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Arrow COVID-19 Preparedness and Response Plan 
As the COVID-19 (Coronavirus) pandemic is unfolding, Arrow leadership remains committed to its mission of 
serving kids and families as well as keeping its staff safe.  Information is changing rapidly and often plans made 
earlier in the day are revised multiple times throughout the day based on emerging information.   
Leadership asks that staff remain committed to the work we all feel called to do here at Arrow.  Our hope and 
prayer are that Arrow and its staff will shine brightly throughout this unprecedented time.  We serve an 
awesome, mighty God who wants us to serve in faith and not in a spirit of fear.   

Arrow has a COVID-19 Task Force Team meeting daily to address issues and provide further guidance.  Going 
forward, plans will be site and program specific based on CDC, State, and Local mandates.  Leadership has 
developed a 3-Level Decision Matrix that aligns with CDC guidance.  Plans to maintain continuity of services 
will be communicated by email and the INET.   

Arrow COVID-19 Decision Matrix 
 Level 1 Level 2 Level 3 

Minimal Spread Moderate Spread Substantial Spread 
Level of 
community 
transmission 
or impact of 
COVID-19 
by location* 

• Confirmed cases or mandatory 
quarantines among Arrow 
staff, clients, and caregivers is 
zero to minimal. 

• State and local officials have 
not issued significant travel or 
public gathering restrictions. 

• Confirmed cases or 
mandatory quarantines 
among Arrow staff, clients, 
and caregivers or the 
community at large is 
moderate. 

• State or local officials have 
issued enhanced 
restrictions regarding travel 
or public gatherings. 

• Confirmed cases or 
mandatory quarantines 
among Arrow staff, clients, 
and caregivers or the 
community at large is 
substantial. 

• State or local officials have 
issued significant restrictions 
regarding travel or public 
gatherings. 

Possible 
mitigation 
activities 
enacted by 
Arrow 

• Educate employees, clients, 
and foster parents on the signs 
and symptoms of COVID-19 
and what to do if one becomes 
symptomatic. 

• Employees should stay home 
and notify leader and HR 
when possibly exposed or 
diagnosed. 

• Encourage personal protective 
measures among staff and 
caregivers (e.g., stay home 
when sick, handwashing, 
respiratory etiquette, etc.). 

• Foster Care and Community-
Based services continue in 
person unless client or family 
has suspected exposure or 
confirmed diagnosis. 

• Clean and disinfect frequently 
touched surfaces daily. 

• Ensure hand hygiene supplies 
are readily available in 
building. 

• Limit non-essential work 
travel. 

• Limit large, work-related 
gatherings (more than 25 
people). 

• Make allowances for 
telework for certain 
employees and/or groups. 

• Implement increased social 
distancing measures: 
(increasing physical space 
between workers at the 
worksite, staggering work 
schedules, reducing size of 
in-person meetings, etc.) 

• Foster Care and 
Community-Based 
Services increase degree of 
telephone/video contact 
with clients and caregivers.  
In person contacts with 
families and children in 
need continue at direction 
of team leader.   

• Office-based staff continue 
hygiene and disinfecting 
measures. 

• Mandated telework for all 
staff not providing 
continuous child supervision 
at a location. 

• Foster Care and Community-
Based Services staff maintain 
contact with clients and 
caregivers only via 
telephone/video.  Critical in-
person contacts with families 
may occur with approval of 
team leader and 
implementation of risk 
mitigation protocols. 
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*  Community transmission or impact is evaluated at each location as not all locations are impacted to the same degree at 
the same time.  Specific locations or employee groups may “change levels” while others may not.  Evaluation of 
community transmission or impact for each Arrow program and each location will occur daily by the Arrow COVID-19 
Task Force. 

*  The Arrow COVID-19 Task Force is comprised of executive leadership, state level program leaders, and key 
departmental leaders. 

Please see protocols outlined below effective, Monday, March 16: 

Attendance/Scheduling – Work schedules will be determined based on Arrow’s Decision Matrix by location, 
program, and ability to maintain continuity of services.  The decision matrix closely aligns with the CDC’s 
mitigation activities matrix based on level of community transmission or impact.   

Leadership has developed guidelines for temporary, remote work for eligible employee groups.  Decisions 
regarding temporary, “voluntary” telework (working remotely from home) and temporary, “mandatory” 
telework will be made by location in accordance with Arrow’s decision matrix and evaluated daily. 

Regular check-ins between supervisors and staff members on priorities and work progress are critical to keep the 
organization operating effectively and to provide the best service to our kids and families. The supervisor will 
work with the staff member to establish expectations during a telework event. 

Any telework arrangements are expected to be short-term and leadership will continue to monitor guidance from 
health officials and the need for remote work assignments.  Employees should not assume any specified period 
for telework, and Arrow may require employees to return to regular, in-office work at any time.  

Positions that require physical presence on-site to maintain continuity of services are expected to report to work 
as scheduled unless otherwise notified.   

Regular attendance and leave practices are to be followed for staff members unable to report to work.  
Leadership will review and consider excusable absences on a case-by-case basis.  

