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The purpose of this document is to communicate to staff in so far as is possible, the main day 
to day operations across the school. It cannot cover every eventuality, nor can it cover those 

times when we have to be responsive and adaptable. In those cases, there will need to be 
communication separately. This will be minimized and in the majority of cases come from JA 

via email and also where appropriate virtual briefings. These virtual briefings may be called 
with little notice i.e. in the instance that we have a positive case in school but we will not 

overuse the Tuesday sessions as it is important that this time is for our professional learning 
and development.   
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DATE OF CHANGE DESCRIPTION OF CHANGE 

23.9.20 V2 P9 – changes about doors being shut after school; P10- PE changing rooms; 
P13 – enhanced cleaning clarity of pinch points; P14-15 – advice on 
coats/jumpers; P15 – guidance about getting a test; P20 Remote learning 
changes and updated E-Safety document; P23 – Guidance about testing if 
you are poorly; P25 – Uniform; P26 –One way system clarity; P27 – no. of 
changes re: dinner time and break time; P32 – EAL multi-lingual room 
change for year groups; P 33 KS4 – changes online. 
All changes highlighted in yellow. Sent to staff 23.9.20 and in policy area. 

30.10.20 V3 P4 – new system about keeping spaces well ventilated; P4+5 updated 
government language about risk; P9 – update on face coverings; P10 
removed some old guidance about how we have to tell pupils to take face 
coverings off as contradictory; P10 – updated hand sanitiser stations; P10 
removed obsolete information re: foggers and updated to reflect practice; 
P11 – updated about PE kit; P15 - updated about uniform and layering up 
and what to do if pupils have hoods up; P15-16 – significant changes to how 
we are able to mix over the next four weeks; P16-17 – updated information 
on ventilation; P19 – NHS Covid App; P20 – updated about who we will ask 
to self-isolate; P23 – updated guidance on remote learning; P25 updated 
guidance on setting work when individuals are self-isolating; P28 – updated 
information on childcare; P38 – update to 80:20 model; P39-40 – updated 
to mimimise staff contact and guidance on use of offices 

10.12.20 V4 P5 – Update with DfE instruction on from 27 November; p7 – new guidance 
in terms of households and how long they have to isolate for (changed all 
the way through); P9 – clarity about what staff should do regarding face 
masks; P15 – clarity about PE hoodies; P15 – Note that the physical 
distancing for staff remains in place; P18 -  added the new guidance in for 
close contacts;  P19 – changes made to number of days required for self-
isolation; P21 – update about P24 – Note about remote learning; Removed 
information which is out of date as now common practice; P26 – updated 
personnel; P31 – important change to break time; P33 – change to the 
timings of libraries; P37 – Took out the pattern for online learning; 

21.2.21 V5 P4 Introduction changes to reflect new wording; P4-5 changed to fit in with 
where we are now and added in asymptomatic testing; P5 systems of 
controls has changed; P5 added in information about risk assessments; P7 
language changed in terms of systems of control; P8 taken out the fact that 
we can now use the small office at the front of the building; P9 guidance on 
masks; P10 personnel change to J Richmond; P11 guidance related to PE kits 
and practical lessons; P12+13 guidance on grouping and how we will 
address this; P16 notes on uniform and staff bubbles; P19 information on 
testing; P20 updated info on test and trace; P21 update on importance of 
surnames, changed where covid addendum to visitors is located, updated 
what close contact means; P22 reiterated importance of surnames on 
seating plans; p23 changes to which pupils we send home if someone is 
positive; p23-25 whole raft of additional information; p27 – changes to 
remote learning; p31 changes to PE kit; P33 changes about form room sat 
dinner; p34 changes to food served at break; p35 changes to form room; 
p37 change to additional needs. 
Where there are changes to government guidance I have highlighted these 
in the document in yellow and changes operationally in green. 
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12.5.21 V6 P5 Updated to reflect new picture – note PHE say no difference needed in 
system of controls for new variants; P8 clarity on fact PCR results overrides 
LFD; P9 Face coverings – not used in classrooms and communal areas by 
pupils or staff, staff still have to wear in communal areas, pupils have to 
wear on transport; P11 note that we will still be continuing our cleaning 
regime; P12 – note to identify all practical  lessons taking place; P12-14 – no 
changes to way we run classes and/or one way systems; P16 – info re: coats 
and hoodies; P17 – staff bubbles important info on there re who you can be 
with; P19 – Lateral Flow Device info; P22 – Term Time Holidays; P23 Info re: 
Clinically Extremely vulnerable pupils and staff, clinically vulnerable and 
important info re individual risk assessments that staff have to act upon; 
P29 – info re: outdoor clothing; P31 – Clarity re: when one-way system 
stops; P33 – clarity when break and dinner will stop. 
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INTRODUCTION 
Government guidance establishes that all staff and students should now be attending school.  
 
• review and where necessary, update your risk assessment  
• make sure you are following the system of controls to minimise the risk of infection, including 
engaging with the asymptomatic testing.  
• have a contingency plan in place for outbreaks in your school or changes in restrictions   
• communicate any changes in your processes to parents.  
 
Specific changes include:  
• face coverings 

 Attendance – advice on pupils who are abroad 

 Pupils travelling to the UK from abroad 

 Educational visits 

 Wraparound provision and extra-curricular activity 

 Music, dance and drama and school – performances 

 Pupil wellbeing and support 

 State-funded school inspection 
 
 
System of controls  
PHE advice remains the way to control this virus is with the system of controls, even with the new 
current variants. 
 
In this section where something is essential for public health reasons, as advised by Public Health 
England (PHE), we have said ‘must’. Where there is a legal requirement we have made that clear. 
This guidance does not create any new legal obligations.  
 
This is the set of actions you must take. They are grouped into ‘prevention’ and ‘response to any 
infection’.  
 
If you follow the system of controls, you will effectively reduce risks in your setting and create an 
inherently safer environment.  
 
These additional measures will be reviewed in partnership with health experts to decide whether 
evidence suggests that these measures can be eased ahead of the summer term.  
 
Prevention  
 
You must always:  
1) Minimise contact with individuals who are required to self-isolate by ensuring they do not attend 
the school.  
2) Ensure face coverings are used in recommended circumstances.  
3) Ensure everyone is advised to clean their hands thoroughly and more often than usual.  
4) Ensure good respiratory hygiene for everyone by promoting the ‘catch it, bin it, kill it’ approach.  
5) Maintain enhanced cleaning, including cleaning frequently touched surfaces often, using standard 
products such as detergents.  
6) Consider how to minimise contact across the site and maintain social distancing wherever 
possible.  
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7) Keep occupied spaces well ventilated.  
 
In specific circumstances:  
8) Ensure individuals wear the appropriate personal protective equipment (PPE) where necessary.  
9) Promote and engage in asymptomatic testing, where available.  
 
Response to any infection  
You must always:  
10) Promote and engage with the NHS Test and Trace process.  
11) Manage and report confirmed cases of coronavirus (COVID-19) amongst the school community. 
12) Contain any outbreak by following local health protection team advice. 
 
System of controls 
Implementing the system of controls, creates a safer environment for pupils and staff where the risk 
of transmission of infection is substantially reduced. The way to control this virus is the same, even 
with the current new variants. Working with PHE, we continually review the measures, which are 
informed by the latest scientific evidence and advice and update our guidance accordingly.  
 
You must comply with health and safety law and put in place proportionate control measures. To 
meet these obligations you must:  
• review your health and safety risk assessments in light of this refreshed guidance  
• make any necessary changes to your control measures applying the system of controls 
 
Risk assessment  
Employers have a legal duty to protect people from harm. This includes taking reasonable steps to 
protect staff, pupils and others from coronavirus (COVID-19) within your school. You must 
implement sensible and proportionate control measures which follow the health and safety 
hierarchy of controls to reduce the risk to the lowest reasonably practicable level.  
 
You must regularly review and update your risk assessments - treating them as ‘living documents’ - 
as the circumstances at your school and the public health advice changes. This is particularly 
relevant as you prepare to welcome back more pupils. This includes having active arrangements in 
place to monitor that the controls are:  
 
• effective  
• working as planned  
 
You must notify your staff and their health and safety representatives of review outcomes. 
 
https://www.gov.uk/government/publications/actions-for-schools-during-the-coronavirus-
outbreak/annex-a-health-and-safety-risk-assessment 
 
Guidance is above via the link on the health and safety risk assessments (my italics). 
 
 
  
 
 
  
  

https://www.gov.uk/government/publications/actions-for-schools-during-the-coronavirus-outbreak/annex-a-health-and-safety-risk-assessment
https://www.gov.uk/government/publications/actions-for-schools-during-the-coronavirus-outbreak/annex-a-health-and-safety-risk-assessment
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Systems of controls - Prevention 

Minimise contact with individuals who are required to self-isolate by ensuring they do 

not attend the school 
Ensuring that students, staff and other adults do not come into the school if they have coronavirus 
(COVID-19) symptomsI, anyone in their household or support bubble has Coronavirus symptoms, 
they are required to quarantine having recently visited countries or they have had a positive test or 
been in close contact with someone who tests positive for Covid-19.  
 
