services cases, families experiencing homelessness, and those currently receiving state aid.
All families must be working, seeking employment, or actively completing education or job training. In the
current year, 49 percent of program participants are Menlo Park residents.
• Reactivation. Staff is proposing to reactivate modified childcare services at the BHCDC July 6. The
BHCDC typically serves more families with jobs that are not conducive to telecommuting. Of the 96
BHCDC families enrolled in the current year, 54 will be graduating from the program, 31 have confirmed
they need immediate childcare, five (5) families were not interested in returning, and staff is waiting to
hear back from six (6) families. The reactivation of BHCDC provides staff the operational experience of
delivering services under the current public health orders. Attachment B transmits the reactivation plan
for the BHCDC.
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Menlo Children’s Center. To reactivate the MCC under current public health orders, City staff estimates that
the MCC requires an additional general fund subsidy of $91,448 to serve 36 participants in fiscal year 202021. This amount is in addition to the estimated baseline general fund subsidy of $362,857. The increased
costs are the result of reduced enrollment due to COVID-19 restrictions. In the most recent school year, 100
percent of the program participants were Menlo Park residents. Considerations in evaluating the MCC
program:
• 2019-20 basic financial information.
• Revenue budget: $952,000
• Personnel budget: $1,163,086
• Operations budget: $151,771
• General fund subsidy: $362,857
• Number of resident participants: 59
• Number of non-resident participants: 0
• Number of benefited personnel: 6.75
• Number of temporary personnel: 4
• Cost recovery. The City Council has historically attempted to set program fees at a rate sufficient to
offset direct program costs, including staff, supplies and utilities. The City has not historically recovered
capital costs or general administration support costs, such as finance and human resources. If the City
Council does not desire to subsidize the MCC program, staff recommends authorizing an increase in
fees by $1,147 per month per family, equating to tuitions of $3,100 per month for toddlers and $2,682 per
month for preschool.
• Subscription. The ultimate driver of the general fund subsidy is the service subscription rate. To better
manage subscription rates, staff recommends that fees be paid 30 days in advance and are nonrefundable. If there is insufficient enrollment, the program cost per participant increases, and participants
will receive a supplemental bill. This added level of administration will increase finance staff support of
the MCC programs. The City does not currently recover the costs of financial support for the MCC.
• Reactivation. Staff recommends activating the MCC August 10 to allow for operational experience
garnered from the BHCDC reactivation to inform the program reactivation. By July 10, families returning
in August must pay the non-refundable program fee for August. On August 10, families must pay the
non-refundable program fee for September. Of the current 59 MCC families, 28 will be graduating from
the program, 26 need immediate childcare, and five (5) were not interested in returning after the closure.
Staff will fill the additional spaces as it does each school year from MCC’s waitlist of over 50 families.
Fee increases may influence subscription. If the program is less than 95 percent subscribed, staff would
recommend closing the program. 95 percent represents a $182/month supplemental bill to program
participants. Attachment B transmits the reactivation plan for the MCC.
• General administration surcharge. To support the MCC program, the City Council may consider a
general administration surcharge equal to 10 percent of the program fees. If implemented, the surcharge
adds up to $268 to $310 per month based on the cost recovery direction for program fees. An in-depth
study of the cost to support the MCC program may help to refine the surcharge.
• Capital facility surcharge. The City has not historically charged users for the facilities used to provide
the services. For fiscal year 2020-21, staff can explore establishing a surcharge equal to the annual
depreciation costs of the building, fixtures, and equipment spread over the number of participants. If
implemented, the surcharge would increase program fees.
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Belle Haven and Burgess summer camps. Camps historically provide childcare for families. To reactivate
