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Overview 
Fully reopening our academies in March will require a different approach at each of our schools, however, there are strands of consistency that have been agreed by all primary 
Principals. This document summarises these strands of consistency and identifies the key points that will differ for our schools; these will also be addressed and mitigated by our 
comprehensive risk assessments. Both documents should be read together and not in isolation. 
 
Drawing upon our now considerable experience in this area, and following a significant amount of planning, consideration of scenarios, building evaluation and risk assessment, the 
following document outlines our detailed plan for a safe return of pupils and staff in March. Above all else, we must ensure that we do our utmost to support all staff, pupils and their 
families with safe social distancing. We will do our very best to minimise the risk of spreading the virus, and keeping pupils in class or year group, protective ‘bubbles’ without sharing 
spaces and moving between classrooms avoiding multiple and different teachers and adults wherever possible. 
 
In this plan, Government guidance has been closely followed, in particular the document released on 1st March 2021, ‘Safe working in education, childcare and children’s social care’. 
There remains in depth collaborative Trust planning and coordination, partnership agreement including with the Trust Health and Safety Team, consideration of lessons learned from 
our Hub education and phased return approaches, and importantly the views of stakeholders including parents, staff and Governors through the Chair.  
 
As a collective, the most frequent and foremost concerns of staff which we have taken into account in this plan are referenced below, this list is not exhaustive: 

• Concerns around staff and their family members who may be shielding, clinically vulnerable and clinically extremely vulnerable. 

• Vulnerability of staff extended family members as shielding only extends to the person who is CEV/pregnant beyond 28 weeks. 

• Worries that children (and parents who have been in full lockdown/shielding for a second time) will be suffering with their mental health/cabin fever  

• Concern that some pupils have not engaged in any learning for over 11 weeks which will potentially have an impact on their stamina along with potential gaps in learning  

• A consideration to the mental health of staff (and pupils) who have adhered to lockdown measures and been in almost complete isolation for ten weeks or more 

• Concerns over the mental wellbeing of staff members (and families in the community) who have suffered for any reason during lockdown or phased reopening. 

• Enquiries about the availability/entitlement of vaccines 

• Concerns around inconsistencies regarding the reopening of schools in March 

• The significant increase in the number of pupils who will be coming back to school in March 

• Concern that the high level of parental engagement which we do not want to lose 
 
Our return date is planned for Monday 8th March 2021 for all staff and pupils, subject to any alternative national or local announcements to the contrary. This will involve the full 
opening for all year groups immediately. Attendance for all pupils is compulsory. Punctuality is critical due to staggered start times for health and safety purposes. 
 
Lessons learned to date: 

• Pupils have continued to be respectful of guidance around hygiene and social distancing. 

• Pupils may still want to share/borrow resources which has needed to be discouraged. 

• Social distancing at lunch- tables need to be set so pupils know where to go. 

• Packed lunches will most likely need to be eaten in classrooms or the Community Hub. 

• Water bottles provided by families and remain on their desk. 

• Staff need to be 100% vigilant to CP/safeguarding signs or concerns due to increased pressures at home during lockdown. 

• Entry routines must be clear and reinforced, overseen by SLT, especially around staggered entry and hand washing. 
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• Parents do not always fully engage with social distancing or many do not consistently wear masks. 

• One way system has been successful. 

• Staggered timings have been critical. 

• Class Dojo has been an excellent and important resource for study and also contact. 

• Pupils and families are now familiar with efficient handwashing routines.  

• Pupils need to be reminded to wear clean clothes everyday.  

• Staff need to be reminded about the importance of ventilation in all areas. 
 

Stakeholder input 
Following consultation with Stakeholders, a number of strategic points have been included in this plan. Key questions from stakeholders: 

Governors Support floor markings with wall mounted signage for VI parents/carers 
Trips and visits: Could trips still go ahead which are team and skills building but without the residential aspect? 
Care and attention around slips and falls due to water spillages near sinks 
Consider risk assessment addendum for indoor PE, dance and drama e.g will need no ‘floor work’ 

Staff Ensure the pupils have clear routes out of school through the use of maps. 
Staff questionnaire outcomes: 
69% of staff members who responded to the survey shared concerns over the full reopening on 8th March. These included: 

• School staff not being vaccinated 

• The new variants of the virus 

• Not knowing which children and families have mixed during lockdown 

• Risk of the virus spreading in school 

• All pupils returning at once without a staggered start 

• The increase in class sizes will make it more difficult to control the safety measures in place 

• Pupils forgetting about social distancing expectations after a long period of time away from school 

• Members of staff not following social distancing 

• Staffing absences 
 

 The suggested further adjustments to our ongoing practice included: 

• Ensure social distancing is maintained at all times 

• Continue with regular handwashing 

• No mixing of bubble 

• Continue to ensure that adults and children follow the procedures for isolating if they have symptoms 

• Continued encouragement for parents to leave telephone messages or contact via Class Dojo rather than speaking to Teachers on the gate 
• Allowing for all staff to have a comfort break 
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Under responsible persons, leas member(s) of staff who will organise/line manage these points are in red. 

Mental health and wellbeing of the whole school community 

Scoping exercise: Throughout the lockdown, the mental health and well-being of all pupils, staff and families has been paramount. We used a triage system as part of our staff 
communication plan, and through this, every member of staff received a weekly telephone conversation with their line manager. We used this system to gather intelligence and build 
individual profiles for the wellbeing of all staff. Staff were invited to participate in events online, group discussions, phase meetings and staff meetings. We have also conducted a staff 
wellbeing questionnaire on two occasions, including one before they returned to work. 
 
At the beginning of lockdown, we adopted a similar approach to pupil and family wellbeing as we did in September, identifying on this occasion 29 vulnerable families which accounted 
for 63 children, all of whom were either known and on the school system, or had been identified through our intelligence gathering amongst our teaching professionals. These families 
were part of a tiered system categorised according to perceived need, and thus received appropriate levels of support ranging from fortnightly phonecalls from the school safeguarding 
lead as a ‘check in’ through to twice weekly contact, Trust maintained home visits, food vouchers and food parcel deliveries. 
 
We are acutely aware that the pandemic has affected every person differently, due to isolation and loneliness, fear, bereavement, home-schooling responsibilities, lack of routine, 
caring responsibilities and lack of purpose. For many there have been other demands including relentless pressure, heightened responsibility and expectation, and lack of rest/inability 
to ‘switch off’. Many staff continue to access support that we offered during and after lockdown, through P2Be and HELP. 

Strategy Rationale (where necessary) Responsible/Resources 

Continue to provide mental health support for staff 
through regular contact 

Many have been isolated and working part time or not at all for so long; returning to 
the routines and demands of full time work along with exposure to more people and 
potentially the virus. 
Routine and regular contact is largely reputed to be the best form of support for those 
with poor mental health or state of mind. 

Executive Team 
SLT 
Phase leaders 
(Place2Be/HELP) 
WASPS conducted/completed 

Provide necessary support through Place 2 Be  
Staff can also access help through Education Support 
Partnerships or we can arrange for OH.  
SLT advice and guidance (availability) 

Routine and regular contact is largely reputed to be the best form of support for those 
with poor mental health or state of mind. 
Responsibility must be shared with external providers, as expectation cannot rest solely 
with SLT and SLT need an outlet. 

Executive Team 
SLT 
Phase leaders 
(Place2Be/HELP/OH/ESP) 

Wellbeing week for all staff and pupils when returning in 
March 

Week will run from 8.3.21 up until the 12.3.21 inclusive. This will ensure that prior to 
intense teaching and learning, all staff and pupils are correctly and suitably prepared to 
be fully engaged. 

SLT 
Phase leaders 
 

Ensure the wellbeing of pupils who fail to return or late 
returning pupils in March 

As children will have been absent from school for more than 11 weeks some could 
possibly struggle to return to their normal routines.  Guidance states that ‘Returning to 
school is vital for children’s education and for their wellbeing.  Time out of school is 
detrimental for children’s cognitive and academic development, particularly for 
disadvantaged children.’ 

SLT 
Phase leaders 
Teachers 
DSL 

Carry out welfare check of all staff using staff questionnaire Ensure staff who have been at home for considerable time, and will benefit from 
routines and contact with other people. 

Sam Sharp 
 

Ensure, assure, reassure plan. Pastoral/non-teaching/admin 
staff will be required to make contact with every family, in 

In order to provide a further wellbeing check, verify a safe return, we will make contact 
with all families between Monday 1st - Friday 5th March 

Will need a contact list of 
families, phone call script and a 
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particular those who we have not contacted through Class 
Dojo.  

spreadsheet. 
Access to school phones. 

WASPs and IPRAs completed (or planned for) in advance *In line with Guidance, there are different tiers of medical vulnerability for both staff 
and pupils 
These must be mitigated. 