They must immediately cease to attend and not attend for at least 10 days from the day after:  
 
• the start of their symptoms  
• the test date if they did not have any symptoms but have had a positive test (whether this was a 
Lateral Flow Device (LFD) or Polymerase Chain Reaction (PCR) test) (If an LFD test is taken first , and 
a PCR test is then taken within 2 days of the positive lateral flow test, and is negative, it overrides 
the LFD test and the pupil can return to school). 
 
You must follow this process and ensure everyone onsite or visiting is aware of it. 
 
Anyone told to isolate by NHS Test and Trace or by their public health protection team has a legal 
obligation to self-isolate. 
 
All staff, students and parents will be made aware of this through regular communication. We will 
use phone calls, social media and also work with our community partners to ensure that the 
message is clear for our families. 
 
If anyone in your school develops a new and continuous cough or a high temperature, or has a loss 
of, or change in, their normal sense of taste or smell (anosmia), you:  
 
• must send them home to begin isolation - the isolation period includes the day the symptoms 
started and the next 10 full days  
• advise them to follow the guidance for households with possible or confirmed coronavirus (COVID-
19) infection  
• advise them to arrange to have a test as soon as possible to see if they have coronavirus (COVID-
19)  
 
Other members of their household (including any siblings and members of their support or childcare 
bubble if they have one) should self-isolate. Their isolation period includes the day symptoms 
started for the first person in their household, or the day their test was taken if they did not have 
symptoms, whether this was a Lateral Flow Device (LFD) or Polymerase Chain Reaction (PCR) test), 
and the next 10 full days. If a member of the household starts to display symptoms while 
selfisolating they will need to restart the 10 day isolation period and book a test. 
 
If anyone tests positive whilst not experiencing symptoms but develop symptoms during the 
isolation period, they must restart the 10 day isolation period from the day they developed 
symptoms. 
 
Anyone with Covid symptoms will follow the procedures as laid out in our Risk Assessment – THEY 
MUST NOT BE SENT TO THE MEDICAL ROOM BUT MUST BE SENT TO THE CONFERENCE ROOM AT 
THE FRONT OF THE BUILDING. The window must be opened in the conference room. This will mean 
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that the Conference room will be out of action until these measures are reduced. The Conference 
room cannot be used for meetings as well as it does not allow staff to keep 2m apart. 
 
Any members of staff who have helped someone with symptoms and any pupils who have been in 
close contact with them do not need to go home to self-isolate unless they develop symptoms 
themselves (in which case, they should self-isolate and arrange a test) or if the symptomatic person 
subsequently tests positive (see below) or they have been requested to do so by NHS Test and Trace. 
Any member of staff who treats a person (pupil or member of staff) with Covid symptoms will wear 
full PPE and all First Aiders have been trained in how to wear this. Only one first aider needs to 
attend, they should notify the office immediately for parents to collect and notify Engie via Lisa 
Ripley so that the conference room can be cleaned. If they have used the bathroom in reception 
whilst they are waiting, this needs to be taped off immediately so that it can be cleaned by Engie. 
Each First Aider in areas whereby it is more likely a child can injure themselves i.e. Science, Tech, PE 
has PPE in those areas. Joanne Loughlin is overseeing this and any questions should be directed to 
her. 
 
As is usual practice, call 999 if someone is seriously ill. If the first aider needs a second opinion then 
call for another first aider who will also wear PPE if they are in the vicinity of the child with 
symptoms. 
 
Janice Allen and Lisa Ellis must be notified. Text me on 07966 628604 or tell me directly. 
 
Everyone must wash their hands thoroughly for 20 seconds with soap and running water or use hand 
sanitiser after any contact with someone who is unwell. The area around the person with symptoms 
must be cleaned with normal household bleach after they have left to reduce the risk of passing the 
infection on to other people. https://www.gov.uk/government/publications/covid-19-
decontamination-in-non-healthcare-settings/covid-19-decontamination-in-non-healthcare-settings 
 
 
Public Health England is clear that routinely taking the temperature of pupils is not recommended as 
this is an unreliable method for identifying coronavirus (COVID-19). 
 
Please see Appendix One for a flow chart of this  
 

Ensure face coverings are used in recommended circumstances 
Based on the current state of the pandemic and the positive progress being made, it is no longer 

necessary to recommend the additional precautionary face covering measures put in place from the 

8 March.  

From 17 May, in line with Step 3 of the roadmap, face coverings will no longer be recommended for 

pupils in classrooms or communal areas in all schools. Face coverings will also no longer be 

recommended for staff in classrooms.  

In all schools we continue to recommend that face coverings should be worn by staff and visitors in 

situations outside of classrooms where social distancing is not possible (for example, when moving 

around in corridors and communal areas).  

Where schools are delivering education and training, including extra-curricular activities and 

wraparound childcare, in a community setting (for example, library or community centre), staff and 

pupils will be exempt from the legal requirement to wear a face covering if they are in a private 

room or the premises has been exclusively hired for the sole use of its pupils and staff.  

https://www.gov.uk/government/publications/covid-19-decontamination-in-non-healthcare-settings/covid-19-decontamination-in-non-healthcare-settings
https://www.gov.uk/government/publications/covid-19-decontamination-in-non-healthcare-settings/covid-19-decontamination-in-non-healthcare-settings
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The reintroduction of face coverings for pupils, students or staff may be advised for a temporary 

period in response to particular localised outbreaks, including variants of concern. In all cases, any 

educational drawbacks should be balanced with the benefits of managing transmission. The Local 

Action Committee structure (bronze/silver/gold) should be used in such circumstances to re-

introduce the use of face coverings. Immediate outbreak response (at the level of individual settings 

or a cluster of settings) remains for local directors of public health to advise on.  

Children and young people aged 11 and over must still wear a face covering on public transport. In 

accordance with advice from PHE, they must also wear a face covering when travelling on dedicated 

transport to secondary school or college. This does not apply to children and young people who are 

exempt from wearing face coverings. 

Exemptions 

 Some individuals are exempt from wearing face coverings. This applies to those who:  

• cannot put on, wear or remove a face covering because of a physical impairment or disability, 

illness or mental health difficulties  

• speak to or provide help to someone who relies on lip reading, clear sound or facial expression to 

communicate  

The same exemptions will apply in education and childcare settings and you should be sensitive to 

those needs, noting that some people are less able to wear face coverings and that the reasons for 

this may not be visible to others.  

Access to face coverings  

Due to the increasing use of face coverings in wider society, staff and pupils are already likely to 

have access to face coverings. PHE has also published guidance on how to make a simple face 

covering.  

You should have a small contingency supply available for people who:  

• are struggling to access a face covering  

• are unable to use their face covering as it has become damp, soiled or unsafe  

• have forgotten their face covering  

No pupil should be denied education on the grounds that they are not wearing a face covering. 

 Safe wearing and removal of face coverings  

You should have a process for when face coverings are worn within your school and how they should 

be removed. You should communicate this process clearly to pupils, staff and visitors and allow for 

adjustments to be made for pupils with SEND who may be distressed if required to remove a face 

covering against their wishes.  

Safe wearing of face coverings requires the:  

• cleaning of hands before and after touching – including to remove or put them on  

• safe storage of them in individual, sealable plastic bags between use  
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Where a face covering becomes damp, it should not be worn, and the face covering should be 

replaced carefully. Staff and pupils may consider bringing a spare face covering to wear if their face 

covering becomes damp during the day. You must instruct pupils to:  

• not touch the front of their face covering during use or when removing it  

• dispose of temporary face coverings in a ‘black bag’ waste bin (not recycling bin)  

• place reusable face coverings in a plastic bag they can take home with them  

• wash their hands again before heading to their classroom  

Separate guidance is available on:  

• preventing and controlling infection, including the use of PPE, in education, childcare and 

children’s social care settings 

 

Ensure everyone is advised to clean their hands thoroughly and more often than usual 
The government guidance states that “Coronavirus is an easy virus to kill when it is on skin.” This is 
why regular handwashing and hygiene is important.  
 
Pupils will be reminded to wash their hands regularly throughout the day. Due to the number of 
pupils in the building and to minimise the impact on the toilets there will be hand sanitiser in every 
classroom and on tables in the Heartspace. As pupils move to each classroom they will use the hand 
sanitiser in each classroom. However, we will encourage all pupils to bring their own hand sanitiser. 
There are posters in every toilet to remind pupils and staff about this.  
 
After each lesson, the member of staff will spray desks where pupils have sat and pupils will take 
one piece of kitchen roll or a paper towel to clean their desk. They will put this in the bin as they 
leave the classroom. 
 
We have also purchased hand sanitiser dispensers which are placed around the building in high 
occupancy areas. 
 
If you go into a classroom and find that the necessary hygiene equipment is not there, please 
contact Lisa Ripley. Equally, if you feel that it is running low, please contact Lisa Ripley so we can 
ensure it is replenished. In the absence of Lisa Ripley, please report to Jenny Richmond. It is all our 
responsibility to make sure the health and safety measures are followed and this includes not 
walking past if we see that things that should be there aren’t there. For example, soap not being in 
the staff toilets – please notify. 
 
There doesn’t appear to be much change here in the guidance, therefore we continue with the 
procedures we have in place in classrooms. 
 
