



Now is the time to educate yourself regarding the reopening guidelines provided 
by your specific state and local government.  Although these guidelines will 
result in procedures that will make your school operate in a way that looks very 
different than prior to this crisis, it is imperative that your level of service, care, 
and commitment to your students remains the same.


The reopening guidelines will dictate the date and the conditions under which 
you will be allowed to operate.  You will need to be prepared to address these 
changes to both your staff and your students.  


This packet has been designed to assist you in creating a new set of operating 
procedures that are safe, practical, and effective for your dojang. 

Reopening Guidelines 





A critical part of your reopening strategy will be to prepare your staff for all of the changes and 
how their roles will be affected.  Your staff must know that in addition to their teaching 
responsibilities, they will also be required to follow strict cleaning protocols, monitor and 
address student compliance with new safety policies, as well as comply with your new staff 
code of conduct.


Staff Roles and Responsibilities 

Your first task regarding staff will be to determine how many and which staff are necessary in 
order to reopen.  At least initially, you will not be servicing the same number of students in 
your live classes that you had prior to closing.  Not all students will feel comfortable returning 
to live classes even when you have permission to reopen.  You will need to assess the staffing 
required to operate both your live classes and your Zoom classes. 


Determine which staff will continue to teach Zoom classes.


Determine which staff will teach in person classes at the school.


Assign cleaning responsibilities.  It must be stressed that these responsibilities are critical 
and equalling as important as teaching.  If students do not feel safe they will not continue to 
attend classes. 


Determine who will have the difficult conversations regarding student compliance with 
social distancing school policies.  You MUST role play. These will not be easy and staff 
must be prepared to address concerns (ex.  What if a student refuses to wear a mask, what 
if a student coughs, violates 6 ft rule, etc…)


Staff MUST follow all social distancing policies: wearing a mask, spacing, no touching face, 
washing hands, no physical contact with students (includes while teaching, no high fives or 
fist bumps).


You must schedule a staff training session to review all policies and protocols prior to 
reopening. 

Maintaining Staff Health 

Your goal must be to do everything in your power to ensure that staff do not become sick.  
Students will feel more comfortable if they know that your staff are doing what they can to 
reduce their risk and therefore reduce the risk that they infect anyone else.  


Consider:  taking staff temperatures, discouraging travel and imposing a 14 day quarantine 
if they do, discouraging them from partaking in any high risk behaviors that increase the 
likelihood of exposure, requiring they take a Covid test if they have symptoms or may have 
been exposed, .  Encourage open and honest communication, lives will depend on it.  

Prepare Your Staff





These are uncertain times for students and business owners alike.  We need to do everything 
within our power to protect our students and staff, as well as our business.  


Be Prepared and Enlist Professional Help 

Reach out to your lawyer and your insurance agent to find out what steps you need to take to 
protect your business.   Be prepared to discuss the following with both of them.


Student Code of Conduct 


Staff Code of Conduct 


Liability Waiver


Taking staff and/or student temperatures.  What procedures do you need to have in place?  
What are the record and HIPAA requirements and considerations? HIPAA, stands for the 
Health Insurance Portability and Accountability Act of 1996, which is United States 
legislation that sets data privacy and security provisions for safeguarding medical 
information, such as medical records and other identifiable health information.


Asking employees and visitors if they are exhibiting any symptoms of COVID-19 (e.g., fever, 
coughing, shortness of breath) or if they have any other high-risk factors as described by 
the CDC. Such factors include spending time in close quarters with a person with 
COVID-19 or having traveled to a high-risk area, as defined by the CDC, in the past 14 
days.


Determine if you have access to any additional experts (Department of Health, Infectious 
Disease physician) with whom you can review your operations and procedures.


Address Liability





It is vital to everyone’s safety and comfort level in returning to your school that you have the 
necessary cleaning supplies and procedures in place prior to reopening.  You should refer to 
the guidelines for cleaning published by the CDC for specific recommendations.


CDC Guidelines for cleaning: https://www.cdc.gov/coronavirus/2019-ncov/community/
reopen-guidance.html?deliveryName=USCDC_2067-DM26911


PPE and disinfecting products are in limited supply you should make plans to purchase and 
keep a 30 day stock of the following items.


Purchases 

Masks for staff


Masks for students (if you will be providing or selling)


Nitrile gloves for staff for cleaning only.  Please note that based on CDC findings it is not 
recommended that staff wear gloves, except when cleaning.  Gloves put employees at 
higher risk of exposure and are not recommended for general protective use for the 
following reasons:  Gloves provide no protection, and touching your face with contaminated 
hands, whether gloved or not poses significant risk of infection.  Gloves create a false sense 
of security in the individuals wearing them and people are more likely to touch 
contaminated surfaces.  When wearing gloves, people are less inclined to wash their hands, 
this is counterproductive and puts others at higher risk.