Inclusion Lead 
School Business Manager 
DSL 

Medical information for pupils reviewed *In line with Guidance, there are different tiers of medical vulnerability for both staff 
and pupils 
These must be mitigated by ensuring all medical records and medication are up to date. 

School Business Manager 
Office Admin 
 

Lateral Flow Testing available to all staff *In line with Guidance, LFTs have been made available as an opt in.  This should help to 
reassure staff that additional measures to prevent the spread of the virus are being 
implemented.  

School Business Manager 
Office Admin 
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Health and Safety | Prevention and Control Measures 

Scoping exercise:  
Since phased reopening the building has been cleaned thoroughly at least twice daily, and with additional surface cleaning during the day. This has been achieved thanks to two 
gestures, the good will of teaching and support staff using safe products, and by paying our cleaning team additional hours during the school day. 
Over the February half term break a full deep clean of all areas will be carried out. 
 
A number of critical measures must be in place to help prevent the spread of the virus. We know from recent aspects of our work, the following intelligence: 

• An average interim classroom surface clean can be completed in less than ten minutes using spray and wipes covering all areas.  

• EYFS classes take around 25 minutes to clean  

• EYFS require at least 30 minutes in between sessions (Nursery) to leave plastic items in sanitising fluid in order that they can be reused. 

• Use of outside sinks:  
 

Year groups Number of children Total sinks Numbers per sink Time per child  Total time 

Nursery am 26 4 6 45 seconds 4min 30sec  

Nursery pm 24 4 5 45 seconds 3min 45sec 

Reception 60 4 15 30 seconds  7mins 30sec 

Year 1 and 2  120 4 30 30 seconds 15mins 

Year 3 and 4 120 6 20 30 seconds 10mins 

Year 5 and 6 120 Hand sanitiser  (Bubble of 30) 5 seconds 2 min 30 seconds 

 

Cleaning 

Strategy Rationale (where necessary) Responsible/Resources 

Surface cleaning with full bleach clean twice daily Bleach and alcohol/ethanol are only products which eradicate the virus 
(scientific evidence suggests) Frequently touched surfaces cleaned more 
often than normal. 
Bleach products kept in locked cleaning cupboards and used in solution 
with water. 

School Business Manager 
Site manager and cleaning 
team 

All tables and chairs bleached twice daily  Bleach and alcohol/ethanol are only products which eradicate the virus 
(scientific evidence suggests) Frequently touched surfaces cleaned more 
often than normal. 

School Business Manager 
Site manager and cleaning 
team 

Teacher chairs (soft furnishing) steam cleaned weekly. 
In classes where a teacher is shared, two chairs should ideally be 
interchangeable. 

Cannot use bleach/ethanol so will require usual deep clean and then leave 
for 72 hours.  
*Guidance states we can reintroduce some soft furnishing in September at 

School Business Manager 
Site manager and cleaning 
team 
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SLT discretion 

Carpets cleaned with industrial cleaner Part of routine deep clean School Business Manager 
Site manager and cleaning 
team 

Sink areas bleached These areas require particular attention due to importance of 
handwashing. Frequently touched surfaces cleaned more often than 
normal. 

School Business Manager 
Site manager and cleaning 
team 

Kitchen deep clean completed This was cleaned on 5th January 2021 on the extraordinary training day.   School Business Manager 
Site manager (Taylor Shaw 
Staff) 

Increased schedule for heavy use areas such as the toilets, increased 
frequency and increased time spent at each location. (See appendix 3) 

*As guidance, different groups can share areas with regular and extensive 
cleaning 

School Business Manager 
Site manager and cleaning 
team 

All lunch tables and chairs cleaned, alternate button seats marked and 
tables re-stored. 

Lunch tables will continue to be in daily use as of 8th March. 
*Guidance states pupils cannot sit facing one another for 15mins+ 

SLT to organise 
Teaching assistants during 
final two weeks 

External control measures 

Strategy Rationale (where necessary) Responsible/Resources 

External areas routinely visually inspected and repairs or litter collection 
resolved 

Bring external areas back to being the best they can be, both aesthetics 
and safety. 

School Business Manager 
Site manager and cleaning 
team 

Taped markings on the floor in the main entrance for visitors and outside 
on the steps. Floor spray paint marks the waiting points for any visitors 
during the day.  

Where possible we will maintain social distancing between 
families/visitors. *Guidance suggests that schools must do everything 
possible to minimise contact and mixing. 

SLT 
Site manager and cleaning 
team 

Painted floor markings mark 2m gaps along the external entry ‘corridor’ 
from the main entrance around and through the secret garden, then out 
through the gate beside the Biodome. One way system remains. 

Where possible we will maintain social distancing between 
families/visitors. 
One way system has been extremely successful and means parents do not 
‘cross’ as they enter and leave. 

SLT 
Site manager 

Painted floor markings will denote the lines for pupils in the playground 
at 1m intervals. There are 6 lines in total. 

Where possible we will maintain social distancing between pupils. As per 
the guidance class bubbles will be adhered to and schools must do 
everything possible to minimise contact and mixing. 

SLT 
Site manager 

Signage on key routes will also be at eye level and clear for VI parents Some of our parents are visually impaired so clear wall mounted signage 
will support this. 

SBM 
Office Admin 
Site Manager 

Staggered start times agreed (see information below) *Guidance states that minimising contact opportunities should be 
encouraged, staggered start times supports this to ensure groups are kept 
apart. 

SLT 
Site manager 
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Different entry points agreed and routes into building agreed to reduce 
numbers at different entry points (see Appendix 1.1 to 1.4) 

*Guidance states that minimising contact opportunities should be 
encouraged, multiple entry points supports this and ensures groups are 
kept apart. 

SLT 
Site manager 

All access to car parks will be closed between 8.20 am and 9.20 am. Due to two access points being the car parks, we will need to prevent cars 
trying to access or leave car parks at these times 

SLT 
Site manager 

All adults must be outside 5 minutes before their class arrives. Minimise disruption, allow parents to get children dropped off as efficiently 
as possible, ensure pupils line up in correct places. Support staff will 
monitor social distancing while class are moving 

SLT to organise/monitor 
All teachers. 
Teaching assistants w. bubble 

Only parents of children in Early Years and Key Stage 1 will be allowed to 
access the school site on a morning using the front gates. These children 
will be permitted only one adult to accompany them. All other parents 
must leave their children at the Y3/4 and Y5/6 access gates. 
Key Stage 2 children must be dropped off first at 8.45 and then if a family 
has siblings in Key Stage 1 or EYFS they make their way around to the 
second drop off point. 

From experience during lockdown we know that: 
Young children may need help handwashing. 
Young children may need help to observe social distancing. 
Young children may be distressed if parents leave them at gates. 
There will be 120 children arriving at one time at the KS2 entrance and 120 
at the kitchen delivery gate.  
Classes can be moved into the building quickly as they are not interrupted 
with the presence of adults in the playground or teachers facing questions 
from parents. 

SLT 
Site manager 

External sinks at 2 locations, opposing ends of the school will facilitate 
handwashing for 330 out of 450 pupils.  

Cleaning hands before entry is the best way of reducing virus transfer. 
*Guidance confirms this. Outdoor sinks ensure the vast majority of children 
have washed hands before entry to the site. 

SLT 
Site manager 

120 pupils in Year 5 and 6 will need to sanitise hands in their lines with 
hand sanitiser.  Hand sanitiser will be purchased to ensure there is 
enough hand sanitiser for the pupils.   

Time pressures and lack of availability of sinks mean that our oldest pupils 
(who are also less likely in the majority to have sensitive skin) will need to 
sanitise rather than wash. Their route into school also does not have sinks 
at any point 

Teachers 
Support Staff 

Every member of SLT will be outside at key entry and exit points on a 
daily basis. The Principal will have the same duty point, in order to field 
any pressing questions from the parents. These must be quickly 
answered with a 2m distance or a telephone conversation agreed later 
that day. DSL/Family Liaison will be outside every morning to field any 
questions, stationed on the bottom car park gate 

Process must not be affected. SLT member at external duty points will not 
only block parents from entering but will also make a note if parents 
require a phone call from Principal or another SLT member. 
Family Liaison can make a note of any issues or class messages which need 
to reach teachers from parents 

SLT 
Family Liaison 
Site manager 

Collection of children at the end of the day will reinstate the one-way 
system for parents and carers.  

• Year groups 1,2, 3 and 4 will be in the main playground. MAIN 
GATE MUST BE OPENED AT 3.10. PEDESTRIAN GATE BY EYFS 
INTO SECRET GARDEN WILL REMAIN LOCKED 

• Year 5 and 6 pupils who walk home alone can be dismissed from 
the car park via the holding area. Those who are collected will be 

Parents do not need to wash hand so can walk through the site.  
Easiest way to manage collections of all year groups. 
Pupils will already have washed hands before leaving so the location of 
sinks and this routine is not important at the point of collection.  
Proven system with current numbers up to around 60 so will hopefully 
upscale sensibly 
Availability of Family Liaison will ensure parents can ask questions or 

SLT 
Teachers 
Support Staff  
Site manager 
Family Liaison 
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from the Biodome exit gate. 