 

Ensure good respiratory hygiene for everyone by promoting the ‘catch it, bin it, kill it’ 

approach 
Everyone must ensure good respiratory hygiene by promoting the ‘catch it, bin it, kill it’ approach. 
Everyone will be advised to use a tissue to catch a sneeze; cover their mouth and nose with tissue or 
sleeve (not their hands) when sneezing; all used tissues must be placed straight in the bins in the 
classroom or toilets which will be emptied twice daily. Staff should remind students to avoid 
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touching their face as much as possible throughout the day. Tissues will be provided in every 
classroom and regularly checked and topped up. Students have also been asked to provide their own 
tissues.  
 

Maintain enhanced cleaning, including cleaning frequently touched surfaces often, 

using standard products, such as detergents 
We have had a disinfectant fogger donated by Engie and they have a fogger of their own. We have 
purchased four more foggers. They are based in the following areas: 
 

 PE – to help with the changing rooms and resources so that they can be used 

 Tech – to clean through the resources so that they can be used more frequently 

 Art/Dance/Drama – to use on resources so that they can be used more frequently 

 Science – to use with resources so that they can be used more frequently 

 General – for us to use in areas of high frequency i.e. pinchpoints on corridors. 
 
The use of the foggers and the times that it should be done are planned within these teams and 
under the guidance of Simon Ward. 
 
All practical lessons are taking place and all children are expected to change into their PE kit. 
 
Engie have taken on extra staff and have enhanced cleanliness across the building. Staff can help by 
keeping worksurfaces clear and ensuring if they are the last person in a room tables and 
worksurfaces are clear with paper and books piled neatly. We are all responsible individually and 
collectively for health and safety within our school and therefore we must not wait for the cleaning 
to be undertaken by Engie. 
 

Consider how to minimise contact across the site and maintain social distancing 

wherever possible 
Minimising contacts and mixing between people reduces transmission of coronavirus (COVID-19). 
Schools must do everything possible to minimise contacts and mixing while delivering a broad and 
balanced curriculum. 
 
The overarching principle to apply is reducing the number of contacts between children and staff. 
This can be achieved through keeping groups separate (in ‘bubbles’) and through maintaining the 
distance between individuals. These are not alternative options and both measures will help, but the 
balance between them will change depending on: 
 

 children’s ability to distance 
 the lay out of the school 
 the feasibility of keeping distinct groups separate while offering a broad curriculum 

(especially at secondary) 
 

It is likely that for younger children the emphasis will be on separating groups and for older children, 
it will be on distancing. For children old enough, they should also be supported to maintain distance 
and not touch staff where possible. 
 
Grouping children 
Whilst the guidance states that consistent groups reduce the risk of transmission by limiting the 
number of pupils and staff in contact with each other so that it is quicker and easier in the event of a 
positive case to identify those who may need to self-isolate and to keep that number as small as 



Version 6 12.5.21  

13 
 

possible, we undertook in June 2020 a number of scenarios that did this. This led us to deciding on 
our 60:40 model. We have gone back to those models and looked at: 
 

 pupils remaining in one space; 

 staff moving round; 

 groups of 30 staying together; 

 staggered breaks and dinners. 
 
All the same issues are still there which means that we cannot undertake that and make sure that it 
does not, “affect the quality and breadth of teaching or access for support and specialist staff and 
therapists.” The guidance states: 
 
Whatever the size of the group, they should be kept apart from other groups where possible. 
Encourage pupils to keep their distance within groups. Try to limit interaction, sharing of rooms and 
social spaces between groups as much as possible.  
 
Both the approaches of separating groups and maintaining distance are not ‘all or nothing’ options 
and will still bring benefits, even if partially implemented. You may keep pupils in their class groups 
for most of the classroom time, but also allow mixing in wider groups for:  
 
• specialist teaching  
• wraparound care  
• transport  
• boarding pupils who may be in one group residentially and another during the school day. 
 
 Siblings may also be in different groups.  
 
All teachers and other staff can operate across different classes and year groups to facilitate the 
delivery of the timetable and specialist provision. Where staff need to move between groups, they 
should try and keep their distance from pupils and other staff as much as they can, ideally 2 metres 
from other adults. Try to minimise the number of interactions or changes wherever possible. 
 
We explored the option on 23.2.21 of turning the timetable into a 4 week timetable to minimise 
movement around the site – pupils moving 6 times instead of 8 and we decided that the impact on 
1) teaching and learning; 2) staff wellbeing; 3) pupil wellbeing was not worth it for the small gain. On 
teaching and learning, it would mean moving to 120 minute lessons with some lessons not being 
taught until week 4 (i.e citizenship) and some lessons where there are two lessons in one day (i.e 
Maths, Science) potentially being delivered for a full day. There are implications there in terms of 
our curriculum planning. 
 
For staff wellbeing, we have observed other schools who have done this and depending on their 
timetable, we observed that some staff may not get a free period until week 3 or week 4. In terms of 
pacing this is not something we want to do and for some individual staff this would be detrimental 
to their health. 
 
For pupil wellbeing, we know that the way we have planned our curriculum and scheduled it means 
that every care has been taken so that they have a broad and balanced curriculum over the course 
of one week. We think that taking the timetable that they have followed since September away from 
them will not be beneficial. We also think that with the high number of pupils with Additional Needs 
that expecting them to stay in one place is not right for our pupils and our context.  
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We will keep pupils in bubbles of 90 in Y7-9 and year group bubbles in Year 10 and Year 11. We will 
endeavour to keep them separate at break time and dinner time through the provision in the 
Heartspace and the use of the marquees. Please see break and dinner time for this. Additional needs 
groups can be mixed year groups as it is about the need for those children. We have reviewed the 
practice since September and realised that our year groups for additional needs was not as 
conducive to pupils’ wellbeing and development as it could be. 
 
Vulnerable pupils with an underlying health condition or pupils who live with parents or family 
members who are clinically extremely vulnerable will be identified by Louise Pottinger and Julia 
Turrell and will be given a pass to leave early to avoid corridors.  
 
Staff who have underlying vulnerabilities and have not yet received the vaccine will not be required 
to be on corridors but may be asked to undertake duties outside. 
 
Corridors will be busy and there is no way we can socially distance pupils moving through the 
corridors. We can manage this as practically as we can with the one way system. We will also allow 
during this ‘bridging time’ some flexibility in arriving at lessons. But, on the corridors there is no way 
that pupils can socially distance. It is for a short period of time. This is an area whereby there is a 
realistic concern but there is no other solution. We can manage this that with those staff who do not 
have any vulnerabilities being on corridors, on the F floor ensuring that they walk on the left hand 
side and at the top of the F floor stairs (Geography) stopping pupils who do not have lessons on F 
floor but on U floor. 
 
We currently have “bubbles” of 90 in Key Stage 3 (F,P,S); “bubbles” of year groups in Key Stage 4. 
Whilst I appreciate the “bubbles” of 90 do change slightly because of form time the principle of this 
does help us as we have identified that the majority of children when they are inside the building are 
within their bubble for lessons and only extend out slightly for 10 minutes at dinner time into their 
form groups.  
 
We will be changing the pupils we send home in a positive case i.e. only those pupils who are within 
2m distance of them in a classroom not a bubble of 90 or a year group. Therefore, it is very 
important that we maintain seating plans in alphabetical order and that surnames are also included 
on the seating plans when you are asked to submit to Lisa Ellis in a positive case.  
 
The government gives the following points to consider and implement are set out in the following 
sections. 
 
Measures within the classroom 
Maintaining a distance between people whilst inside and reducing the amount of time they are in 
face to face contact lowers the risk of transmission. It is strong public health advice that staff in 
secondary schools maintain distance from their pupils, staying at the front of the class, and away 
from their colleagues where possible. Ideally, adults should maintain 2 metre distance from each 
other, and from children. We know that this is not always possible, particularly when working with 
pupils with complex needs, or those who need close contact care. Provide educational and care 
support for these puils as normal, with other increased hygiene protocols in place to minimise the 
risk of transmission. 
 
Schools should make small adaptations to the classroom to support distancing where possible. That 
should include seating pupils side by side and facing forwards, rather than face to face or side on, 
and might include moving unnecessary furniture out of classrooms to make more space. In those 
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classrooms in Falinge where this isn’t possible due to furniture, our system of control of pupils only 
being in one space for an hour should help us. 
 
Measures elsewhere 
You should avoid large gatherings such as assemblies or collective worship with more than one 
group. 
 
When timetabling, groups should be kept apart and movement around the school site kept to a 
minimum. While passing briefly in the corridor or playground is low risk, schools should avoid 
creating busy corridors, entrances and exits. Schools should also consider staggered break times and 
lunch times (and time for cleaning surfaces in the dining hall between groups). At Falinge, we made a 
considered decision that the measures of control we have put into place in terms of the reduction of 
children in the school would support us. In addition, with the purchase of foggers, Simon Ward has 
worked with the specialist technicians so that the foggers can be used at pinch points during the day. 
 
Schools should also plan how shared staff spaces are set up and used to help staff to distance from 
each other. Use of staff rooms should be minimised, although staff must still have a break of a 
reasonable length during the day. 
 