camps under current public health orders, City staff recommends that the City Council adopt a contingency
general fund subsidy of $30,000. The contingency will offset any unforeseen program losses resulting from
the program’s operation under public health order guidance. Considerations in evaluating the camp
programs:
• 2020-21 Belle Haven summer camp projections.
• Revenue budget: $15,600
• Personnel budget: $38,700
• Operations budget: $7,470
• General fund subsidy: $30,570
• Number of participants: 48
• Number of non-resident participants: 33
• Number of benefited personnel: 0.5
• Number of temporary personnel: 8
• 2020-21 Burgess summer camp projections.
• Revenue budget: $46,644
• Personnel budget: $41,100
• Operations budget: $7,100
• General fund subsidy: $1,556
• Number of participants: 39
• Number of non-resident participants: registration in progress
• Number of benefited personnel: 0.5
• Number of temporary personnel: 6
• Reactivation. Staff is prepared to reactivate camps July 6 for a single four-week cohort. Participants will
be required to pay non-refundable fees no later than June 26. If the summer camp subscription is
insufficient to achieve full cost recovery, staff will cancel the camps. Attachment C transmits the summer
camp reactivation plan.
Belle Haven Community Center and Library project
The overall project schedule for the Belle Haven Community Center and Library project has been delayed.
Facebook needs additional time to ensure that the proposed design for the new facility is consistent with the
project budget. City staff and Facebook representatives worked the week of June 1, to establish a new bestcase timeline in order to better understand the earliest date that the buildings would need be closed to start
the decommissioning process and prepare for demolition. Assuming that the project is ready for City
Council approval in September 2020 and work on construction drawings commences, the earliest the
buildings would need to be closed in order to maintain the desired project schedule would be late March
2021, a three month delay from the previous estimates. Staff shared the new timeline with the City Council
Subcommittee, comprised of Mayor Taylor and City Councilmember Carlton June 5.
Background report major revenue impacts
Attachment D transmits City staff’s initial assessment of the financial impacts on City finances resulting from
the COVID-19 pandemic as transmitted to the City Council April 28.
Impact on City Resources
The proposed budget is balanced. New information will change the budget and may change the budget
soon after adoption. Further information includes full ratification of concession agreements with labor units,
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additional economic data impacting significant City revenues, a federal stimulus to cities similar to Menlo
Park, or a natural disaster or pandemic that results in added costs to the City. Notwithstanding the potential
for the general fund deficit to grow as the result of new information, the City’s financial position going into
fiscal year 2020-21 is strong. If adopted as presented, the City retains sufficient one-time money to temper
the impact of an economic calamity equal to the COVID-19 pandemic financial crisis.
Staff continues to recommend City Council restraint in the addition of programs not contemplated in this
proposed budget. Any additions to the budget will require the use of one-time money or increased revenue.
Staff strongly recommends against the use of one-time money for structural budget changes.
Environmental Review
This action is not a project within the meaning of the California Environmental Quality Act (CEQA)
Guidelines §§ 15378 and 15061(b)(3) as it will not result in any direct or indirect physical change in the
environment.
Public Notice
Public notification was achieved by posting the agenda, with the agenda items being listed, at least 72
hours prior to the meeting.
Attachments
A. Hyperlink – Proposed 2020-21 budget summary: stories.opengov.com/menlopark/published/T913kO4zb
B. MCC and BHCDC reactivation plan
C. Summer camps reactivation plan
D. Hyperlink – transmits City staff’s initial assessment of the financial impacts on City finances resulting
from the COVID-19: menlopark.org/DocumentCenter/View/24889/I2-20200428-CC-Budget
Report prepared by:
Adriane Lee Bird, Assistant Community Services Director
Sean Reinhart, Library and Community Services Director
Dan Jacobson, Assistant Administrative Services Director
Nick Pegueros, Assistant City Manager
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CHILDCARE GUIDELINES AND ACTION PLAN