• Nursery and Reception parents and carers will not be able to 
collect their children until 3.25 which means most of playground 
will be clear and they have to complete one lap of school if they 
have other siblings. 

CLASSES MUST BE OUTSIDE ON TIME. PARENTS WILL NOT BE ABLE TO 
ASK TEACHERS QUESTIONS AT THIS TIME. IF THERE IS A PRESSING 
CONCERN THEY MUST WAIT IN THE SCHOOL OFFICE. Family liaison must 
be outdoors to either feedback to parents or to field any further queries. 

receive feedback 
 

Pupils left behind with late collections after 3.25pm will not be escorted 
into the Biodome holding area / building in bad weather until all parents 
have cleared the site.  

To avoid pinch points and also ensure safeguarding the building without 
need for open doors.  

Teachers 
Support Staff 

Use of outdoor space is paramount especially: 
Pupils in EYFS 
Pupils in Year 1 should have access to the Secret Garden 
Pupils in Year 2 should have access to the shared courtyard 

Research suggests that being outside in sunlight, with good ventilation, 
reduces the risk of transmission of the virus. 
  

Teachers 
Support Staff 

Limited external visitors to school at this stage, and all must be approved 
by the Principal or Vice Principal. Ongoing exceptions include resident 
actor, Place2Be counsellor, AIP behaviour worker, Leeds Playhouse 
Education Support. All must adhere to social distancing guidelines. 
Other visitors may include Police or Social Workers but with approval, 
meetings to be held in Conference Room for maximum 6 people. 

*Guidance suggests that minimising the opportunities for anyone other 
than school staff into the building will minimise the risk of transferring the 
virus. Some essential visitors will be very carefully managed. 
 

SLT 
Site manager 

Governors will be welcomed into school for visits.  Arrangements with 
the Principal must be in place to ensure that visits are spread out 
throughout the year. All Governors must adhere to social distancing 
guidelines and the school’s Risk Assessment. Up to date contact details 
must be left upon arrival along with a record of staff and pupils they have 
had contact with on departure.      

*Guidance suggests that minimising the opportunities for anyone other 
than school staff into the building will minimise the risk of transferring the 
virus. Some essential visitors will be very carefully managed. 
 

 

MfL (French/Mandarin) teachers/additional teachers from the Trust, 
must adhere to social distancing guidelines and be inducted by a 
member of SLT on the academy’s risk assessment/ routes around school.   

*Guidance suggests that minimising the opportunities for anyone other 
than school staff into the building will minimise the risk of transferring the 
virus. Some essential visitors will be very carefully managed. 

SLT 
Teachers 

Ensure up to date contact details are maintained for MfL / additional 
teachers from the Trust along with a record of all pupils/staff they have 
had contact with throughout the day of more than 15 minutes 

  

No parents to enter the building without prior agreement from the 
Principal. 

*Guidance suggests that minimising the opportunities for anyone other 
than school staff into the building will minimise the risk of transferring the 
virus. Some essential visitors will be very carefully managed. 

SLT 
Site manager 
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Contractors will only be allowed onto site with prior approval from the 
Principal or Vice Principal, must wear PPE and must be accompanied on 
the premises by site team. They will preferably come outside of school 
hours. 

*Guidance suggests that minimising the opportunities for anyone other 
than school staff into the building will minimise the risk of transferring the 
virus. Some essential visitors will be very carefully managed. 

SLT 
Site manager 

Track and Trace: School will completely engage with all aspects of the T 
and T guidance and requirements. Families will be made aware of the 
commitment to engaging with this process where necessary 

*As per guidance, all families will be encouraged to engage with track and 
trace to ensure anyone they have been in close contact with can be 
contacted. 

SLT 

Swimming in Year 4 will begin subject to safe opening of pools and 
further Government guidance on numbers allowed in the pool and 
changing areas 

*As per guidance, swimming pools will reopen on 15th March 2021 with 
significant risk assessments to keep pupils safe for both the swimming pool 
and the school bus transport. Staff must support this process by ensuring 
appropriate ventilation on the bus and affirming that the surfaces have 
been wiped before entering the bus. 

SLT 
PE coach 

Educational visits will not be able to ahead until at least April  *As per guidance, minimising the opportunities for anyone to leave the 
building will minimise the risk of transferring the virus 
 

School Business 
Manager/Evolve coor 
SLT 
Teachers 

Staff must wear masks when outside, (welcoming children and at break 
times) and walking around school in communal areas. 

*As per guidance, wearing a mask minimises the spread of the virus 
*Modelling good practice to parents  

SLT 
Teachers 

 

 

Drop off and collection times 

Year Group Start Time Entrance End Time Collection point 

Nursery (am) 8.30 Main Entrance 11.30 Nursery door and loop out 
though car park 

Nursery (pm) 12.30 Main Entrance 3.30 Nursery door and leave through 
EYFS play area loop 

Reception 8:50 Main Entrance 3.20 Reception gate 

Year 1  8.45 Main Entrance 3.15 Main playground 

Year 2 8.45 Main Entrance 3.15 Main playground 

Year 3  8.45 Biodome Entrance 3.15 Main playground 

Year 4 8.45 Biodome Entrance 3.15 Main playground 

Year 5 8.45 (Gates open at 8:35) Kitchen access door/gate 3.15 Biodome gate/dismissed home 
alone through car park 

Year 6 8.45 (Gates open at 8:35) Kitchen access door/gate 3.15 Biodome gate/dismissed home 
alone through car park 
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Internal control measures 

Strategy Rationale (where necessary) Responsible/Resources 

Reading areas will only support one book shelf with no soft furnishings.  
Once books have been taken, they must not be replaced on the book shelf, 
instead placed in a box for 72 hours 

*Although guidance states we can reintroduce some soft furnishing at 
SLT discretion, these areas will encourage children to gather, and also 
reduce available floor space when seating children  
Reading must remain as high profile as always 

Class teachers 
Teaching Assistants 

Bookshelves in classrooms will return, only to be used by children within 
that class bubble. Pupils in school will have a reading book which is 
changed on Tuesdays and Fridays. Books collected will be kept in a 
Tuesday or Friday box. 

Items that cannot be sanitised must be left ideally for 72 hours before 
further contact as the virus will not survive. 

Class teachers 
Teaching Assistants 

EYFS provision can now operate on a rota basis, certain activities that can 
be safely sanitised in between use. 

*Water, sand and mud kitchen materials pose only minimal risk, although 
equipment used within them does. 
ALL equipment used in these areas should be sanitised in between use 
and adult supervision is critical. 

EYFS Leader 
Class teachers 
Teaching Assistants 

Ensure appropriate stocks of hand wash, paper towels in every classroom  *Guidance states that handwashing remains the best prevention to avoid 
the virus spread 

School Business Manager 
Site manager and cleaning 
team 
(Site team stock checks have 
been organised and 
completed fortnightly) 

Reorganise a ‘learning pack’ with appropriate resources and maths 
manipulatives in a plastic zip bag for every pupil  

Pupils keeping their own resources avoids the need for generic sanitising, 
and only the bag needs sanitising. *Guidance still maintains that where 
possible, individual equipment such as pencils and pens are not shared.  
These will need to be named. 

Class teachers 
Teaching Assistants 

Ensure appropriate PPE for all staff who are involved in intimate care  *Guidance states that PPE is not required beyond what would usually be 
needed for staff roles, only needed for intimate care 

School Business Manager 
Site manager and cleaning 
team 

Hand sanitiser where available and sanitising wipes in office spaces/toilets, 
behind reception desk, PPA room 
(also sanitising wipes in Family Room, Staff Room and Conference Room).  

Hand sanitisers must be provided in spaces where sinks are not readily 
accessible. Frequently touched surface cleaning is essential to reduce the 
spread. 
Wipes provided where surfaces are likely to have shared contact in order 
to clean in between. 

School Business Manager 
Site manager and cleaning 
team 
 

Year group and class bubbles agreed. Whole years (max 62no) 

• Nursery 

• Reception 

• Year 1 

• Year 2 

*As per guidance, bubbles will be created in Nursery, Reception, Year 1 
and Year 2 to facilitate phonics groupings and use of outdoor spaces.  
Year 6 will also be a bubble due to the 3 classes reducing to 2 classes on 
an afternoon.  In all other year groups class bubbles are agreed. 

SLT 
Class Teachers 
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• Year 5 

• Year 6 

There will be a maximum of one parent/family in the main entrance at any 
one time. Others will need to wait outside according to markings. Where 
possible we will maintain social distancing between families/visitors. 