Measures for arriving at and leaving school 
We know that travel to school patterns differ greatly between schools. If those patterns allow, 
schools should consider staggered starts or adjusting start and finish times to keep groups apart as 
they arrive and leave school. Staggered start and finish times should not reduce the amount of 
overall teaching time. A staggered start may, for example, include condensing/staggering free 
periods or break time but retaining the same amount of teaching time, or keeping the length of the 
day the same but starting and finishing later to avoid rush hour. Schools should consider how to 
communicate this to parents and remind them about the process that has been agreed for drop off 
and collection, including that gathering at the school gates and otherwise coming onto the site 
without an appointment is not allowed. 
 
The Department for Education will be supporting schools across the summer on how best to 
communicate with parents and pupils (and staff) on what to expect on their return and the 
procedures and expectations in relation to the control measures schools have put in place. 
 
What we have identified this week is that even with the staggered starts we had initially parents 
don’t physically distance. We have also heard from parents of children at other schools that it is 
causing immense frustration as parents drop off siblings in other year groups and have to wait 
around. Because of the issues we face outside with the traffic, adding to this by having parents 
waiting alongside Falinge Rd will potentially cause further issues. Therefore, we will continue with 
our school day remaining as it is. 
 
Other considerations 
Some pupils with SEND (whether with education, health and care plans or on SEN support) will need 
specific help and preparation for the changes to routine that this will involve, so teachers and special 
educational needs coordinators should plan to meet these needs, for example using social stories.  
 
Supply teachers, peripatetic teachers and other temporary staff can move between schools. They 
should ensure they minimise contact and maintain as much distance as possible from other staff. We 
will aim not to bring in supply unless it is absolutely necessary before October half term. 
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Specialists, therapists, clinicians and other support staff for pupils with SEND should provide 
interventions as usual. Schools should consider how to manage other visitors to the site, such as 
contractors, and ensure that the risks associated with managing contractors, visitors, catering staff 
and deliveries, as well as cleaning staff on site who may be working throughout the school and 
across different groups, are addressed. This will require close cooperation between both schools and 
the other relevant employers. Schools should have discussions with key contractors about the 
school’s control measures and ways of working as part of planning for the autumn term. Schools 
should ensure site guidance on physical distancing and hygiene is explained to visitors on or before 
arrival. Where visits can happen outside of school hours, they should. A record should be kept of all 
visitors. 
 
As normal, schools should engage with their local immunisation providers to provide immunisation 
programmes on site, ensuring these will be delivered in keeping with the school’s control measures. 
These programmes are essential for children’s health and wellbeing and can also provide benefits for 
staff.  
 
Where a child routinely attends more than one setting on a part time basis, for example, because 
they are dual registered at a mainstream school and an alternative provision setting or special 
school, schools should work through the system of controls collaboratively, enabling them to 
address any risks identified and allowing them to jointly deliver a broad and balanced curriculum for 
the child. 
 
Equipment 
For individual and very frequently used equipment, such as pencils and pens, staff and pupils should 
have their own items.  
 
Classroom based resources, such as books and games, can be used and shared within the bubble. 
These should be cleaned regularly, along with all frequently touched surfaces. 
 
This means that as long as we clean equipment, we can use between different groups. The only way 
to do this effectively is with the fogging machines which is why we have purchased an additional 
four. This is at the cost of £2k. We have also purchased additional electric hand sanitisers for around 
the school which we will place at high frequency places i.e. revalve machines. 
 
It is still recommended that pupils limit the amount of equipment they bring into school each day, to 
essentials such as lunch boxes, hats, coats, books, stationery and mobile phones. Bags are allowed. 
Pupils and teachers can take books and other shared resources home, although unnecessary sharing 
should be avoided, especially where this does not contribute to pupil education and development. 
Similar rules on hand cleaning, cleaning of the resources and rotation should apply to these 
resources.  
 
Pupils will no longer be able to wear their coats or jumpers in the building as it is warm enough. 
Staff can take coats or jumpers off pupils and keep them in their classroom.  
 
We made some very important changes about bubbling between ourselves prior to Christmas and 
that has worked. I am going to make a suggestion which is based on the number of positive cases 
we have had in staff, the number of staff who I know have had a vaccine. I am also going to take 
into account the impact on staffing if we were to see groups of staff absent. Therefore, my 
proposal is: 
 

 Meet on Zoom still for big meetings. We can’t meet in groups of more than 6. 
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 We are sensible in terms of our mixing within our teams – please don’t go crazy and spend 
an hour with everyone in your team.  

 Think about the impact of what would happen if staff within your team are all off. If this 
happens because we’ve mixed too much then I will have to stop it and make a decision to 
go back to small bubbles within your team. 

 Don’t all sit in a classroom – use well ventilated spaces. 

 If you haven’t had the vaccine – be more cautious. 

 Continue to take your lateral flow tests. 
 
 
 
You MUST maintain a 2m distance from pupils when teaching and when working with small groups 
maintain the distances I have shared numerous times. Where you can’t, the recommendation is that 
you wear a face mask and a visor. This has not changed from where we started.  
 

Keeping occupied spaces well ventilated 
This was new from the DfE at the start of November.  
 
Good ventilation reduces the concentration of the virus in the air, which reduces the risk from 
airborne transmission. This happens when people breathe in small particles (aerosols) in the air after 
someone with the virus has occupied and enclosed area. 
 
Once the school is in operation, it is important to ensure it is well ventilated and a comfortable 
teaching environment is maintained. 
This can be achieved by a variety of measures including: 

 mechanical ventilation systems – these should be adjusted to increase the ventilation rate 
wherever possible, and checked to confirm that normal operation meets current guidance (if 
possible, systems should be adjusted to full fresh air or, if not, then systems should be 
operated as normal as long as they are within a single room and supplemented by an 
outdoor air supply) 

 natural ventilation – opening windows (in cooler weather windows should be opened just 
enough to provide constant background ventilation, and opened more fully during breaks to 
purge the air in the space). Opening internal doors can also assist with creating a throughput 
of air 

 natural ventilation – if necessary external opening doors may also be used (as long as they 
are not fire doors and where safe to do so) 

Further advice on this can be found in Health and Safety Executive guidance on air conditioning and 
ventilation during the coronavirus outbreak and CIBSE coronavirus (COVID-19) advice. 
 
To balance the need for increased ventilation while maintaining a comfortable temperature, 
consider: 
 

 opening high level windows in preference to low level to reduce draughts 
 increasing the ventilation while spaces are unoccupied (e.g. between classes, during break 

and lunch, when a room is unused) 
 providing flexibility to allow additional, suitable indoor clothing. For more information 

see School uniform 
 rearranging furniture where possible to avoid direct drafts 
  

Heating should be used as necessary to ensure comfort levels are maintained particularly in 
occupied spaces. 

https://www.hse.gov.uk/coronavirus/equipment-and-machinery/air-conditioning-and-ventilation.htm
https://www.hse.gov.uk/coronavirus/equipment-and-machinery/air-conditioning-and-ventilation.htm
https://www.cibse.org/coronavirus-covid-19/coronavirus,-sars-cov-2,-covid-19-and-hvac-systems
https://www.gov.uk/government/publications/actions-for-schools-during-the-coronavirus-outbreak/guidance-for-full-opening-schools#school-uniform
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What this means for us is similar to what we have already implemented. 
 
Internal doors will be propped open in every classroom to reduce the need to touch any surfaces on 
the way into classrooms or office areas. Where privacy is needed i.e. in an office, the member of 
staff must regularly spray and disinfect the handle area into the office. We are asking that where 
possible, windows are kept open in classrooms and offices. The school office door must be wedged 
open now as well. 
 
If a member of staff is in their classroom delivering remote learning and/or you are working in there 
If you are working in an office with someone else then the door must be wedged open even if they 
are in your smaller bubble unless privacy is needed. 
 
We have received further guidance on air conditioning and ventilation which is included here:  
 

 The risk of air conditioning spreading coronavirus (COVID‐19) in the workplace is 
extremely low.  You can continue using most types of air conditioning system as normal. 
But, if you use a centralised ventilations system that removes and circulates air to 
different rooms it is recommended that you turn off recirculation and use a fresh air 
supply.  You do not need to adjust air conditioning systems that mix some of the extracted 
air with fresh air and return it to the room as this increases the fresh air ventilation rate. 
Also, you do not need to adjust systems in individual rooms or portable units as these 
operate on 100% recirculation providing there is a good outdoor air supply ‐ in most cases 
this will require the windows to be opened.  If you’re unsure, ask the advice of your 
heating ventilation and air conditioning (HVAC) engineer or adviser.     

 Employers must, by law, ensure an adequate supply of fresh air in the workplace and this 
has not changed.  Good ventilation can help reduce the risk of spreading coronavirus, so 
focus on improving general ventilation, preferably through fresh air or mechanical 
systems.  Where possible, consider ways to increase the supply of fresh air, for example, 
by opening windows and doors (unless fire doors).  Also consider if you can improve the 
circulation of outside air and prevent pockets of stagnant air in occupied spaces. You can 
do this by using ceiling fans, desk fans or opening windows, for example.  The risk of 
transmission through the use of ceiling and desk fans is extremely low. 

