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   Coronavirus Disease 2019 
 

 
Don-Doff Mask Procedure for Schools 

 
How to use cloth facemasks/coverings in the school setting 
 

Wearing cloth facemasks/coverings is an important way to stop the 
spread of COVID-19. However, to be effective, they must be used 
properly. Instructions to do that are included here.   
In general, there are two types of cloth facemasks/coverings.  While the 
part that covers the face is similar, some cloth facemasks/coverings are 
held in place by ear loops, while others have straps that are tied behind 
the head. Look for a cloth facemask/covering that has multiple layers of 
fabric, allows breathing without restriction, and can be machine washed 
and dried without damage or changing the shape.  
 

 
No matter which style of cloth facemask/covering used, it 
should fit snugly but comfortably against the sides of the face, 
must be fitted over the nose, cover the chin, and across the 
cheeks toward the ears. It must cover the mouth and nose with 
no gaps between the face and the cloth facemask/covering. 
Cloth facemasks/coverings have a “clean” side and a “dirty” 
side. The “clean” side is the side that is next to the face. The 
“dirty” side is the one that faces outward. Depending on the 
type of cloth facemasks/coverings in use, consider placing a 
mark (e.g., initials) or decoration on the “dirty” side to identify 
which side is which. Always assume a cloth 
facemask/covering during and after use is “dirty” or contaminated with COVID-19, even if it does not 
appear soiled. Always wash hands for 20 seconds with soap and water or use hand sanitizer containing at 
least 60% alcohol before and after putting on and removing a cloth facemask/covering.   
 
Putting on your cloth facemask/covering 
Otherwise known as “donning” 
 

1. Wash your hands for 20 seconds with soap and water or use alcohol-based hand sanitizer. 
2. Grasp the cloth facemask/covering and pinch it at the ear loops or grasp the upper ties.  

a. For ear-loop-style, secure the ear loops behind the ears.  
b. For tie-back-style, secure the upper ties on upper portion of the back of your head first, then 
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secure the lower ties behind your head or neck. 
3. Adjust the cloth facemask/covering so that it is snug below the eyes, across the nose and cheeks, 

and reaches underneath the chin. If it has metal at the bridge of the nose, crimp that so it is secure. 
4. Do not touch the cloth facemask/covering while you are wearing it or your eyes, nose, or mouth. If 

you do, wash your hands or use alcohol-based hand sanitizer. 
5. Wash your hands for 20 seconds with soap and water or use alcohol-based hand sanitizer after 

donning. 
 
Taking off your cloth facemask/covering 
Otherwise known as “doffing” 
 

1. Wash your hands for 20 seconds with soap and water or use alcohol-based hand sanitizer. 
2. Do not touch the “dirty” side of the cloth facemask/covering or your eyes, nose, or mouth. 
3. For ear-loop-style, slowly remove ear loops from behind the ears, touching only the loops.  
4. For tie-back-style, undo the lower ties first and the upper ties last. Do not let the ties fall into the 

“clean” side of the mask. Touch only the ties. 
5. Place the cloth facemask/covering in a bag to be washed or throw it away in a covered trash 

container. If re-using the cloth facemask/covering, wash it after each use with regular detergent 
and warm/hot water. Dry it thoroughly in the dryer. 

6. Wash your hands for 20 seconds with soap and water or use alcohol-based hand sanitizer after 
doffing. 

 
If you must immediately re-use your cloth facemask/covering 
You may need to remove a cloth facemask/covering briefly (e.g., to take a drink, eat lunch) and then re-
use it. Best practice to is use a new cloth facemask/covering, but if you cannot, follow these instructions. 
Replace the container in #4 below daily. 

1. Wash your hands for 20 seconds with soap and water or use alcohol-based hand sanitizer. 
2. Remove your cloth facemask/covering as above. 
3. Holding the cloth facemask/covering by the ear loops or straps, fold it in half so that the “dirty” side 

is inside the fold. 
4. Place the cloth facemask/covering in a clean, sealable container paper bag or breathable 

container. Place your name or initials on the container so you only use your own. 
5. Wash your hands for 20 seconds with soap and water or use alcohol-based hand sanitizer.  
6. Conduct the activity that required you to remove your cloth facemask/covering. 
7. Wash your hands for 20 seconds with soap and water or use alcohol-based hand sanitizer. 
8. Holding it by the ear loops or ties, remove the cloth facemask/covering from the container with your 

name or initials.   
9. Using the marking on the “dirty” side of the cloth facemask/covering as a guide, unfold it, still only 

touching the ear loops or straps. 
10. Carefully place the “clean” side of the cloth facemask/covering against your face, avoiding touching 

your eyes, nose and mouth.  Position and secure in place using the ear loops or straps. 
11.  Wash your hands for 20 seconds with soap and water or use alcohol-based hand sanitizer. 
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Dos and don’ts of wearing your cloth facemask/covering 

1. DO always wear your cloth facemask/covering so that your nose, mouth, and chin are covered. 
2. DO keep your hands off the cloth facemask/covering while you are wearing it. 
3. DO use appropriate devices to improve comfort if necessary. For 

instance, for people with hearing aids wearing a mask with elastic 
ear loops, the elastic may become uncomfortable after a period of 
time. To reduce this discomfort, consider using a device at the 
back of the head to hold the elastic ear loops away from the 
ear/hearing aid. You can use devices specifically made for this 
purpose or may use something like inexpensive hair barrettes 
(shown here). Make sure the wearer can pull the mask down and 
away from the face in case of emergency. 

4. DO be prepared to help students or others with donning and 
doffing face coverings. If you need to assist another person, with 
your own face covering in place, wash your hands for 20 seconds with soap and water or use 
alcohol-based hand sanitizer.  

a. Approach the person you are assisting from behind.   
b. Ask them to hold their clean facemask/covering in place over their own nose, mouth and 

chin.   
c. Grasp the elastic ear loops or straps and put them in place.   
d. If using a device as described in #3 above, put that in place. Assure that the person can pull 

the mask down and away from the face if necessary.  
e. Use a similar process to assist someone to doff the cloth facemask/covering. 
f. After assisting someone, wash your hands for 20 seconds with soap and water or use 

alcohol-based hand sanitizer. 
5. DON’T cut holes in your cloth facemask/covering or wear it below your nose. 
6. DON’T let the cloth facemask/covering dangle by its straps or elastic either from an ear, on top of 

the head, under the chin, from your elbow, or down on your chest. 
7. DON’T apply the mask so tightly that it cannot be easily removed in case of emergency. 
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For answers to your COVID-19 questions, call 1-833-4-ASK-ODH (1-833-427-5634). 
 
Your mental health is just as important as your physical health. If you or a loved one are experiencing anxiety 
related to the coronavirus pandemic, help is available 24 hours a day, seven days a week. Call the COVID-19 
CareLine at 1-800-720-9616. 
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