Infected Employees – If a staff member has a confirmed diagnosis of COVID-19, Arrow has a responsibility to 
inform employees who may have had close contact that they may have been exposed.  While Arrow maintains a 
practice of not disclosing Protected Health Information, staff will be informed if a confirmed case occurs that 
they may have been exposed.  Arrow’s Decision Matrix will inform next steps for that site regarding telework. 

Paid Time Off (PTO) – Per Arrow’s previous guidance, employees who are exhibiting symptoms of COVID-19 
or have strong reason to believe they have been in close contact with someone who is infected should not come 
to work.  Employees who have a confirmed diagnosis of COVID-19 must report it to their direct supervisor and 
an HR representative immediately so that measures to protect other staff members can be implemented.  

Employees absent from work will utilize PTO per Arrow guidelines.  Should an employee be the subject of a 
mandatory quarantine or have a laboratory confirmed COVID-19 diagnosis and have insufficient PTO to cover 
their leave, Arrow will advance that employee up to 80 hours of PTO producing a negative balance in an 
employee’s PTO bank.  Documentation from a medical professional (doctor, health department, etc.) confirming 
the need for quarantine or a laboratory presumptive or confirmed COVID-19 diagnosis is required for 
advancement of PTO.  Advanced PTO hours will be “paid back” by bringing the bank back to zero when the 
employee returns to work and prior to any additional PTO being accessible to the employee.  Clearance from a 
medical professional is required to return to work. 

Travel – Beginning Monday, March 16, all nonessential travel will be suspended until further notice.  Staff 
should consult with their supervisor regarding the necessity of attending group meetings.  To the extent possible, 
staff should avoid group meetings with more than 25 participants.  Internally, Arrow will continue to utilize 
Zoom video conferencing to the extent it is practical.  Zoom accommodates up to 100 attendees at one time. 

Foster Parent Communication – A communication was sent to all Arrow foster parents on Friday, March 13th.  
The letter outlined best practice mitigation guidelines in accordance with CDC guidance.  Also included were 
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documents to help foster parents talk to kids about germ spread and a paper developed by the National Child 
Traumatic Stress Network outlining best practice for navigating the healthcare crisis in a trauma-informed way. 

Foster Parent Training – Effective Tuesday, March 17, Arrow will suspend in-person group trainings until 
further notice.  We will provide foster family training via Zoom video conferencing until at least April 3rd.  We 
will re-evaluate as that date nears and may extend.  Zoom accommodates up to 100 attendees. 

Workplace Disinfection – As you may know, Personal Protection Equipment (PPE), including disinfectant and 
hand sanitizer, is difficult to obtain now.  Thankfully, we were able to purchase a modest supply through our 
Arrow Health Solutions wholesalers.  We will distribute as needed and are sending instructions to program 
leaders to purchase more at their location.  Staff should disinfect their work areas daily, including workspace, 
keyboards, mice, laptops, equipment, cellphones, desk phones, doorknobs, light switches, etc.  In addition, 
schools and residentials should disinfect high use surfaces (counters, kitchens, desks, chairs, dining areas, etc.) 
and vehicles regularly throughout the day.  This is in addition to any regular cleanings conducted by a 
contractor, where applicable.  

Visitors – Effective Monday, March 16, residential programs will implement a temporary protocol regarding 
visitors.  Nonessential visits to Arrow residential programs, including all volunteers, are suspended until further 
notice.  Essential visits (CPS/DSS case managers, attorneys, licensing and monitoring representatives, and 
family members) will check-in at the front desk and complete the Arrow COVID-19 Visitor Questionnaire and 
Risk Mitigation Protocol, which includes washing their hands and taking their temperature.  Visitors who fail to 
follow established guidelines or present as a risk to staff or residents will be asked to leave.  

Schools – Maryland officials have closed schools across the entire state (including Arrow specialized, non-
public schools) until at least March 27th.  Maryland leadership is consulting with MSDE on the possibility of 
offering web-based (distance learning) or otherwise modified education services during the closure, especially if 
it extends beyond the initial two-week suspension.  Protocols related to visitors and field trips may be 
implemented in Arrow schools when they reopen depending on the length of closure and current community 
spread. 

Outings – Effective Monday, March 16, residential programs will limit off-campus activities until further notice.  
There may be some allowances made for outings to lower trafficked areas, particularly those outdoors.  Large 
crowds should be avoided.  All outings must be approved in advance by the Vice-President responsible for the 
program. 

Protocols for Quarantine and Isolation – The health and safety of our clients, families, and staff is our top 
priority.  Program leadership has developed guidelines for quarantine and isolation in accordance with CDC 
guidelines.  This protocol will be effective Monday, March 16.  Given the nature of congregate care, Arrow’s 
residential facilities are a key focus.  Arrow Health solutions has sourced a large supply of surgical gowns, 
gloves and masks for use at our residential programs.  The quarantine/isolation protocol provides specific 
guidance to staff on steps to mitigate exposure and spread. 

Employee Support Systems – Staff members are encouraged to utilize the Employee Assistant Programs (EAP) 
available through their employee benefits program. Please see the Arrow Buzz Newsletter for information or 
contact Human Resources directly for additional information if needed. 

The Arrow Prayer Ambassador support system is available for submitting prayer requests. 

Leadership realizes that this communication contains a lot of information to process.  We encourage you to seek 
clarification from your leader or Human Resources if you have any questions or concerns. 

 