 
We will keep external doors open into the Heartspace to help the flow of air in the building as this is 
a busy area. It also reduces the amount of time that pupils are touching the same door handles etc. 
 
It is important that these doors are shut by Engie after the children have left at 3pm for security 
reasons. 
 
As it gets colder, there may be times when we have to shut our windows, this is particularly for 
those staff on the Lenny Barn side of the building. If you do have to shut your window, please leave 
the door open and when the class leaves, please make sure you ventilate with the window open and 
door open. If you are getting colder please will you let me know so I can help you make a decision. 
 

Ensure individuals wear appropriate personal protective equipment (PPE) where 

necessary 
Face coverings are not classified as PPE. PPE is used in a limited number of settings to protect 
wearers against hazards and risks, such as surgical masks or respirators used in medical and 
industrial settings. A face covering is a covering of any type which covers your nose and mouth. 
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The majority of staff in education settings will not require PPE beyond what they would normally 
need for their work. PPE is only needed in a very small number of cases, including: 

 where an individual child or young person becomes ill with coronavirus (COVID-19) 
symptoms while at schools, and only then if a distance of 2 metres cannot be maintained 

 where a child or young person already has routine intimate care needs that involve the use 
of PPE, in which case the same PPE should continue to be used 

 

Promote and engage in asymptomatic testing, where available 
Rapid testing remains a vital part of our plan to suppress this virus. Schools should follow the 

guidance set out for their settings:  

• Primary schools, school-based nurseries and maintained nursery schools  

• Secondary schools and colleges  

• Specialist settings 

All staff will be able to collect their lateral flow tests from the office and pupils will be given LFDs on 

a regular basis. Jenny Richmond will be responsible for this. 

 
 

System of controls – response to any infection 

Promote and engage with NHS Test and Trace 
Staff members, parents and carers will need to:  
 
• book a test if they or their child has symptoms - the main symptoms are:  
a high temperature  
a new continuous cough  
a loss or change to your sense of smell or taste  
 
• self-isolate immediately and not come to school if:  
they develop symptoms  
they have been in close contact with someone who tests positive for coronavirus (COVID-19) 24 
anyone in their household or support or childcare bubble develops symptoms of coronavirus 
(COVID-19)  
they are required to do so having recently travelled from certain other countries  
they have been advised to isolate by NHS test and trace or the PHE local health protection team, 
which is a legal obligation  
• provide details of anyone they have been in close contact with, if they test positive for coronavirus 
(COVID-19) or if asked by NHS Test and Trace  
 
Polymerase Chain Reactions (PCR) tests for symptomatic testing  
Booking a polymerase chain reaction (PCR) test through 119  
Anyone who displays symptoms of coronavirus (COVID-19) can and should get a test. Tests for 
symptomatic illness can be booked online through the NHS testing and tracing for coronavirus 
(COVID-19) website, or ordered by telephone via NHS 119 for those without access to the internet.  
 
Essential workers, which includes anyone involved in education or childcare, have priority access to 
testing. All children and young people can be tested if they have symptoms.  
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This includes children under 5, but children aged 11 and under will need to be helped by their 
parents or carers if using a home testing kit.  
 
Polymerase Chain Reaction (PCR) tests contingency supply  
Separate to the asymptomatic testing regime, all schools were sent an initial supply of 10 PCR test 
kits before the start of the autumn term in 2020. You can replenish these kits when they run out by 
making an order through the online portal. You should call the Test and Trace helpdesk on 119 if the 
kits that you have ordered have not arrived. Having a test at a testing site will deliver the fastest 
results for symptomatic cases. These PCR test kits are provided to be used in the exceptional 
circumstance that an individual becomes symptomatic and you believe they may have barriers to 
accessing testing elsewhere.  
 
You will need to decide how to prioritise the distribution of your test kits. These kits can be given 
directly to: • staff • parents collecting a pupil who has developed symptoms at school 
 
NHS COVID-19 app  
The app is available to anyone aged 16 and over to download if they choose. For some young 
people, particularly some with SEND, parents will need to decide whether their use of the app is 
appropriate. This will mean that some pupils in year 11, and most pupils in years 12 and above will 
be eligible to use the app and benefit from its features. Staff members are also able to use the app. 
In summary, the guidance states that contacts isolate for 10 full days from the day after the contact 
has been in contact with the case, therefore meaning the last day of contact is now classed as day 0, 
the first day of isolation will be the following day (day 1).  Contacts will therefore be isolating and 
returning on Day 11. 
 
It is important that we take government advice that general coughs/colds shouldn’t be a reason to 
book a COVID test and it is only if you have the symptoms. 
 
In order to help with NHS Test and Trace we are asking that all classes have a seating plan which is 
maintained and, if reflection room is to be used, a seating plan is kept. It is helpful in terms of test 
and trace if a seating plan is used which places pupils in alphabetical order and that you include 
surnames. We will obviously allow some movement on this if the class teacher feels some seating 
plans have a negative impact on learning and/or there are ongoing conflicts which cannot be 
resolved through our practice or an imbalance of power which can lead to bullying. Where there is 
movement, the seating plans need to be adapted and maintained. 
 
We are allowing external visitors into school and the document Covid Addendum to External Visitors 
is on the shared drive under policies.  
 
 

Managing confirmed cases of coronavirus in school 
Government guidance states: 
 
Schools must take swift action when they become aware that someone who has attended has tested 
positive for coronavirus (COVID-19). Schools should contact the local health protection team. This 
team will also contact schools directly if they become aware that someone who has tested positive 
for coronavirus (COVID-19) attended the school – as identified by NHS Test and Trace. 
 
The health protection team will carry out a rapid risk assessment to confirm who has been in close 
contact with the person during the period that they were infectious, and ensure they are asked to 
self-isolate. It is important therefore because our model has pupils in KS3 within “bubbles” of 90, 
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and year group bubbles at KS4 then we keep our seating plans and where possible have pupils sat in 
alphabetical order. 
 
The health protection team will work with schools in this situation to guide them through the actions 
they need to take. Based on the advice from the health protection team, schools must send home 
those people who have been in close contact with the person who has tested positive, advising them 
to self-isolate for 10 days since they were last in close contact with that person when they were 
infectious (the last day being classed as day 0).  
 
Close contact means: 

 anyone who lives in the same household as someone with coronavirus (COVID-19) 
symptoms or who has tested positive for coronavirus (COVID-19)  

 anyone who has had any of the following types of contact with someone who has tested 
positive for coronavirus (COVID-19) with a PCR or LFD test:  
o face-to-face contact including being coughed on or having a face-toface conversation 
within 1 metre  
o been within 1 metre for 1 minute or longer without face-to-face contact  
o sexual contacts  
o been within 2 metres of someone for more than 15 minutes (either as a one-off contact, or 
added up together over one day)  
o travelled in the same vehicle or a plane 

 
The health protection team will provide definitive advice on who must be sent home. To support 
them in doing so, we recommend schools keep a record of pupils and staff in each group, and any 
close contact that takes places between children and staff in different groups. This should be a 
proportionate recording process. Schools do not need to ask pupils to record everyone they have 
spent time with each day or ask staff to keep definitive records in a way that is overly burdensome. 
At Falinge, as long as each member of staff keeps their seating plans, there is no need to share this 
centrally within anyone else in school unless I ask for it as part of contact tracing. At that point it 
needs to be readily to hand so that I can respond immediately and make a decision about which 
bubbles or year groups need to be sent home. It also needs to have a surname on. It needs to be 
sent as soon as it is asked for. 
 
We have a template letter from PHE to send to parents and staff if needed. Schools must not share 
the names or details of people with coronavirus (COVID-19) unless essential to protect others. 
 
Household members of those contacts who are sent home do not need to self-isolate themselves 
unless the child, young person or staff member who is self-isolating subsequently develops 
symptoms. If someone in a class or group that has been asked to self-isolate develops symptoms 
themselves within their 10-day isolation period they should follow guidance for households with 
possible or confirmed coronavirus (COVID-19) infection. They should get a test, and: 

 if someone who is self-isolating because they have been in close contact with someone who 
has tested positive for coronavirus (COVID-19) starts to feel unwell and gets a test for 
coronavirus themselves, and the test delivers a negative result, they must remain in isolation 
for the remainder of the 10-day isolation period. This is because they could still develop 
coronavirus (COVID-19) within the remaining days. 

 if the test result is positive, they should inform their setting immediately, and should isolate 
for at least 10 days from the onset of their symptoms (which could mean the self-isolation 
ends before or after the original 10-day isolation period). Their household should self-isolate 
for at least 10 days from when the symptomatic person first had symptoms, 

https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance
https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance
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following guidance for households with possible or confirmed coronavirus (COVID-19) 
infection 

 
Schools should not request evidence of negative test results or other medical evidence before 
admitting children or welcoming them back after a period of self-isolation. 
In the majority of cases, schools and parents will be in agreement that a child with symptoms should 
not attend school, given the potential risk to others. In the event that a parent or guardian insists on 
a child attending school, schools can take the decision to refuse the child if in their reasonable 
judgement it is necessary to protect their pupils and staff from possible infection with coronavirus 
(COVID-19). Any such decision would need to be carefully considered in light of all the circumstances 
and the current public health advice. 
 