ATTACHMENT B

Community Services Department – Childcare Division
801 Laurel St., Menlo Park, CA 94025
tel 650-330-2260
Purpose

The following plan outlines the measures required for the childcare division to reactivate on July 6, 2020 for BHCDC
and August 10 for MCC and reduce public health risks to our community, program participants, employees and
facilities. For City updates on COVID-19, please visit www.menlopark.org.
Goals
•
•
•
•
•
•
•
•
•

Provide a safe and healthy working environment for City staff and students
Understand the importance of practicing and following safe working practices to ensure the safety of the team
and help prevent any further City closures
Do our part to help minimize the spread of the virus
Follow City and County COVID-19 orders
Be organized and efficient to do everything possible to maintain a clean, safe childcare environment
Lead by example, show the public that we are following required guidelines that are being asked of them and
understand that we as City employees are held to a higher standard
Be flexible, patient, and have an open mind in adjusting to the new working environment
Maintain communication between childcare families and community services staff
Provide excellent customer service and a safe environment for our students

Safe working practices
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Wear required personal protective equipment (PPE) while at City facilities (gloves, masks, shoe covers, glasses)
Maintain an inventory of PPE and teacher’s should wear a mask daily
Maintain social distancing as much as possible
Do not have children from different cohorts mix (stable groups of 12 children with 2 consistent teachers)
Take all measures necessary to minimize public traffic
Wash hands or utilize hand sanitizer before entering the building
Maintain a clean classroom and disinfect equipment and frequently touched surfaces every two hours.
Avoid touching your face, sharing materials, and do not shake hands
Take and log temperatures at the beginning and end of each working day. Any student or staff with a
temperature above 100.4 will need to stay home for 72 hours and symptom free before returning to work.
Stay home if you are feeling sick or have come into contact with someone who has tested positive for COVID-19
Update staff of any unique situations and circumstances encountered at school as we are dealing with an ever
changing environment
Use virtual meeting applications as a tool to limit the number of people into the building and interactions
Classroom groups will remain separated throughout the day. This also includes outdoor play.
Groups will observe an outdoor play yard rotation schedule. Surfaces such as poles, shared toys such as bikes
and outdoor door handles will be sanitized between uses. All sensory toys such as playdoh will be removed from
use as well as all soft toys that are unable to be cleaned easily.
Cleaning of surfaces such as tables will be performed before and after use as normal but also regular
cleaning/disinfecting will be performed on an hourly basis. Individual toy bins that would include a single set of
supplies such as scissors and glue.
Based on the County Health Order guidelines, cohorts will be capped at 12 students in each classroom.
There will be no all-school gatherings and stable cohorts of 12 will remain with consistent staff, with no mixing of
children or teachers.
Discontinue meal service at MCC, only packaged snacks allowed at afterschool, require families to pack in
disposable one-time use lunch bags. Will require disposable water bottles if we are unable to get the water filler.
Students will be asked to keep a pair of school-only shoes that they will change into after drop-off.
Rearrange through paths to the playground and rotate classrooms to avoid large gatherings.
Track any outside group activities that students are participating in each child’s file.
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Scheduling
•
•
•
•
•
•
•

•

Ask questions in regards to COVID-19
Ask if any members on the jobsite or in the home are experiencing symptoms of the virus
Ask if anyone on site has been infected or in contact with someone who has the virus
7:30-8 a.m. – set-up of toys cleaned the night before and set-up classrooms for the day
8:00-4 p.m. – school session to begin with
4 -5 p.m. – clean up and disinfect facility
Arrivals – Take temperature outside of child before child is allowed into facility. Per our handbook 99 degrees or
higher they must be out of the facility for 24 hours symptom free. 100.4 degrees or higher they must be out of
the facility for 72 hours symptom-free. Parents will not allowed inside facility during drop off. A staff member will
help with sign-in process by keeping an individual family binder and pen. Arrival times will be staggered to
prevent a large number of families arriving at once, in the case of the Belle Haven Child Development Center
this will be determined based on state mandates. Students will text upon arrival and stay in car until a staff
member arrives. Student will be escorted directly to room via yard door.
Departure – Parents will not be allowed into the facility. A staff member will help parents with the sign out
process (process will be the same as during arrival). Same parent/adult is requested to pick-up and drop-off to
limit amount of different people around the facility. Only one person will be allowed at pick up or drop off.

Furniture
•
•
•
•
•
•
•
•
•

Furniture will be moved to encourage social distancing.
Play areas need to be limited on number of children allowed to prevent medium/large group play.
Potential of moving around cubbies or cubby furniture to allow for less crowding.
Providing assigned seating at the tables for the children (marked with pictures, etc.) and taping off squares on
the floor where the chairs are to be placed. This will help prevent the children from moving into another child's
space.
Mats/Cots will follow social distancing whenever possible for placement but children should always be placed
head to foot regardless.
Parents can provide a blanket that stays at the facility and is washed by staff each week.
Mats/Cots will be sanitized daily after use.
Throw rugs will be replaced with vinyl matting for ease of sanitizing.
Markers if used should be assigned to each child with name on it or assigned number (removable or tape can be
used) if removable, put in a bin after use to be cleaned and then sanitized daily.
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Childcare reactivation checklist
Prior to returning to work:
Staff returning before children a minimum of two weeks prior to reopening. To cleanse the facility, order supplies,
reconnecting with food vendors and reconnect/invite families to return. Posting of signs for instruction such as hand
washing. Fine tune procedures for families.
Calls are being made to families to gauge timeline on their return. We will not be re-enrolling graduates. If capacity
becomes an issue given the new ratio requirements, CDC will fill spots according to current ranking (need-based).
Public work infrastructure needs:
-