Reducing the numbers of adults reduces the potential to spread the virus. SLT 
Office staff 
 

Handwashing/hand sanitising will occur on a minimum of 7 occasions daily, 
plus more when required. These will be at least: 

• On arrival 

• Every time they enter the classroom 

• After any snacks are consumed 

• Returning from morning break 

• Before lunch is served 

• After coming in from outside (these could be the same or double 
occasions) 

• After PE 

• Before leaving for home 

*As per guidance, schools must ensure essential measures are in place 
which includes robust hand hygiene and states that hands must be 
cleaned thoroughly more often than usual.  COVID-19 is an easy virus to 
kill when it is on the skin by washing hands with soap or hand sanitiser.  

SLT 
Teachers 
HLTAs/TAs 

Staff from outside EYFS must not use the Early Years classrooms as a route 
through the ground floor, unless in an emergency or SLT on call. 

*As per guidance minimising contact and mixing between people reduces 
transmission of coronavirus.  This also safeguards our children as doors 
are not being opened throughout the day.  

SLT 
Teachers 
HLTAs/TAs 

Water fountains closed to pupils *As per guidance minimising contact and mixing between people reduces 
transmission of coronavirus.  

Teachers 
HLTAs/TAs 

Reprographics: please wash your hand before you collect your 
photocopying and only use a card fob for your printing. Wipe down the 
screen after you have finished. 

*As per guidance enhanced cleaning arrangements need to be in place to 
prevent the spread of coronavirus.  The virus can be spread through the 
touching of equipment and objects. 

SLT 
Teachers 
HLTAs/TAs 

Staff are permitted to bring food on to site, please ensure that if this is the 
case that you bring food in a container that can be sanitised before putting 
it in the staff fridge in the staff room. 

*As per guidance enhanced cleaning arrangements need to be in place to 
prevent the spread of coronavirus as it has been proven that the virus can 
live on plastic 

School Business Manager 
Site manager and cleaning 
team 

Lunchtime supervisors will stay outdoors and will need to ensure that all 
pupils remain in their bubbles in specific areas. 

Research suggests that being outside in sunlight, with good ventilation, 
reduces the risk of transmission of the virus.  *As per guidance 
minimising contact and mixing between people reduces the spread of the 
virus.  

School Business Manager 
Lunchtime supervisors  
 

Pupils will have staggered break times managed by teaching assistants. 
Numbers in any area outside will never exceed 60/agreed bubble. 

*As per guidance minimising contact and mixing between people reduces 
transmission of coronavirus.  Guidance also states grouping of pupils is 
advisable  

SLT 
Teachers 
 

A signing in sheet will be located in the staff room where staff must sign in 
and out indicating their time. The sheet will be scanned and kept on the 

If there is a confirmed case of COVID-19, this will ensure that school will 
know of any staff who have been in contact with the member of staff and 

School Business Manager 
All staff 
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system should it be required. will therefore be able to able to self-isolate.   

Staff must remain in their bubbles and, where possible, avoid speaking 
face to face with other colleagues in school.  If staff have meetings they 
must make a record of this in the school diary 

If there is a confirmed case of COVID-19, this will ensure that school will 
know of any staff who have been in contact with the member of staff and 
will therefore be able to able to self-isolate. 

School Business Manager 
Lunchtime supervisors  
 

Additional hand sanitising stations will be located at key points around 
school.  These must be carefully monitored to ensure that stocks are 
replenished 

Due to the high volume of pupils using sinks at key times additional hand 
sanitising stations will be located at key points around school   

School Business Manager 
Site manager and SLT 

 

Lunchtime arrangements 

Strategy Rationale (where necessary) Responsible/Resources 

Pupils will arrive and leave the hall in their classes.  There will be a clear 
route for all year groups along with waiting areas to keep year groups 
apart.  (See maps and routes in appendix 2.2) 

*As per guidance minimising contact and mixing between people reduces 
transmission of coronavirus.   

Duty SLT 
Teachers 
HLTAs/TAs/Lunchtime staff 

Pupils must sit at tables, on allocated seats, in class bubbles; where two 
Year groups share the hall there will be a suitable distance of at least 2 
metres between bubbles. 

*As per guidance minimising contact and mixing between people reduces 
transmission of coronavirus.  In addition to this, pupils sitting in the same 
seats will ensure that school can easily trace who pupils have been sat 
near if there was a confirmed case of COVID-19  

Duty SLT 
Teachers 
HLTAs/TAs/Lunchtime staff 

Each Class will be allocated a different serving station which they will 
always visit.   

*As per guidance minimising contact and mixing between people reduces 
transmission of coronavirus 

School Business Manager 
Lunchtime staff 

Touch screens at serving stations will be removed, a member of Taylor 
Shaw staff will be assigned to register lunches 

 Trust IT team 
Taylor Shaw 

Trays, cups and cutlery will be located behind the severing stations and 
handed to the pupil when their lunch has been placed onto the tray.  

This will reduce the potential to pass the virus onto other pupils as they 
will not be touching additional trays, cups and cutlery and only their own, 

Lunchtime staff 
TAs supporting classes 

Staff members on duty, along with Taylor Shaw staff, will collect the trays 
from the pupils when they have finished their lunch wearing gloves.  Pupils 
will not leave their seats during their allocated lunchtime with no 
exception  

*As per guidance minimising contact and mixing between people reduces 
transmission of coronavirus. 

Lunchtime staff 
TAs supporting classes 

Tables and seats will be thoroughly sanitised between classes by Taylor 
Shaw, using wipes or ethanol based antibacterial spray 

These areas require particular attention due to frequently touched 
surfaces and them needing to be cleaned more often than normal. 

Taylor Shaw staff 
Duty Staff 

The 30 hour children will be taken up to the dinner hall at 11:30.  They will 
sit on the tables nearest to the exit from the hall.  The pupils will leave the 
hall before the Reception pupils and remain in the classroom for the 
remainder of the lunchtime. 

*As per guidance minimising contact and mixing between people reduces 
transmission of coronavirus. 

EYFS Staff 
Lunchtime staff 

Pupils in Years 1 – 6 will be allocated 20 minutes to eat their dinner.  Pupils 
must remain in their seats and all leave the hall at the same time.    

*As per guidance minimising contact and mixing between people reduces 
transmission of coronavirus. 

Duty SLT 
Teachers 
HLTAs/TAs/Lunchtime staff 
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In the event of a suspected case of Covid 19 

Strategy Rationale (where necessary) Responsible/Resources 

Any member of staff dealing with a symptomatic person may wear PPE 
provided in grab bags. 
The family must be contacted and Track and Trace must be initiated. 
Member of support staff working within the person’s bubble must escort 
them to isolation and remain with them. 

*Guidance allows PPE in the event of a suspected or confirmed case of 
Covid-19. This and intimate care are the only time.  

School Business Manager 
Office Admin 
Member of support staff 
working within the person’s 
bubble. 
Isolation room. 

Family Room repurposed at the point of a suspected case and will 
become one of isolation rooms for any children or staff displaying 
symptoms. Furniture in this room is sanitisable and would be sealed at 
the point at which the symptomatic person(s) leave the room. Signage 
must be changed on door then room sealed for 72 hours before cleaning. 

Maintain two spaces which can be immediately repurposed into isolation 
rooms, and then out of bounds following their use. These rooms should be 
near to main entrance to facilitate collection, and also away from bubbles 
where possible. 
 

School Business Manager 
Office Admin 
Member of staff with 
symptomatic person. 

Year 3/4 intervention room will be second isolation room for any 
children/staff displaying symptoms 

Maintain two spaces which can be immediately repurposed into isolation 
rooms, and then out of bounds following their use. These rooms should be 
near to main entrance to facilitate collection, and also away from bubbles 
where possible. 
Signage must be changed on door then room sealed. 

School Business Manager 
Office Admin 
Member of staff with 
symptomatic person. 

Any pupil/adult with symptoms who is in isolation but requires the toilet 
before collection will use the staff toilet next to the DSL office and this 
will then be out of bounds for 72 hours before a thorough bleach clean. 
Should this be the case then the next toilet needed within the timeframe 
will be the half landing next to the Prayer Room 
 

Maintain two spaces which can be immediately repurposed into isolation 
rooms, and then out of bounds following their use. These rooms should be 
near to main entrance to facilitate collection, and also away from bubbles 
where possible. 
Signage must be changed on door then room sealed. 
These are the most sensible options for toileting in these circumstances. 

School Business Manager 
Office Admin 
Member of staff with 
symptomatic person. 

If a pupil has a sibling, they must also be sent home but may need to 
travel separately. They should wait outside the isolation room until 
collection 
 

*Guidance states that where the case is confirmed, the siblings should also 
isolate until a test either confirms positive and family unit self isolates for 
14 days or confirms negative and all can return to school. 