We will continue to send home only those pupils who have been sat within 2m of a positive case. 
 

Contain an outbreak by following PHE local health protection team advice 
If schools have two or more confirmed cases within 14 days, or an overall rise in sickness absence 
where coronavirus (COVID-19) is suspected, they may have an outbreak, and must continue to work 
with their local health protection team who will be able to advise if additional action is required. 
 
In some cases, health protection teams may recommend that a larger number of other pupils self-
isolate at home as a precautionary measure – perhaps the class or year group. If schools are 
implementing controls from this list, addressing the risks they have identified and therefore reducing 
transmission risks, whole school closure based on cases within the school will not generally be 
necessary, and should not be considered except on the advice of health protection teams. 
 
Admitting children and staff back to the school  

The pupil or staff member who tested positive for coronavirus (COVID-19) can return to their normal 

routine and stop self-isolating after they have finished their isolation period and their symptoms 

have gone or if they continue to have only a residual cough or anosmia. This is because a cough or 

anosmia can last for several weeks once the infection has gone. If they still have a high temperature 

after 10 days or are otherwise unwell, you should advise them to stay at home and seek medical 

advice. You should not request evidence of negative test results or other medical evidence before 

admitting pupils or welcoming them back after a period of self-isolation. In the vast majority of 

cases, parents and carers will be in agreement that a pupil with symptoms should not attend the 

school, given the potential risk to others. In the event that a parent or carer insists on a pupil 

attending your school, you can take the decision to refuse the pupil if, in your reasonable 

judgement, it is necessary to protect your pupils and staff from possible infection with coronavirus 

(COVID-19). Your decision would need to be carefully considered in the light of all the circumstances 

and current public health advice. 

Summary of all other aspects of the guidance 

Symptomatic testing 

 For those children and staff with symptoms, the lateral flow devices do not replace this. The 
usual procedures need to be followed – testing through PCR, 

 

Attendance 

 It is now mandatory for children to attend. We are expected to sanction if pupils do not attend. 

 Schools are not expected to grant term time holidays. 

https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance
https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance
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 There may be children who are clinically extremely vulnerable. All children who are CEV should 
be expected to attend school unless they were told directly not to by their GP or hospital 
clinician. 

 If a child Is abroad and is unable to return then the guidance says we should seek to understand 
their circumstances. In some cases we could put Y if they are unable to attend due to a national 
emergency which resulted in widespread disruption to travel. The government suggests that Y 
should not be used where pupils are stuck abroad. 

 For children who are abroad we should provide remote education still for them. 

 If children return form a red list country they must quarantine in a government approved 
facility. 

 Where a pupil has to self-isolate and they have a social worker we should notify the social 
worker. 

 We should still provide remote education for all pupils who have to self-isolate. 
 

Clinically Extremely Vulnerable staff and clinically vulnerable staff 

 If a member of staff is clinically extremely vulnerable they will have received a letter from their 
GP or NHS telling them – no new letter is required.  

 Since April 1st there is no requirement to shield. Staff who are CEV are advised to work home if 
possible, but can attend their place of work if they cannot work from home. 

 Clinically vulnerable staff should attend work as normal. 

 Pregnant employees who are over 28 weeks should be considered clinically extremely 
vulnerable and we should look at them working form home. 

 Staff who may be at otherwise increased risk from coronavirus: over 60; from a Black, Asian or 
Minority Ethnic Background. 

 If you are at an increased risk and not had two vaccines I would like you to look at the 
information here, the information within your risk assessment and state on your risk 
assessment if: 1) you feel that you can resume all duties as normal i.e. can do break duty; 2) you 
want your risk assessment to remain as it is if there are additional considerations; 3) you wish 
for the risk assessment to be strengthened because of not wearing masks in communal areas 
and classrooms. If the risk assessment is not returned to me, I will assume that all additional 
measures required are finished. For all staff who have had two vaccines then normal duties 
would resume unless you notify me you would prefer otherwise. 

 

Supporting staff 

 There is a duty of care I must have to staff at school and this extends to your mental health. 

This means that I explain clearly the measures I am putting into place.  

 We have a Covid member of staff for everyone in your team. 

 I will meet regularly with Union representatives. 

 We have provided support through BUPA for all staff in managing wellbeing. 

 Communication tries to be clear and as soon as I receive information it is shared. 

Staff deployment 

 We can deploy staff and use existing teaching and support staff flexibly. 

 Redeployment of staff should not be made at the expense of supporting pupils with SEND. 

 We should be satisfied that staff have the appropriate skills, expertise and experience to 

carry out the work and discuss and agree any proposed changes in role or responsibility with 

staff. 

 We have redeployed staff to help with the testing but after the first two weeks of children 

returning I want that to stop. 



Version 6 12.5.21  

24 
 

 I am not intending to redeploy staff to cover lessons but may ask where we need some 

admin support. 

Performance management and appraisal 

 The guidance states that we have to follow the school teacher’s pay and conditions 

document.  

 We have shared our approach to Performance Development during this time and I have not 

had any concerns shared about this. 

Educational visits 

 In line with the roadmap, schools were able to resume educational day visits from 12 April. 
Any educational day visits must be conducted in line with relevant COVID-secure guidelines 
and regulations in place at that time. This includes system of controls, such as keeping 
children within their consistent groups and the COVID-secure measures in place at the 
destination. You should undertake full and thorough risk assessments in relation to all 
educational visits to ensure they can be undertaken safely. As part of this risk assessment, 
you will need to consider what control measures need to be used and follow wider advice on 
visiting indoor and outdoor venues. You should consult the health and safety guidance on 
educational visits when considering visits.  

 Domestic residential educational visits can begin from 17 May. Any domestic residential 
educational visits must be conducted in line with relevant COVID-19 guidance and 
regulations in place at that time. You should keep children within their consistent groups 
(bubbles) for the purpose of the visit.  
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SECTION B – 

OPERATIONS 

OF THE 

SCHOOL 
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Remote learning  
Despite our excellent practice in Remote Learning, it is not viable to deliver live lessons to pupils self-
isolating in the way we have been,  after discussing this with subject Leads and taking their views we 
will set remote learning in the following ways: 
  
If you can, invite the pupil into the class, knowing that they will be hearing what is taking place but 
may not be able to participate.   
  
All pupils who are self-isolating should be invited into form time.  
  
All work should be shared on google classroom for a child who is self-isolating in the way we have 
been doing previously for individuals self-isolating. We recommend that this work is available for 
groups at the start of each day as a matter of habit so that the work is there for any pupil who is self-
isolating 
  
All pupils should have work for every lesson and teachers should manage this work as they would do 
with pupils in class. When expert assessments are set in class, these should also be made available 
for pupils who are self-isolating and marked in the way we would expect expert assessments to be 
done. It may be that the way they are submitted has to be different.  
  

Remote learning for pupils with Additional Needs  
If a pupil with Additional Needs is self-isolating, a member of the Additional Needs team should work 
with the pupil via live Google Meets to support them in accessing their work. This may not be for a 
full 5 hours as it is dependant on the level of support that is given.  
  

Remote learning in relation to Safeguarding  
Information has been sent to pupils and parents about how to safeguard online. The documents are 
available on the shared area and on the website.  
  

Remote learning in relation to EAL pupils  
If EAL pupils who receive additional support are self-isolating, EAL staff should support in the same 
way as staff who support those with Additional Needs.  
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Remote learning attendance procedures and accountability 

 

 
Pastoral Response to non-attendance on-line  

 Attendance figures reported at the end of Tutor time to SLT/Directors/HOY 

 First Day response calls to be made by 9.30am-resaons for non-attendance logged  

 Attendance checked again at the end of P1 to see who has now logged on  

 List of pupils who have not had contact to be produced and HOY/Director of Key stage to 
plan interventions (This might include a home visit but should definitely include a phone 
call). 

 Text sent to say that the pupil has not logged on (Do this at the end of P1)  

 For those pupils who do not log on at all a letter to be sent that evening.  
 

Tutors are responsible for 
taking registers 

First Day response done 
by HOY and % attendance 
at this point sent to SLT by 

KB 

HOY produce a google doc 
outlining the reason a 
pupil is not attending-

action intervention 

HOY to monitor 
attendance to each lesson 

and respond to this

HOY to respond to 
attendance and enact 

interventions agreed with 
Director  

KB to produce % attendance for 
each day and each period that day  

for SLT

List of absent pupils drawn up at the 
end of each day 

Director of key stage  to monitor the 
reasons for non attendnace and 
produce a weekly report for SLT 
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Staff absence 

Illness 
If a member of staff is ill then normal procedures must be followed by contacting Lisa Booth. Details 
are below: 
 

1. On the first day of absence inform L Booth between 6.30am and 7.30am on 07858001029. 
Give nature of absence/illness and date of expected return. If there is no answer leave a 
voice mail. The absence policy issued by the Local Authority is very clear that you must 
not text or, unless in very unusual circumstances, ask a member of your family to 
telephone. If a message is left then a return call made be made.  

2. E-mail your Line Manager to inform them of your absence and if possible provide cover 
work or at least information on where your classes are up to.  