Covering of water fountains at BHCDC.
Touchless water filler.
Installation of hand sanitizer stations before classroom doors and handwashing station/hand sanitizer station
outside of the office entry. Can be moveable to take in at the end of the night to prevent misuse
Signs with instructions of interaction and handwashing.
Covering of MCC entry keypad
Deep clean on rugs and all surfaces
Determine what regular cleaning support public works can offer the programs

New equipment to be ordered:
-

Individual use outdoor toys; jump rope, hula hoops, etc.
Non-touch thermometers
Gloves and masks
Pens
Bins/Plastic
More cleaning supplies; bleach, Clorox wipes, spray bottles, etc.
Restocking supplies; snack food, used art supplies during closure, etc.
Hand sanitizer station

Communication/messaging needs:

-

Signage regarding handwashing/covid-19 reminders/ new operating hours/ floor markings to maintain social
distancing
COVID-19 addendum to parent handbook and waiver
New licensing requirements
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SUMMER CAMP GUIDELINES AND ACTION PLAN

ATTACHMENT C

Community Services Department – Childcare Division
801 Laurel St., Menlo Park, CA 94025
tel 650-330-2260
Purpose

The following plan outlines the measures required for summer camps to reactivate on July 6, 2020 and reduce
public health risks to our community, program participants, employees and facilities. For City updates on COVID-19,
please visit www.menlopark.org.
Goals
•
•
•
•
•
•
•
•
•

Provide a safe and healthy working environment for City staff and students
Understand the importance of practicing and following safe working practices to ensure the safety of the team
and help prevent any further City closures
Do our part to help minimize the spread of the virus
Follow City and County COVID-19 orders
Be organized and efficient to do everything possible to maintain a clean, safe camp environment
Lead by example, show the public that we are following required guidelines that are being asked of them and
understand that we as City employees are held to a higher standard
Be flexible, patient, and have an open mind in adjusting to the new working environment
Maintain communication between camp families and community services staff
Provide excellent customer service and a safe environment for our students

Safe working practices
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Wear required personal protective equipment (PPE) while at City facilities (gloves, masks, shoe covers, glasses)
Maintain an inventory of PPE and camp counselors should wear a mask daily
Maintain social distancing as much as possible
Do not have children from different cohorts mix (stable groups of 12 children with 2 consistent teachers)
Take all measures necessary to minimize public traffic
Wash hands or utilize hand sanitizer before entering the building
Maintain a clean classroom and disinfect equipment and frequently touched surfaces every two hours.
Avoid touching your face, sharing materials, and do not shake hands
Take and log temperatures at the beginning and end of each working day. Any student or staff with a
temperature above 100.4 will need to stay home for 72 hours and symptom free before returning to work.
Stay home if you are feeling sick or have come into contact with someone who has tested positive for COVID-19
Update staff of any unique situations and circumstances encountered at school as we are dealing with an ever
changing environment
Use virtual meeting applications as a tool to limit the number of people into the building and interactions
Classroom groups will remain separated throughout the day. This also includes outdoor play.
Groups will observe an outdoor play yard rotation schedule. Surfaces such as poles, shared toys such as bikes
and outdoor door handles will be sanitized between uses. All sensory toys such as playdoh will be removed from
use as well as all soft toys that are unable to be cleaned easily.
Cleaning of surfaces such as tables will be performed before and after use as normal but also regular
cleaning/disinfecting will be performed on an hourly basis. Individual toy bins that would include a single set of
supplies such as scissors and glue.
Based on the County Health Order guidelines, cohorts will be capped at 12 students in each classroom.
There will be no all-camp gatherings and stable cohorts of 12 will remain with consistent staff, with no mixing of
children or teachers.
Only packaged snacks allowed at afterschool, require families to pack in disposable one-time use lunch bags.
Will require disposable water bottles if we are unable to get the water filler.
Rearrange through paths to the playground and rotate classrooms to avoid large gatherings.
Families must commit to a single camp during the 4-week period
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Drop Off/pick-up procedures
•
•
•
•
•
•