School Business Manager 
Office Admin 
Member of staff with 
symptomatic person 

Where necessary, school will provide the family / staff member with a 
home testing kit to use on the child / themselves when they get home if 
they are unable to obtain one 

Result in a faster return of the results as parents / staff member will not 
have to request one or visit a drive through test centre 

School Business Manager 
Office Admin 
Member of staff with 
symptomatic person 

Leaders are planning for full reopening, 50% reopening (the same plans 
and risk assessments as full reopening but with Band A and Band B 
structures – whole weeks or alternative days to be confirmed) or open to 

We must plan for every eventuality and some scientific evidence suggests 
that localised lockdowns may be necessary to prevent further harm at 
some point in the Autumn. 

SLT 
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key worker children only (return to previous plans with Hub structure for 
full lockdown) 
 

In the event of a confirmed case of Covid 19 

Strategy Rationale (where necessary) Responsible/Resources 

Contact the families of all pupils who have had close contact with the 
infected person immediately.  These pupils will be sent home if they are 
in school and told to self-isolate for 14 days.   

Close contact means: 

• Direct close contacts – fact to face contact with an infected person 
for any length of time, within 1 metre 

• Proximity contacts – extended close contact (within 1 to 2 metres) 
for more than 15 minutes with an infected person 

• Travelling in a car with an infected person 

SLT  
Teacher 
Support staff 

Academy to contact the local health protection team to complete a rapid 
risk assessment to confirm who has been in close contact with the 
person during the period they were infectious.  

This is recommended by the Government guidance and is in line with 
Academy RA 

Principal (or VP) 

Letter from the Health protection team will be sent to parents and staff 
about the contact their child/themselves have had with the person.  

This is recommended by the Government guidance and is in line with 
Academy RA 

PHE/Principal (or VP) 

Home schooling will begin immediately with the pupils who are self-
isolating to ensure there is no missed learning opportunities.  Where 
pupils are not able to access online learning, school will ensure paper 
copies of work are delivered to the pupils.  Teachers will ensure work is 
uploaded onto ClassDojo  

In line with previous strategy during lockdown. Class teacher reverts to 
posting work through Class Dojo/school will send out packs. 

SLT  
Teacher 
 

In the event of an outbreak with two confirmed cases or more, school 
will be temporarily closed for localised lockdown and reported to LA and 
PHE 

PHE guidance will need to be followed, 2 cases means a temporary closure 
to prevent further risk of virus spreading. 

Principal (or VP) 
All Staff 

 

Toilets 

Strategy Rationale (where necessary) Responsible/Resources 

At break and lunch times every bubble will have allocated times to use 
their fixed toilets.  Usual arrangements for sharing toilets adjacent to 
main hall will temporarily change.   
Break time arrangements are clearly laid out in the timetable below. 
Lunch toilet arrangements, no pupils should come in from outside to use 
toilets; unless in an emergency.   Pupils will be given an opportunity to 
visit the toilet at the time their class has lunch, or at the end of the 
morning session.  

Multiple bubbles and Year groups of this size will not safely be able to 
share this toilet facility. 
It will be easier to monitor safe use of toilets and prevent sharing toilets if 
these times are timetabled.   

Teachers 
Support Staff 

Toilet visits will be allowed at other times but only when accompanied to 
the toilet external door by an adult to check that they are vacant 

*As per guidance minimising contact and mixing between people reduces 
transmission of coronavirus 

SLT 
Teachers 
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Nursery children will only use the nursery toilets, separated into boys 
and girls and monitored by the duty members of staff. There is no reason 
for Nursery pupils to be elsewhere in the building at any time. 

*As per guidance minimising contact and mixing between people reduces 
transmission of coronavirus and groups should avoid each other.   

Teachers 
Support Staff 

Reception age children will have a toilet per gender across their bubble, 
which remain the only toilets they use, including during break and 
lunchtimes. As their lunchtime will be largely in the EY outdoor space, 
they will have direct access to and from these toilets and no reason to 
access toilets in the main school building. This will be monitored by all 
staff members within the bubble. 

*As per guidance minimising contact and mixing between people reduces 
transmission of coronavirus 

Teachers 
Support Staff 

During staggered breaks and staggered lunches (meaning one class at a 
time) Year 1 and 2 children will access the Key Stage 1 toilets, at different 
times.  Toilets are separated either side to ensure that a maximum of 2 
pupils are in the unisex layout at any one time, one pupil per side of the 
central semi-partition wall. One member of staff will be assigned and 
released to cover both break slots and lunch will be manned at 
designated times for a 15 minute slot per class (rota to be shared). Visits 
at other times will be accompanied by one floating staff member to 
ensure social distancing measures are enforced. 

*As per guidance minimising contact and mixing between people reduces 
transmission of coronavirus.  Government guidance suggests grouping the 
children and these groups must avoid contact with other groups.  We are 
committed wherever possible to clean toilets at key times in between 
bubble access.  For example at 10:30am after Year 1 and before Year 2 

Teachers 
Support Staff 

During staggered breaks and staggered lunches (meaning one class at a 
time) Year 3 and 4 children will access the Year 3 /4 toilets, at different 
times.  Toilets are separated either side into boys and girls with a 
maximum of 2 pupils at any one time.  One member of staff will be 
assigned and released to cover both break slots and lunch will be 
manned at designated times for a 15 minute slot per class (rota to be 
shared). Visits at other times will be accompanied by one floating staff 
member to ensure social distancing measures are enforced. 

*As per guidance minimising contact and mixing between people reduces 
transmission of coronavirus.  We are committed wherever possible to clean 
toilets at key times in between bubble access.   

Teachers 
Support Staff 

During staggered breaks and staggered lunches (meaning one class at a 
time), Year 5 and 6 children will access the Year 5/6 toilets, separated 
into boys and girls. Should a toilet visit be required outside of break 
times these will be monitored although not accompanied by the second 
adult in the year group to ensure that there is not more than one person 
at a time. They must not use any other toilets at any time.  

*As per guidance minimising contact and mixing between people reduces 
transmission of coronavirus.  We are committed wherever possible to clean 
toilets at key times in between bubble access.   

Teachers 
Support Staff 
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Toilet arrangements 

Time Year Group  Location 
Staff 

M T W Th Fr 

10.10-10.25 Year 1 Key Stage 1 toilets AK AK AK VM VM 

10.05 – 10.20 Year 4 Year 3 /4 toilets SH SN SH SN SH 

10.25 -10.40 Year 2 Key Stage 1 toilets GF LJ EF ZM LJ 

10.30 – 10.45 Year 5 Year 5 /6 toilets SB SB SB SB SB 

10.40-10.55 Year 3 Year 3 /4 toilets KG KG JM KG JM 

10.45 – 11.00 Year 6 Year 5 /6 toilets UN AM ML UN ML 
 

 

Health and safety – Buildings 

Scoping exercise: 
Max persons calculations according to effective social distancing and how much ventilated space is available: 

• Maximum of two additional persons in the main office at any one time unless related 

• School Business Manager based in main office. 

• Maximum of 3 persons in Principals office unless related 

• Maximum 2 persons in the site team office 

• Maximum 9 people in the staff room when making drinks 

• Maximum 6 people in the Conference Room 

• Maximum 3 persons in the PPA Room unless at least one is a SCITT trainee linked to a class, in which case maximum extends to 4 adults 

• Vice Principal Office limited to 4 persons unless related  

• AP Office limited to 3 persons unless related 

• 3/4 cloakroom reopened with labels separating two classes. May need to use the cloaks trolley from Breakfast Club. Limited to 30 pupils and 1 adult all from same bubble. 

• Family room limited to 3 persons unless related (dual purpose Covid isolation Room) 

• Year 3/4 intervention room limited to 6 persons unless related (dual purpose Covid isolation Room) 

• Biodome will be available to class bubbles whilst observing guidance (max 30), and resources must be sanitised after use. 
 
 

Rooms 

Strategy Rationale (where necessary) Responsible/Resources 

The maximum number of people will be displayed on the door and within 
the room to ensure the maximum capacity is not exceeded. 
 

Any new visitors to a room will have a clear indication of whether it is 
safe to enter a space, and will help with identifying rooms at capacity so 
colleagues will work elsewhere. 

School Business Manager 
Office Admin 
Site manager and cleaning 
team 
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Ventilation in the staff room can and will be provided with open windows 
at all times and open door where weather permits 

Research suggests with good ventilation, reduces the risk of transmission 
of the virus. 

Site manager and cleaning 
team 

Library remains closed to pupils. Books will be available in the classroom 
for the pupils to access and staff will ensure these are updated from the 
library. 

Evidence suggests the virus can remain on paper for up to 72 hours and 
therefore staff will be aware of which books they are able to take 

SLT 
 

ICT suite will be open to pupils, staff must sanitise keyboards and surfaces. 
A clear timetable must be put in place and followed at all times.   

Virus can remain on items for up to 72 hours which means that cleaning 
is paramount.  

SLT 
Teachers 

Two isolation rooms identified with signage prepared and deep cleaned 
over summer (routine cleaning to follow) These are Y3/4 intervention 
room and Family Room 

*Guidance states that isolation rooms must be made available.  
Two identified areas will be repurposed into isolation rooms at the point 
at which they are required 

School Business Manager 
Office Admin 
Site manager and cleaning 
team 

All classrooms reopened *Guidance states ‘All pupils should return at the start of the Autumn 
term. Rotas should not be employed’. 