Hand sanitizing stations- these should be placed in the highest traffic areas of the school 
for use as students enter/exit the training area.


Hand sanitizer


Hospital grade disinfectant spray or 1L plastic spray bottles containing a 10% bleach 
solution that is made fresh daily.


Paper towels


Additional Purchases to Consider: 

Cleaning and Personal Protection Equipment (PPE) 
Purchases and Procedures

Infrared thermometers


Tape or other material to designate 
socially distanced “spots” on the training 
floor


Arrows to indicate flow of traffic 
throughout school


Electrostatic Germ Control machine and spray


Sneeze guards for front desk, offices


TKD shoes


Foot pedals to open doors to make “no 
touch”


https://www.cdc.gov/coronavirus/2019-ncov/community/reopen-guidance.html?deliveryName=USCDC_2067-DM26911
https://www.cdc.gov/coronavirus/2019-ncov/community/reopen-guidance.html?deliveryName=USCDC_2067-DM26911
https://www.cdc.gov/coronavirus/2019-ncov/community/reopen-guidance.html?deliveryName=USCDC_2067-DM26911


 
Develop A Cleaning Procedure 

According to the CDC, “If it has been more than 7 days since a person with suspected/
confirmed COVID-19 visited or used the facility, additional cleaning and disinfection is not 
necessary.”  Of course, you should consider cleaning and disinfecting your school prior to 
reopening as an extra precaution.


You may wish to consider using professional cleaning services in addition to your own 
cleaning routine.


Make sure that your HVAC air filters have been recently replaced.


Your cleaning routine should be compliant with CDC Guidelines.  In order to help mitigate 
virus transmission, your employees will need to be diligent about completion of all cleaning 
procedures.  


Your class schedule must allow for adequate time to complete cleaning tasks between 
classes.  At a minimum the following procedures must be completed:


Floors mopped

Equipment disinfected

Bathrooms disinfected

All “high touch” surfaces disinfected (doors, handles, counters, sinks, bathrooms, light 
switches, front desk, seating area, electronics- follow manufacturer’s guidelines)


If you are using a 10%mbleach solution, it must be prepared fresh daily as it loses its 
effectiveness with time.


Staff Responsibilities must be clearly identified.  Be specific when assigning tasks.  It is 
imperative that they know exactly what the cleaning protocol is and who’s responsible for 
which tasks throughout the day.


Employees should wear masks and nitrate gloves when performing these tasks. Proper 
training is required for safe glove removal technique.  https://www.cdc.gov/vhf/ebola/pdf/
poster-how-to-remove-gloves.pdf 


Have a cleaning chart on display indicating completion of tasks throughout the day with 
initials and time stamps that will serve as reminders to staff and reassurance to students.


You will need to determine your deep cleaning and disinfection protocol that will be 
triggered if an employee or student is identified as COVID-19 positive.  This will need to be 
done as soon as possible upon confirmation.  You should identify a commercial cleaning 
company in advance to utilize for this.  In lieu of deep cleaning, you may choose to shut 
down for at least 72 hours to allow for the natural deactivation of the virus, followed by a 
comprehensive disinfection of all common surfaces. 


Cleaning and Personal Protection Equipment (PPE) 
Purchases and Procedures



 
Reopening will not mean a return to your normal class schedule.  Social distancing as well as 
general anxiety over returning will require you to maintain some combination of zoom classes 
and in person classes.  You will need to make a determination as to how many classes you 
will need to provide in order to meet government guidelines as well as student demand.  If 
you have the staff and student count that make it feasible, you may wish to consider calling 
your students to determine how many of your students will come back as soon as you are 
allowed to reopen.  If your student population is too large to make this possible, you may 
want to conduct a survey using https://www.surveymonkey.com/. Once you know your 
anticipated utilization you will need to take the following into consideration in developing your 
new class schedule.


Determine class size limit based on social distancing guidelines/facility space.  Assume you 
will only be allowed to have classes of 10 students or less.


You will need to schedule classes with enough time in between for one class to leave and 
for employees to complete cleaning before the arrival of students for the next class.  This 
may mean classes should be limited to 30 minutes.


Determine if you are going to live stream classes so that parents can watch if you do not 
allow them to view in person.  Will these classes be recorded for students to use at other 
times?  If you stream these classes will they replace your other zoom classes?


If you have more than one location does the demand necessitate that all of them are open 
or can this be done incrementally and still meet student demand?  

Do you want designate one location as your “Zoom location”?


How many classes are required to meet a goal to have enough classes for students to 
attend 1X per week or more?