3. Continued absence – You must keep L Fitton, who is acting on behalf of the Headteacher, 
informed of any change in your health condition that is affecting your ability to do your job 
or your attendance. You can self-certificate your first 7 days of absence. From the eighth 
day you are required to provide a fit note as soon as this is issued by your GP (or within 48 
hours) and ensure that any continuing absence is covered by a current fit note until you 
return to work. L Fitton must be informed on or before the day your fit note expires if you 
will be supplying a further fit note.  

4. Return from absence – Contact L Booth ideally on the evening before or before 7.30am on 
the morning of return. Email/contact your Line Manager to inform them of your return.  

 
If you have Covid symptoms, you must make sure you notify JA as well via text message or email. 
 
If you have Covid symptoms, you must make sure you have a test. If the test is positive follow the 
guidance in the first section for your self-isolation. You are not fit for work. However, the symptoms 
may recede as you are isolating at home. Only if you feel up to it, phone me and we will discuss if the 
sickness absence should end and if you can work from home as the rest of your isolation continues. 
That is entirely up to you and there is no expectation from me at all to do this.  
 
If the test is negative and you feel well enough you should return to work.  
 
It is proving difficult for some staff to get a test, if you are getting a test because somebody in your 
household has symptoms then you are able to work from home. Please contact JA and we will 
discuss. If you are ill, you don’t work and the time waiting for the test is sickness absence. 
 
If a member of your household has tested positive and you have been told to self-isolate you should 
continue to work and deliver the live learning or whatever your line manager asks of you insofar as it 
is reasonable. If there is any concerns about what you are being asked to do then please contact JA. 
 
Guidance from government is that testing is only for those people who have Covid symptoms. A 
general cough/cold does not necessarily mean that you need a test and if you are well enough, 
should come into work. 
 
 

Discretionary leave, annual leave and childcare 
In the first half term I said that staff should not ask for annual leave or discretionary leave. We have 
updated our guidance in the staff handbook with relation to annual leave and childcare under Covid. 
I will still not routinely grant medical appointments during the school day – this includes blood tests. 
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I have included here the guidelines from the Covid addendum to the staff handbook. For all details 
about annual leave please refer to the main handbook which all staff have been sent and is in the 
policy area on the shared drive. 
 
If you have a medical appointment please contact the service provider in order to change the 
appointment to 3pm.  Appointments are not to be made during school hours. 
 
For childcare issues you will be required to use your support bubble.  The Local Authority have 
identified that during Covid we can give up to 10 days for childcare in the case of a bubble being 
sent home and children being asked to self-isolate.  This is at the Headteacher’s discretion over 
the year and during the period of Covid. 
 
You must stay in contact with your line manager and notify Lisa Fitton of any changes in your 
situation. You must be available for work if we agree that you can undertake some meaningful work 
at home. I will look at each case individually. 
 

Covering for teaching staff who are absent  

Staff self-isolating but not sick 

 Teachers will deliver all on-line lessons  

 Lessons that are in school will be attended by the teacher (remotely) and a cover teacher 
will be in the room to manage the pupils 

 

Staff who are ill 

 We will use cover supervisors in the first instance. 

 In the case of Year 11 we will ask staff within that subject area to take that class. 

 We will try not to ask staff to cover for absent colleagues for Y7-10 whilst we are still 

assessing GCSEs. 

 

Transport and journeys to and from school 
Only a small handful of our pupils use the school buses therefore there is not the need to ensure 
that pupils travel in “bubbles” on the buses. However, pupils should wear face coverings whilst on 
transport and sit separately.  
 
Wherever possible, pupils and staff should avoid the use of public transport. Pupils and staff who will 
be using public transport should refer to the safer travel guidance for passengers.  
 
Pupils and staff who are able to do so should walk or cycle to school.  
 
For pupils travelling to school by car, parents will be advised to drop their child off where they can 
park and not at the entrance to school.  
 
We have worked hard to eradicate pupils congregating in Falinge Park and we will reiterate the need 
for pupils not to congregate whilst the alert level is still at Level 3 and the guidance is still for no 
more than groups of 6 outside. We managed to solve this this academic year in a way we haven’t 
done previously. We will also use our partners from Youth Service to help us in this.  
 

Uniform and outdoor clothing 
All outdoor clothing should be removed. Form tutors can keep coats and hoodies with them. 
Pupils in Y7-10 can wear summer shirts, PE hoodies and/or shirt and tie. 

https://www.gov.uk/guidance/coronavirus-covid-19-safer-travel-guidance-for-passengers
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Breakfast club 
We will still continue with our breakfast club as we know that our breakfast is an important meal for 
many of our children. We will ask children to sit on year group tables which will match our practice 
at break time and dinner time. Hand sanitiser will be on the tables and the importance of individuals 
clearing tables will be reinforced continuously. 
 

One way systems and lesson changeover 
Government guidance states that brief, transitory, contact such as passing in a corridor is low risk. To 
aid the flow of pupils and reduce passing, one-way systems will be in place in all buildings and, 
crucially, also at the end of the school day. Our one way system has worked over the past year and 
we just need to make a few amendments to this. It should also be followed by staff as the school 
moves at the beginning of the day, between lessons, at lunchtime and at the end of school. During 
lesson time staff can use any staircase as can pupils. Please, all of us, model the correct way on the 
staircases and please do not make it awkward by going the wrong way as you bump into me as I will 
ask you to follow the one way system – it is about making sure we minimise the cross over. We will 
have to prevent our pupils from gathering and waiting for siblings/friends in the Heartspace. 
 
All doors must remain open and unlocked to prevent unnecessary queuing in corridors with the 
exception of Technology. Pupils will go straight into all classrooms and we all have a responsibility to 
make this happen. It is important therefore that we arrive promptly and have packed up with 
sufficient time to leave on time with an orderly exit from the classroom. All staff need to be at their 
doors – on entry; on leaving to ensure that pupils are moving and not waiting for friends. Staff need 
to stay on the corridor if they are not teaching to ensure all pupils are moving. It is vital that we 
meet and greet and ensure an orderly exit at the classroom door with staff managing this exit in the 
best way. 
 
Pupils will need to walk on the left and no more than two abreast. This is proving particularly difficult 
for pupils to remember and to follow so we must try and reinforce it kindly.  
 
Pupils will be reminded throughout about the need not to make physical contact with each other: 
fist bumping, hugs etc. This is part of our practice and just needs reinforcing. 
 
Pupils will not be required to queue outside classrooms. In Technology the rooms must be staffed so 
that they are not queuing on the corridors. Specialist Technicians will support with this. Staff must 
arrive for form time and lessons promptly, and end form time and lessons sufficiently early to aid 
movement around the school and prevent unnecessary queuing in corridors.  
 
The one way system will be in place at the end of the school day for staff and pupils. 
 

 Pupils exiting to go to Computer Science and the Dance Studio will exit through Lenny Barn 
doors from the Heart Space. They will go past the front of the building to get to Dance and 
Computer Science. 

 Pupils going to PE will exit through Lenny Barn doors – the gates at the back of the building 
will be unlocked during lesson time so pupils can go this way to PE.  

 The doors at the bottom of PE will be for entering the main building only after pupils have 
had PE. 

 The doors at the back of the Heartspace i.e. onto Lenny Barn will only ever be an exit – 
pupils will not be allowed to enter from these doors even after break and dinner. 
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 Pupils going from PE to Computer Science or Dance will go through the gates and past Lenny 
Barn and round the front of the building. 

 Pupils exiting to go to Maths block will use the doors by Food Technology. 

 If pupils are in the Heartspace at break they should be directed towards the external doors 
at Lenny Barn. 

 In Maths – the entrance are the doors nearest to the main building; the first set of stairs are 
up only; the far stairs are down only; pupils exit by the far doors near the 3G pitch. 

 English stairs are up only; pupils can join the English stairs from the F floor.  

 Science stairs are down only; pupils can join the Science stairs from the F floor. 

 Heartspace stairs are up only after break time and dinner time. They can be up and down at 
lesson changeover. 

 All classroom doors are to be wedged open whilst teachers are teaching and during lesson 
changeover and windows open where possible. Pupils will have blazers they can wear and 
the uniform states if they have a summer shirt they can have a black top underneath. We 
will obviously review it as the weather changes. 

 External doors in the Heartspace will remain open throughout the day so staff around the 
Heartspace need to be mindful and alert for any intruders. PE and duty staff at dinner must 
make sure that the gates onto Lenny Barn are shut once staff have left. If, for any reason you 
come through the Lenny Barn gates, you must shut them behind you. 

 
To clarify, please make sure that pupils do not join F floor when they are coming down from U floor 
stairs. They can join the stairs with the flow from F floor but they can’t join F floor from U floor. They 
have to go down to G floor and up the central stairs. The reason is around pinch points and crossing 
over. 
 
We will keep the one-way system in place until all Year 11 have left and close to June 21st. After that, 
the area at the back of PE will be locked and the ‘old’ one way system pre-Covid will return. 
 

Break and dinner time 
The problems with the Heartspace and the way it is used as a multi-purpose room are many fold.  

 The proximity of classrooms to the Heartspace means that, with the additional measures 
from Covid of having all doors propped open for ventilation, the noise from the Heartspace 
is not conducive to learning (see Scenario planning document). 