SLT 

Cloakrooms reopened restricted to use by bubbles and separation of Year 
3 into 2 sides, at separate times 

Class bubbles can use the same space at different times as long as 
children do not touch surfaces on alternate side. 

SLT 
Year 3 teachers  

Classrooms should be set up with children sitting in rows facing the front 
of the class.  

*Guidance states: Children should sit shoulder to shoulder and tables 
should be spaced to provide the maximum amount of distance that the 
classroom will allow. The teacher should occupy a space ideally 2m away 
from the front desk. 

SLT  
Teachers 
Support staff 

Soft furnishings should not be included in classrooms at this time. Drapes 
can be brought back to brighten classrooms as long as they are fire 
retardant and adhere to the 30cm rule if suspended from the ceiling 

Classrooms must be bright and welcoming to engage the children and try 
to maintain ‘normality’ where possible. H and S guidelines must still be 
adhered to. 

SLT  
Teachers 
Support staff 

Prayer room moves to crèche facility. Prayer room is reopened, staff MUST 
bring own prayer mat in a sanitised bag and not share.  

*As per guidance minimising contact and mixing between people reduces 
transmission of coronavirus 

SLT 
Staff 

All storage cupboards, eg, KS1, Art, Science and maths cupboards must 
remain locked and limited staff members allowed access (TBC) 

*As per guidance minimising contact and mixing between people reduces 
transmission of coronavirus 

School Business Manager 
Office staff 

Sensory room to be used on a 1:1 basis following a clear timetable.  All 
equipment must be cleaned after use.  

*As per guidance minimising contact and mixing between people reduces 
transmission of coronavirus.  

Inclusion Leader 
 

 

Areas (majority prior to reopening) 

Strategy Rationale (where necessary) Responsible/Resources 

Secret garden tidied and replanted  Preparation for pupils and parents in March STEM leader 
Teaching assistants/site 
manager 

Biodome tidied ready for September replanting Preparation for pupils in March, guidance suggests that working outdoors 
is the best way of minimising the spread of the virus. 

STEM leader 
Teaching assistants/site 
manager 
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Rendering of external walls in playground and returns behind ball walls Final phase of external works that were not completed due to lockdown  School Business Manager 
Site manager (Carthy 
contracting) 

Lift should not be used by more than 1 person at any time and buttons 
must be cleaned. Should a child with a WASP as a result of a medical 
reason require the lift for transportation, this will require separate RA 

*As per guidance minimising contact and mixing between people reduces 
transmission of coronavirus.  Cleaning also ensures the spread of the 
virus is reduced 

School Business Manager 
Site manager and cleaning 
team 

Fire wardens to be inducted by School Business Manager and areas agreed 
for safe evacuation.   

Due to safe movement around school stairwells have a one way system in 
place which in the event of an emergency will be potentially obsolete and 
as such fire wardens and staff will be briefed. During a drill social 
distancing will be adhered to, inn emergency it may not be possible. 

School Business Manager 
Fire wardens 
All staff 

All routes around school (one way systems on stairwells) will remain as 
they currently exist 

*As per guidance minimising contact and mixing between people reduces 
transmission of coronavirus.  
Stairwells are narrow and have handrails to both sides. 

All staff 

The area outside the PE store will be repurposed into a first aid room 
where only the usual PPE (ie gloves) must be worn. Staff will require a fob 
for the PE cupboard as First Aid resources will be locked away in there. 

*As per guidance minimise contact between individuals and maintain 
social distance wherever possible 

School Business Manager 
First Aiders 

 

 

Staffing 

Scoping exercise: 

• Staff survey has gathered intelligence and conversations organised, WASPs updated  

• 96% of staff have returned to the full extent of expected hours 

• Vast majority of staff have returned on a part time basis (50% of usual hours) 

• Many staff members may have difficulties where their own childcare provider may not be offering wraparound care 

Strategy Rationale (where necessary) Responsible/Resources 

All staff must return to their academy in March to fulfil their contracted 
hours unless special consideration has been agreed with the Principal 
based on being extremely clinically vulnerable.  

*As per guidance returning to school is vital for children’s education and 
wellbeing and therefore all staff need to be in post to ensure the 
academy can deliver this 

School Business Manager 
Office Admin 
Site manager and cleaning 
team 

Academy opening times for staff will return normal hours. Staff are able to 
arrive and depart at appropriate times (comfortably before children arrive 
at the start of the day and after they have left at the end of it). If staff need 
to arrive outside of these times for any reason, this must be agreed by the 
Principal.  
 

This will ensure they will not mix with pupils or families before school 
therefore reducing the contact with others 

SLT 
All staff 

All adults should return to the dress code of business dress, unless it is a PE 
day in which case that half day can be sports clothing. Staff need to leave a 

*Guidance has been relaxed to allow staff to return to business dress 
whilst maintaining hand hygiene and frequent washing of clothes at a 

SLT 
All staff 
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coat in school for break duties. lower temperature. Usual PE changing guidance applies to all staff. 

Under no circumstances must a full time member of staff leave site before 
3.30pm as we will have staggered collections for the children until this 
time. This supersedes any longstanding informal agreements 

*As per guidance minimise contact between individuals and maintain 
social distance wherever possible 

SLT 
All staff 

Leave of absence requests which are non-urgent or essential (in line with 
policy and at discretion of Principal) will not be granted for the foreseeable 
future, paid and unpaid. 
 

Staff need to be in school at all times to ensure they are available to 
support the pupils as the time out of school for the pupils has been 
detrimental for children’s cognitive and academic development/progress 

School Business Manager to 
filter 
Principal 
All staff 

PPA time will be provided as per contractual regulations, this will occur in 
school and will be covered by another teacher HLTA from the bubble/year 
group. In instances where this is an activity like PE, this member of staff 
must maintain social distancing as per guidance. 
Cover staff must be recorded for Track and Trace purposes. Supply staff 
will not be required in the first instance due to positive proportion of 
available staff. 

*Guidance states ‘ all teachers and other staff can operate across 
different classes and year groups in order to facilitate the delivery of the 
school timetable. 

SLT 
All staff 

Signing in must be by card scanning rather than touching the screen.  
 

*As per guidance enhanced cleaning arrangements need to be in place to 
prevent the spread of coronavirus 

School Business Manager to 
filter 
All staff 

Staff must remain on site throughout the day with no outside lunch trips to 
shops. 
 

*As per guidance minimise contact between individuals and maintain 
social distance wherever possible 

School Business Manager to 
filter 
All staff 

School to establish staff thoughts and worries about returning in March    School need to be aware of any concerns to ensure these are addressed 
before they start back  

SLT 
Inclusion leader 

Individual stationery and packs to be checked w/c 1st March 2021. 
Sufficient packs must be available for every child.  

Staff being provided with their own resources or bringing them in their 
own sanitised pencil case avoids the need for generic sanitising. 
*Guidance still maintains that where possible, individual equipment such 
as pencils and pens are not shared.  

SLT 
Office staff 

Trainee teachers will continue to be welcomed into our academies as 
normal. They will have a mentor and be able to support with class 
interventions (when they are able to) and will be able to teach full classes 
at the agreed time. 
 

The SCITT is a critical part of our work, developing the next phase of 
teachers. As our SCITTs do not travel between schools and always attend 
their University training and GES at a central location, as long as they 
respect social distancing they will be safe to be based in our school as 
they are no different to their usual class teacher. 

SLT 
Teachers 
SCITTs 
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Pupils  

Scoping exercise: 
To ascertain the pupils’ state of mind and individual circumstances in order to establish the safest return possible, we have carried out the following scoping: 

• Pupil wellbeing questionnaire outcomes suggested- 
o Pupils feel scared and worried about the virus and have found their time away from school boring, lonely, strange and busy.  A small minority of the pupils asked have 

found the time with family enjoyable 
o The majority of pupils have indicated that they are excited to have come back to school  
o The pupils main worries are if they or their family members will get the virus 
o Many pupils are tired of hearing about COVID-19 and want to get to some sort of normality 

• Class Dojo evidence tells us that pupils have enjoyed learning at home and have completed the work set by the adults.  They have liked being able to speak to the teachers on 
Class Dojo through the messaging system and this has provided support for these pupils 

• Telephone contact with pupils reassured them that school were thinking about them and also made teachers aware that the majority of pupils missed school and were looking 
forward to coming back. 

• Parents have previously responded positively to the pupils coming back and have commented on how happy their children have been.   
 

Strategy Rationale (where necessary) Responsible/Resources 

Pupil mental health and wellbeing will be addressed within the first 
week of school/their return. (See wellbeing section above) 

- - 

Attendance:  
- Children are required to attend school full time from Monday 

to Friday.  
- Continue to operate our attendance strategy  
- All leaders acknowledge the need to begin contacting some 

families to remind them about school routines during the week 
commencing 8th March 2021 

- As some children will be worried about returning after this 
long period of absence, positive video messages about school 
will be sent to them over the coming weeks.  