Drop off times will need to occur between the hours of 8 a.m. – 9 a.m.
Pick up times will need to occur between the hours of 3 p.m. – 4 p.m.
Drop off and pick-up will need to be staggered for the health and safety of all. Staff will provide parents with a
drop off and pick up window.
Parents are not to enter the facilities. Parents will be notified of their child’s pick up location. Upon arrival,
parents will park near his/her child’s pick up location. Staff will escort children and their belongings to the
parent’s car.
Staff will bring sign in/out sheet. It is requested that parents provide their own pen and should not exit the car.
It is advised that parents designate one or two persons that will complete all drop offs and pick-ups to reduce the
number of people near the facility.

Camp cohorts
•
•
•
•
•
•

Group sizes for each camp will not exceed 12 children within each group. Each camp group will remain in a
separate area/room, and rotation of areas can only be performed if the area is cleaned, sanitized and disinfected
prior to a new camp unit using it.
Each group will have a designated area to store belongings in.
Groups will not comingle with other groups and participants enrolled in the same camp.
Program staff will make every effort to group siblings together.
There will be 2-3 assigned staff to work directly with the same group for the entire camp session. Staff will
remain with their assigned camp group and should not be assigned to other job functions.
Staff should not interact with multiple camp groups during the course of a day.
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Summer camp reactivation 2020

The City of Menlo Park continues to be committed to providing a quality summer camp that is both safe and fun. These
guidelines align with local, state, and/or federal direction related to COVID-19. These guidelines supersede the
guidelines in our camp handbooks and are subject to change.
The City of Menlo Park summer camps will operate Monday-Friday from 8 a.m. - 3:30 p.m. from July 6-31. Summer of
Service Camp will operate from 9 a.m. - 3:30 p.m. We will dedicate the last hour of each day to a thorough sanitizing
and disinfecting of toys, classrooms, and common areas.
Parents are expected to comply with these best practices to reduce the spread of Covid-19.
Upon arrival
Upon arrival, camp staff will have their temperatures checked and complete an informal health screening of answering
a set of questions. If the temperature check and informal health screening was passed, staff will then go to the
restroom and wash their hands to start their shift.
Upon a camper’s arrival, staff will perform a basic physical check for each child.
Staff and parents will be required to verbally respond to the following questionnaire daily upon intake. Should staff or
parents respond yes to any of these questions, staff or the camper will not be allowed to participate in the camp.
•
•
•
•
•
•

Do you or your child live with anyone or have you or your child had close contact with anyone with signs of a
communicable illness including, but not limited to: fever, cough, difficulty breathing, or any flu-like symptoms?
Do you or your child live with anyone or have you or your child had close contact with anyone who has been
diagnosed with COVID-19 within the last 14 days?
Do you or your child have a fever, cough and/or shortness of breath? (Fever is 100.4F/ 38C or above
measured using a forehead thermometer).
Has your child taken any fever reducing medications in the prior 24 hours?
Do you or your child have any other signs of communicable illness such as a cold or flu?
Have you or your child experienced diarrhea or vomiting within the past 24 hours?

Healthy habits
Staff will teach, role model and practice safe distancing and social skills throughout the camp by
-

Explaining to children why it’s not healthy to share drinks or food, particularly when sick.
Practice frequent handwashing (handwashing should last 20 seconds).
Teach children to use tissue to wipe their nose and to cough inside their elbow.
Model and practice handwashing before and after eating, after coughing or sneezing, after playing outside,
and after using the restroom.