How will students sign up for classes?  Can this be done onine? (Mastermind capability 
soon)


Consider doing single belt classes that require less staffing and fewer groups which will 
allow you to maximize space.


Can students sign up for specific mat spots or will these need to be assigned upon arrival?


It is better to start small to be able to manage and adapt to the new procedures rather than 
go big and have to take classes away.


Consider doing a soft opening with trusted adults/families that will allow you to practice all 
of your new policies and classroom operations with students that you know will be 
compliant and understanding.  This will allow you to refine your practices so that you can 
work out the kinks before opening to your full student body.


Scheduling Considerations

https://www.surveymonkey.com/




Social distancing is going to be a part of life in general, and dojang life in particular, for the 
foreseeable future.  We must therefore rethink every aspect of a student’s experience from the 
time they schedule, to their arrival, their class experience and their exit from our school.  In 
general, social distancing means:


Staying 6 feet away from others. 


Avoid gathering in common areas.


Eliminating physical contact with others.


Avoiding touching surfaces touched by others.


In order to further reduce risk of contamination we recommend the 
following: 

No locker room, shower access.


Encourage students to use the bathroom prior to coming to class: monitor and limit 
bathroom use to one person at a time.  Disinfect after each use.


No congregating in the lobby, hallways or other common areas.


Designate a spot 6 feet from front desk for student to stand if they must speak with staff.


No water fountain use (students can bring water bottles).


No gym bags allowed.


A Day in the Life of a Student with Social Distancing 
Measures in Place





Walk Through Class Procedure from Sign Up Through Exit 

Students sign up for classes online ahead of time with the ability to sign up to be on a 
waitlist as well as cancel if necessary.


We want to discourage students from gathering when entering the school so students 
should wait in their car until 5 minutes prior to class.  No early arrivals should be admitted 
to the school.


Have parents drop students and wait in their car, this will decrease the opportunities for 
unnecessary gathering, make social distancing easier to enforce, and eliminate the need to 
disinfect the parent viewing area between classes.


You may want to stream the classes so parents can watch.


You may need to allow one parent to accompany your youngest Little Tiger members.  If 
you do, you should designate spots in your viewing area that are 6 feet apart. 


Try to have door propped open so that students don’t need to touch the door to open it.


Have staff monitor to ensure that students space themselves 6 feet apart when entering.


Students MUST have a mask on prior to entering the school and wear it throughout the 
entire class.


Require students to hand sanitize or wash hands upon arrival.  


Staff will supervise entry and mark attendance.


Either during online scheduling or by an instructor upon arrival, assign each student to a 
designated spot on the mat so that there is no confusion or unnecessary interaction figuring 
out where to go.


Use arrows on the floors for students to know route of travel.


Try to have traffic flow in one direction only (one way into classroom and one way out if 
possible).


Clearly mark mat with spot number and perimeter for social distancing space.


Students should go directly to assigned spot on mat.


A Day in the Life of a Student with Social Distancing 
Measures in Place



Classroom Management/Curriculum Changes 

Partners must maintain > 6 ft social distancing at all times.  You may want this to be even 
further since partners are kihapping and forceful expulsions of air can travel further 
distances.


Personal wave masters: no sharing and clean between classes, have on the training floor 
ahead of time.


Can you use wave masters as “dummies” for one step and self defense?


Kicking small targets or shields held by an instructor or partner should be prohibited as it 
violates social distancing.


If you are going to use wave masters, have them setup in designated spots prior to student 
arrival.


Require students to hand sanitize before leaving the class.


Dismiss students one at a time to maintain social distancing.


Have students exit the classroom through a separate door if possible to maintain one way 
traffic flow.


A staff member should supervise students going to parent’s car.


Communicate to parents after class via text, email or phone calls.


A Day in the Life of a Student with Social Distancing 
Measures in Place






Even though your reopening may still be weeks away, it is not too early to begin 
communicating with students.  You want to created and communicate your reopening plan to 
students as soon as possible.  This will allow your staff and students to learn about what 
measures you are taking to keep everyone safe.  You will want to make everyone as 
comfortable as possible to return to classes as soon as you are permitted to reopen.  You will 
need to communicate using all means possible, this includes: emails, Facebook posts, texts 
and phone calls.


Scheduling procedures and new schedule


Cleaning procedures


Classroom procedures


Posters for School: Best Practices, Rules/Reminders, Cleaning Procedures


Taekwondo Professionals will continue to develop more tools and 
resources for you to utilize during this critical time.  Be sure to 
stay connected to us and obtain the latest information through 
our weekly calls, members only Facebook group, and Taekwondo 
Professionals.com. 

 

Communication Strategy to Students