As children will have been absent from school for more than 20 weeks some 
could possibly struggle to return to their normal routines.  Guidance states 
that ‘Returning to school is vital for children’s education and for their 
wellbeing.  Time out of school is detrimental for children’s cognitive and 
academic development, particularly for disadvantaged children.’ 

School Business Manager 
Office Admin 
Site manager and cleaning 
team 

Punctuality: 
- Pupils must arrive on time 
- Late pupils will arrive through the main office. 8:50 for Years 1-

6 and 9.00 for Reception pupils. 

Discourage late arrivals, adhering to social distancing and keeping bubbles 
separate. 

SLT 
Attendance Lead (Family 
Liaison) 

- Pupils return to uniform Sense of identity and belonging 
Uniforms are hard wearing and easy to clean 
Staff will need to be vigilant to ensure clean uniform is worn each day. 

School Business Manager 
Office Admin 
Class teachers 
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Class Dojo will continue to operate to support home learning as a 
homework mechanism  

Pupils have responded well to the home learning and this will enhance the 
learning taking place within the classroom as the homework can be made 
bespoke to them.  

IT Lead 
Class teachers 

 

Information for Parents 

Scoping exercise: 

• Over the last 4 months we have made significant developments with our use of online contact through the platform of Class Dojo. This has developed and strengthened the 
positive working relationship already in place between home and school.  

• Parents have been able to ask questions to the class teachers throughout lockdown and this has reassured any parents who had concerns their children returning to school 

• Parents have been very positive, although many have taken considerable time to understand and to follow our guidance. 

• Parents have praised the thorough risk assessment that school has put in the place, with many fears and worries being alleviated through this work.  Parents have spoken 
positively about their children returning to school. 

Strategy Rationale (where necessary) Responsible/Resources 

Information shared with parents in advance: 
o Opening times (staggered) 
o Menus 
o Uniform updates 
o Planners 
o Lunchboxes must be hard plastic cases which can be 

sanitised where necessary  
o Video of routes in to school for children in different 

year groups – phase leaders perhaps 

Families have a clear understanding of expectations before the school day as 
this will eliminate groups of children and families mixing.  This will also 
prevent SLT spending time speaking to families which could potentially take 
them away from supporting the opening of school 

School Business Manager 
Office Admin 
Site manager and cleaning 
team 

Breakfast club will restart from March 8th dependent on completion of 
building works. This will only be for key worker and vulnerable families 
and numbers are likely to reduce to 30.  Pupils must be kept in year 
group / class bubbles during this time and an allocated space will be 
provided.  HLTAs will be required to support with their year group 
bubbles from 8:00am.    

*As per guidance schools may allow mixing into wider groups for 
wraparound care.  School must, where possible, ensure that pupils remain in 
their allocated bubbles during this time to prevent the spread of the virus.  
Keeping max numbers to 30 will support this arrangement 

School Business Manager 
(Staffing and resources) 
Pastoral team to decide 
families according to need 
Office Admin 

Whilst we still agree to minimise visitors wherever possible, meetings 
can be held as long as visitors (such as parents) adhere to the risk 
assessment in place. 

The risk assessment will ensure the school is safe. Seeing parents in person 
has always proved more effective and beneficial for our family relationships. 

Principal 
SLT 
 

Crèche will remain closed Due to the inconsistency of the staffing within this outside agency offer, 
these adults cannot be guaranteed. In addition, this provider works across 
multiple venues and therefore it cannot be guaranteed that they are social 
distancing or virus carriers from one establishment to the next. 

School Business Manager 
Office Admin 
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Classroom and wider routines 

Scoping exercise: 

• In our smallest classroom (Year 2) we can only seat 30 pupils with the recommended 1m distance if they are seated shoulder to shoulder. Any other arrangement removes a 
gap which is sufficient for safe adult movement around the room. 

• There are 16 tables x 12 seats but pupils cannot sit opposite one another for more than 15 mins or screens required. We will use blank seats meaning a total of 96 available 
seats. Groups can be matched according to school dinner and PL requirements. Eg Year 1 - 60 meals will be matched with Year 4 - 27 meals and therefore 96 seats including a 
gap for bubble separation. See table: 

Year Group School Meal Packed lunch 

EYFS 60 0 

Year 1 
Year 4 

57 
29 

0 
33 

Combined 86 - (Separate classes) 

Year 2 
Year 5 

55 
34 

4 
24 

Combined 89 - (Separate classes) 

Year 3 
Year 6 

40 
34 

19 
26 

Combined 74 - (Separate classes) 
 

 

 

Strategy Rationale (where necessary) Responsible/Resources 

Ventilation: Windows must be open where possible. 
Air conditioning can be used if necessary. 
Doors do not need to be propped open. 

Research suggests good ventilation, reduces the risk of 
transmission of the virus. 
 

Teachers 
Support staff 

Milk and fruit for EY and KS1 will be ordered. Milk and fruit need to be 
distributed by an adult not a child. 
 

*As per guidance by reducing the number of people coming into  
contact with each other along with ensuring hygiene measures are 
maintained 

Business Manager  
Teachers 
Support staff 

Pupils must not share cups for drinks at the classroom sink under any 
circumstances 
 

*As per guidance by not sharing cups reduces the number of 
contact between pupils and therefore reduces the transmission of 
the virus  

Teachers 
Support staff 

Fast track lunch ordering will return, pupils will be ordering hot 
lunches. This keypad system will be managed by one single adult and 
the screen will be sanitised both before and after ordering is 
completed. 

Enhanced cleaning arrangements are in place to prevent the 
spread of coronavirus and with only one adult carrying out this 
task, ensures the risk of transmission is reduced 

Teachers 
Support staff 

Adults to be assigned to ‘toilet duty’ to monitor pupils going into *As per guidance minimising contact and mixing between people Teachers  
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occupied spaces. Morning break will occupy three staggered times to 
prevent pupils ‘crossing’ or being in close contact. These times will be 
10.05am, 10.25am and 10.45am and pupils will remain in their 
separate bubbles. Pupils will not share toilets (see toilet routines for 
their restrictions) 

reduces transmission of coronavirus and this will ensure this does 
not happen 

Support staff 

Break and lunch timings must be adhered to (see tables below) and 
routes followed for departure and entry to the building (see Appendix 
2: timetabled arrangements). Toilet arrangements: during these times 
(see Toilets subsection) 

In line with the guidance, in order to ensure that there is no mixing 
of bubbles, break and lunch times are timetabled along with routes 
which staff and pupils will follow 

School Business Manager  
Support staff 

 

Break arrangements 

Time Year Group  Location 
Staff 

M T W Th Fr 

10.05-10.20 
Year 1 Main Playground SH/VM/EC SH/SC/EP SH/VM/EC SH/SC SH/SC/EC 

Year 4 Green area SN/CS/EH SH/CS/EH SN/CS/EH SH/CS/EH SN/CS/EH 

10.25 -10.40 
Year 2 Main Playground LJ/ZM/EF/LH GF/ZM/EF/VC LJ/ZM/GF/LH GF/LJ/EF/VC GF/ZM/EF/LH 

Year 5 Green area/Outside classroom MH/KP MH/KP MH/KP MH/KP MH/KP 

10.45 – 11.00 
Year 3 Main Playground HB/MS HB/MS HB/MS/KG JM/EP HB/MS/KG 

Year 6 Green area/Outside classroom NB/AM/ML AD/UN/ML NB/AM/UN AD/AM/ML NB/AM/UN 
 

Dining arrangements 

Year Group Dining Hall Outdoors 

EYFS 11.40-12.00 12.05-12.30 

Year 1 and Year 4 12.10-12.30 12.30-1.00 

Year 2 and Year 5 12.35-12.55 12.00-12.30 

Year 3 and Year 6 1.00-1.20 1.20 - 1.50 
 

Lunchtime outdoor arrangements 

Time Year Group  Location Staff 

12.00-12.30 EYFS EYFS outdoor/Secret Garden SU, SM, LJ, DC 

12.00-12.30 
Year 2 Main Playground ZM, EF, GF, NA 

Year 5 Green area SB, EP 

12.30-1.00 
Year 1 Main Playground SH, VM, AK 

Year 4 Green area/Outside classroom EP, SN 

1.20 - 1.50 
Year 3 Main Playground SS, KG 

Year 6 Green area/Outside classroom ML, AM 
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Teaching and learning including Curriculum Recovery 

• For the first four weeks, high quality teaching and assessment for learning will be the tool used to identify gaps 

• We will not rush into providing interventions. This will be something that will be established as the needs of the children emerge after we have supported them in their return 
to school.  

• Where required, before/after school booster classes may be arranged however currently we do not have plans to formally extend the school day.  