All staff will be provided with a mask, gloves, and hand sanitizer to use throughout the day. Children are not required to
wear masks, but may do so if they prefer.
Lost and found items will be stored individually in clear trash bags sealed and will be stored for ten days and then
disposed of by camp staff or facility supervisor.
Throughout the day each child will be required to wash their hands with soap and water or use alcohol-based hand
sanitizer containing 60% alcohol before and after eating, drinking, touching eye/nose/mouth, toileting and physical
contact with each other.
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Toys from home will not be allowed. Participants should only bring lunches, and extra clothes. All items MUST be
labeled with children’s names. To help limit contamination of our facility, campers will only be allowed to bring limited
personal belongings to the program.
Parents should provide their own spray or roll-on sunscreen for their child. As children will have to apply sunscreen on
themselves throughout the day.
Restrooms are accessible during all camp hours. Only one-person per stall is inside the restroom facility. Markings will
be placed to ensure that anyone waiting to enter the restroom are six feet apart. Staff will be responsible for cleaning
and disinfecting restrooms after and between uses of each group.

Food
Lunch and snack areas will be set-up to provide six-feet of separation between each participant. Lunch and snack
areas will be disinfected and sanitized by staff after each use.
Camps will offer a morning and afternoon prepackaged snack. Campers should bring their own lunch packed in a
disposable bag. If all food is not eaten, lunch bags will be sent back home at the end of the day. Staff will not be using
microwaves to warm up lunches. If a camper’s lunch needs to be chilled, he or she will need to use an ice pack (in its
own separate zip lock bag). No food sharing will be allowed.
Only disposable eating utensils and dishes may be used.
Drinking fountains will not be utilized. Participants will need to bring reusable water bottles. Staff will be responsible for
refilling water bottles and will ensure no contact is created with the water bottle and the water-dispensing unit.
Each participant will need to bring 2 towels that will stay at the campsite for the entire session. One towel will be used
for drying of after water play. The other towel will be used to eat on while eating lunch. Camp staff will wash these
towels every Friday. Please label the towel with your child’s name.
Alternate Activities
Campers will not participate in field trips or in swimming activities.
In order to maintain at least 6-feet distance from each other, children will not have access to the play structures and
each child will be required to play in a pre-designated space.
There will be a variety of other activities for your child to participate in throughout the day. These activities will be
offered in group and individual settings where children interact with each other while maintaining 6-feet distance from
each other. For example, fuse beads will be available to each child individually with left over beads discarded of at the
end of each day.
Cleaning
Staff members are assigned to disinfect regularly and thoroughly throughout the day, including but not limited to
•
•
•
•
•
•
•

Door handles
Cabinet handles
Handle bar on ramps
Classroom door, windows
Light switches
Bathroom sinks
Toilet handles

Staff and children will wash hands or use hand sanitizer before entering the classroom at any time throughout the day.
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Sick policy
Children will be monitored for signs of illness throughout the day. If a child shows signs of illness, we will immediately
separate them from the group and require that they wear a mask until pick-up. To be eligible to return to the program,
a parent will be required to certify that the camper’s symptoms have been gone for at least 48 hours without the use of
medicine. Enrollment in the program will require parents to agree to pick-up a child without delay if they are exhibiting
any of the following symptoms:
•
•
•
•
•
•

Headache or tiredness, unable to participate in routine activities or need more care than staff can provide
Fever with behavior changes, difficulty breathing, coughing, unusually tired, persistent crying, etc.
Open sores, rash, signs of infection, etc.
Runny nose with colored mucus
Diarrhea or vomiting
Any flu like symptoms

Weekly schedule and communication
Camp newsletter will be emailed out each week.
Parents should download the Bloomz app and join our school community. This is a great way to see the projects and
activities your child participated in each day.

Enrolling in multiple camps
Children may not change from one group to another or attend more than one childcare establishment, summer camp,
other educational or recreational instruction or program at the same time.

Other precautions we will take
The following are additional precautions we will take to help limit exposure of children and staff to COVID-19 and other
communicable illnesses:
•
•
•
•
•
•
•

Review all updates from CDC, CDSS and local public health on guidance for childcare centers
Post signage of COVID-19 risk assessment and preventative measures
Restrict activities and visitors including parent visits
Implement social distancing best practices including no hugs or shaking hands
Teach and model social distancing greetings
Keep emergency contact information up to date
Substitute staff can only work with one group. If that dedicated substitute is unavailable, class may
need to be cancelled for that day.
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