• SEND interventions will start back up after Easter. If children were part way through interventions, these will be reviewed and restarted appropriately. Behaviour plans will be 
reviewed and restarted.  

• More able pupils should not be forgotten and those on track to achieve high standard/greater depth should be supported to achieve this. 

• (HL)TAs and or teachers supporting individual pupils in classes or answering queries and questions should do this side on not face on. 

• Pupils will work solely in their own exercise books and planners 

• Planners and books will remain in pupil trays and not go home 

• Teachers will mark work using live marking and will use stickers to write comments which are then stuck in books. If this part of lesson involves handing to one pupil and moving 
to next consider gloves. 

• Where possible all pupil books remain in school including marking  Expectations of marking will follow the Trust’s agreed approach: 
o Live marking can be completed by the class teacher.  This will be done over the shoulder (not face to face where possible) of a child and feedback will be written on a 

white, sticky name label.  This will be stuck into books by a child in the moment.   
o Distance marking will be completed in school where possible.  Staff can take books home but we will try to limit this. 
o Books will be left open by children.  Teachers will collect in open books.  Teachers will wash their hands before starting marking and immediately after marking.  

Teachers should continue to utilise the mark sheets (in line with our marking policy) to limit the amount of contact with children’s books and provide tailored feedback 
sessions for the following day 

• Teachers will plan as normal  

• Core subjects continue. Reading of books must be shared under visualiser unless sufficient books for one per pupil. Must keep the same book once issued. 

• Differentiation is expected and will take the usual 3 tiered format. 

• After school CPD meetings will continue via Teams/Zoom 

• Assemblies will be streamed each day by different member of SLT and could also be recorded to be viewed at a different time.  

• PE will be structured session led by PE Teacher with support of class teachers/support staff 

• IT equipment, laptops, iPads, iPods must not be shared under any circumstances by staff or pupils 

• At the end of a teaching day, the staff member must wipe down their desk area and computer if this is a shared classroom. 

• Leaders will return to monitoring the quality of provision. This will be down to school leaders to decide but broad agreements were that: 
o SLT can conduct lesson observations but they must adhere to social distancing where possible. Different SLT members will try not visit the same classroom on the same 

day; 
o Pupil voice interviews can go ahead as long as children are sitting an appropriate distance away from the leader if face to face; 
o Books will be left open for leaders to look at on designated nights of the week. Leaders will wash their hands before looking at books and immediately after they have 

finished.  
 
 
Summative Assessment 
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• No formal assessments will take place in the Spring Term.  
 
Rewards and Positive Discipline 

• PD system will remain absolutely intact. Pupils will receive star stamps following the PD system.  

• Poor behaviour will result in warnings and pupils missing their break and lunchtime.  The pupil will go outside and stand against the wall as this will provide fresh air for the child 
which is proven to slow the transmission of the virus. 

• Poor behaviour will be communicated to the parent by a member of SLT. Should the behaviour not improve, a further meeting will be held and a decision may need to be made 
about the most appropriate next steps for the individual in line with the school PD policy. 

• Any child who has had historic incidents requiring team teach handling will require a detailed risk assessment along with a clear discussion with parents outlining our 
expectations. If we decide that the level of risk is high we will require a meeting with the family. 

• Gold book weekly celebration prizes/certificates will be awarded weekly and will be streamed to classes on a Friday morning by a member of SLT 

• We will not use the pupil of the week lanyards or school council lanyards for the foreseeable future 

• Red reports will be in place for pupils who do not follow the Golden Rules.  Pupils will not sit outside the Principals at this time due to them needing to have fresh air throughout 
the day.  They will stand in a designated area in the playground allowing them time to think and reflect on their behaviour.  

 
Wider Curriculum Recovery 
 
At Hillcrest Academy, we fully recognise that all of the pupils have missed a significant proportion of the academic year, and therefore will be at a significant disadvantage when 
compared with previous cohorts. Throughout the wider curriculum, the skills will be taught as usual, following the well-sequenced curriculum plans already implemented which 
ensures that skills are revisited to enable pupils to master them over the course of their time at Hillcrest Academy. We firmly believe that having missed such a significant proportion of 
their previous year in school along with almost a term this year, pupils will be at more of a disadvantage with regards to the knowledge that they know and can understand; with this in 
mind, we have allocated the end of the Spring term for a  
 
The overview below outlines these gaps and subsequent ways in which teachers will impart knowledge and allow time for pupils to apply their knowledge. 
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Appendix 2.1 and 2.2 

Year group Route into building Route out of building 

Nursery Directly through external Nursery door Directly through external Nursery door 

Reception Directly through external Reception door Directly through external Reception door 

Year 1 Directly through external classroom doors Directly through external classroom doors and line up in playground 

Year 2 Through door at foot of stairwell 3 (by outside steps) and into KS1 corridor Through KS1 corridor to door at foot of stairwell 3 (by outside steps) and 
line up in playground 

Year 3 Through Lower Hall door and into main hall to Year 3 cloaks From classroom to Year 3 cloaks then out through Lower Hall door, down 
steps to line up in playground 

Year 4 Through Lower Hall door and into main hall, direct to classrooms From classroom out through Lower Hall door, down steps to line up in 
playground 

Year 5 Use stairwell 2 near Kitchen, up staircase and across Upper Hall to Year 5.  From classrooms cut across hall and return against usual flow out of class to 
Biodome holding area 

Year 6 Use stairwell 2 near Kitchen, up staircase and across Upper Hall to Year 6 From classrooms cut across common room and return against usual flow out 
of class to Biodome holding area 

 

Year group Route for breaktime Route for lunchtime  

Reception N/A Through Nursery prior to cleaning at 11.30 (Nursery finished at this time) 
and then to return back the same direction all together before Nursery 
begins at 12.30pm  

Year 1 Directly through external classroom doors onto the playground Along the KS1 corrior, turn left past the Year 2 classroom and up stariwell 3 
past the PE store. 

Year 2 Along the KS1 corrior and out through the door at foot of stairwell 2 (by 
outside steps) 

Along the KS1 corrior and out through the door at foot of stairwell 2 (by 
outside steps) Pupils will line up outside the lower hall door to come in for 
dinner at 12:35 

Year 3 Through Lower Hall on the righthand side and out through the lower hall 
door into the playground 

Through the Lower Hall on the righthand side. 

Year 4 Through Lower Hall on the lefthand side and out through the main hall door 
into the playground.  Walk through the middle of the playground to the 
Green Area 

Through the Lower Hall on the lefthand side.  

Year 5 Across Upper Hall to Year 6 and down stairwell , past the Assistant Principal 
office, throught the lower hall out through the lower hall door into the 
playground.   Walk through the middle of the playground to the Green Area 

Across Upper Hall to Year 6, down stairwell 2 and out through the door at 
foot of stairwell 2 (by outside steps).   Pupils will line up in the Biodome area 
to come in for dinner at 12:35 

Year 6 Walk down stairwell 3 and out through the door at foot of stairwell 3 (by 
outside steps).  Walk through the middle of the playground to the Green 
Area 

Across Upper Hall to Year 6 and down stairwell 2.  Turn left at the hall and 
enter the hall from here. 
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Year 1 routes out 
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Year 2 routes out 
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Year 3 routes out 
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Year 4 routes out 
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Year 5 routes out 
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Year 6 routes out 
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Time All Day Cleaner Responsibilities  Additional Cleaning Responsibilities 

8:30 Clean and restock staff toilets   

• Opposite Photocopying Room 

• Half landings 

  
 

9.00 Clean all door plates and communal surfaces 
on first floor 

Clean all door plates and communal surfaces 
on ground floor 

Clean all door plates and communal surfaces 
on basement level 

9.45 Check pupil toilets (stocked and clean) Clean staff room surfaces and staff toilets next 
to Principals office following morning use 

Clean all stairwells and wipe handrails and 
doors following morning use 10.00 Clean Key Stage 1 toilets and 3/4 toilets 

10:15 Clean Year 5/6 toilets Morning break 

10:30 Clean Reception toilets while outside  Clean Nursery toilet while pupils outside Clean photocopier and surfaces 

10:45 Morning break Clean Key Stage 1 toilets Clean staff toilets 

11:00 Clean 3/4 toilets and Year 5/6 toilets  Clean all stairwells, wipe handrails and 
doorplates following break use. 11:30 Cleaning Nursery – tables and toilets 

12.00 Clean Reception toilets   

12:15 Clean Key Stage 1 toilets 

12.30  Clean Year 5/6 toilets   

1.00 Clean 3/4 toilets and Staff toilets 

1.30 Clean Year 5/6 toilets   

1.45 Lunch 

2.15 Toilet check in all pupil toilets and surface 
wipe. Check Key Stage 1 fridges 

Clean all stairwells, wipe handrails and 
doorplates following morning use 

 

3.00 Resume usual cleaning rota Resume usual cleaning rota Resume usual cleaning rota 