 It has three internal entrances and exits to the space and 6 areas where we can serve food. 

 From March 8th, the following will take place at dinner time: 
Period 4 will finish at 12.50pm for Y10 and Y11 pupils. All other pupils will finish at 
1pm. 
Y10 and Y11 will take their food from designated areas – Year 11 from hatches near 
my office; Y10 from hatches onto Lenny Barn. Please make sure they wear a mask 
whilst queuing. 
Y10 and Y11 have the marquees where they can go at dinner time to alleviate 
pressure on the main building. 
For all other pupils. 
Pupils will have to sit in designated seats if they are eating – once they have eaten 
they have to go outside – they can only go to form rooms if it is raining– staff who 
will be in corridors will be able to manage – it does not need a member of staff in 
the form room with pupils. 
Any pupil who is not eating will not be allowed to stay in the Heartspace 
All pupils are to be outside or in their form rooms – pupils cannot stay on corridors 
Aaron Ahmed and Andrew Baron will manage the Tech rooms; Stuart Brown will 
manage the Food room 
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Technicians and HoY will take their break duty and dinner during timetabled lessons 
so they can manage the specific areas. 
All teams across the building have set up zones which are managed by staff of a 
break time and a dinner time. Key areas to focus on are stairwells on each floor, 
entrances and exits to and from the building, toilets. 
The Tech rooms have been identified already as having specialist technicians 
managing the areas if a teacher is not available. If a teacher is in there then 
professional judgement should be used as to whether it is a good use of a specialist 
technician’s time to stay in there or if they can be responsive elsewhere. The aim of 
this is for the floors to be managed by staff who use the flexibility of their timetables 
to identify when is the best time for them to support the operational aspects of the 
school. 

 At break time we will not serve food. Food will only be available at breakfast club and at 
dinner. The only pupils who can be in the Heartspace at break are Years 7, 8 and 9. If pupils 
do not want to be in the Heartspace they are to go straight to their next lesson and into their 
classroom off the corridor. We will be providing fruit and water for pupils at break time. 

 At dinner time we are serving hot and cold food and pasta. We will also serve a cooked meal. 

 Pupils bringing their dinner can eat in the Heartspace but they need to stick to the timings. 

 At the moment, PE clubs will only run after school so that staff can support across the 
building; EAL and library will continue to run for specific pupils as long as a register is kept of 
all children who attend. 

 Pupils are to make sure all their rubbish is in the bin as they go out. 

 Pupils cannot eat outside or in form rooms. 

 At the end of break time, we will start to move pupils from the Heartspace at the following 
times: 

10.55 on the first bell – Year 7, Year 8 and Year 9  
11.00 on the second bell – Year 10, Year 11 and pupils from outside 
11.05 all pupils should be in their period 3 or period 5 lesson 

 At dinner time, we will ask pupils to queue at the following times: 
 

 Session 1 Session 2 Session 3 Session 4 Session 5 

Monday Nedderman Bright Ashworth Royds Fields 

Tuesday Fields Nedderman Bright Ashworth Royds 

Wednesday Royds Fields Nedderman Bright Ashworth 

Thursday Ashworth Royds Fields Nedderman Bright 

Friday Bright Ashworth Royds Fields Nedderman 

 

 After dinner time we will start moving pupils at the following times from the Heartspace: 
1.40 on the first bell – Year 7, Year 8 and Year 9 and all pupils who are in their form 
rooms 
1.45 on the second bell Year 10, Year 11 and all pupils from outside. If we see that 
the flow of pupils into the building is not great, then staff should use their 
professional judgement and allow pupils in to their lessons. This is particularly the 
case when there is bad weather. 
1.50 – all pupils should be in their lessons 

 The rationale for this is that: 
1. If we keep pupils within their year group bubbles whilst they are inside this is part of 

infection control.  
2. The bubbles of 90 in KS3 are not extended significantly for a period of time and they 

are in their houses. 
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3. It minimizes the amount of time they are sat opposite each other whilst they are 
eating.  

4. It means we can stagger the amount of time they are queuing. 
5. It means we can clear the Heartspace and minimise the crush as pupils come in 

through the entrance doors.  
6. It means that we can minimise the number of pupils who cross over the Heartspace 

to go to Technology, Food, G5 and G6, Music and Drama.  
7. Pupils going to PE can go around the back of school which does need staffing 

throughout dinner time by a Director/Lead Practitioner/PE staff. 
8. Pupils will enter Drama from the Heartspace doors to minimise the issues created in 

the narrow corridor. We will not be asking them to take their shoes off for any 
Drama lesson. 

9. Pupils coming in going to the F floor will be crossing over the Heartspace when we 
have cleared most of the pupils who have been eating. 

10. Pupils coming in from the pupil entrance will be going upstairs to the U floor 
minimizing any issues of them going up F floor and round to the U floor stairs. 

 Football can run as normal on the 3G pitch as can activities in the library. We have decided 
to wait for PE clubs of a dinner time until we get a rhythm of staff on duty (please see 
highlighted point 7). 

 EAL activities can run as normal if pupils maintain a 1m distance and pupils are in year 
groups. 

 Games club can run as normal if physical distancing of 2m is maintained and pupils play in 
Year groups. 

 
Break and dinner times will remain as they are until Year 11 have left and close to June 21st. Once 
Year 11 have left we will put back into place pupils finishing at 1pm for lunch. 
 

Form rooms and dinner times 
We have had to make a slight change to form rooms in that due to the sheer number of pupils in the 
building and the need to keep distancing and movement on corridors down, we will only allow pupils 
in their form rooms at dinner if it is raining. This is a huge change for our culture and we need to 
explain carefully and also explain that it is just for a limited period of time. 
 
When it is raining, form rooms will be open. They do not have to be supervised unless they are in the 
Covid operational document (Tech rooms). To help with this we are going to manage the situation 
with year groups by designating certain toilets at lunch. This is to help those staff on corridors to 
determine which year group should be up there and to help you manage your areas effectively. U 
floor – only Year 8, Year 10 and Katy Pautz’/Rachel Birch’s Year 7 form should be on U floor; the door 
nearest G1 will be for Year 7, Year 10 and Year 11 to use if they are going to their form rooms and 
only those children in those forms should be on F floor. There should be no reason at all for Year 10 
or Year 11 to be on the F floor beyond the toilets. Year 9 should be nowhere in the main building 
other than having their dinner. Louise will send out more information to share with your pupils on 
the first day back. 
 

School library 
The guidance states that classroom based resources such as books and games, can be used and 
shared within the bubble; these should be cleaned regularly, along with all frequently touched 
services. All books that are used in the library should be cleaned between bubbles and left unused 
and out of reach for a period of 48 hours (72 hours for plastics) between use of different bubbles.  
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If we are serious (which we are) about making sure that our pupils are not disadvantaged any further 
then we must make sure that we still give our pupils access to the school library during the day, 
before and after school. There will be some re-design that we have to take place so that pupils are 
not facing each other for longer than 15 minutes as per the guidance, but we will insist on extra 
hygiene when managing the books and will rotate books when they have been borrowed (i.e. 
cleaning down and not allowing out for loan within 48 hours). Vicky Cawley, Sarah-Jane York and 
HLTAs will ensure the library complies with the guidance – enhanced cleaning, not sat face to face 
for longer than 15 minutes. 
 
We will have to put a rota in place for use of the library. This is: 
 
Monday Break and dinner  Year 9 
Tuesday  Break and dinner Year 7 
Wednesday  Break and dinner Year 7 
Thursday Break and dinner Year 8 
Friday  Break and dinner Year 8 
 
After school Y10 will be able to change their books on Wednesday and Thursday. 
After school Y11 will be able to change their books on Monday and Tuesday. 
 

Behaviour and rewards 
Behaviour has generally been very positive on return although there are a small minority of pupils 
who may start to be causing concern. The key feature of what we do is about reinforcing constantly 
why we are doing what we are doing. They need to be educated and the positive social norms need 
to be caught, taught and sought.  
 
In terms of physical distancing, pupils should be reminded to maintain distance and not touch staff 
and their peers where possible. Where it is identified that pupils are deliberately flouting physical 
distancing rules, the one-way system and other measures to ensure pupil and staff safety should be 
addressed at the points it occurs, with clear reminders as to why it is important we modify our 
behaviours. The learning behaviours of showing kindness, showing empathy, being responsible, 
being curious and taking positive action are key to the language we must use.  
 
The new system was implemented on the first day back. We also have an addendum to the 
behaviour policy which is embedded here. This addendum applies during the alert level. 
 

Covid addendum to 

Behaviour Policy 2020.docx
 

 
Briefly the expectations are very simple: 
 
 

 No spitting, coughing or sneezing, or pretending to spit, cough or sneeze, at or towards 
another person or another person’s belongings. We have agreed with Rochdale heads that 
this will be an exclusion. 

 Hands must be washed regularly and properly in line with school’s guidance. 

 Pupils are expected to ensure good respiratory hygiene – following the ‘catch it, bin it, kill it’ 
approach. 
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 Pupils are expected to following social distancing throughout the school day, upon entering 
and leaving the site, in corridors, in lessons and lunchtime. However, we must also recognise 
that as adults, we find this hard and have to modify our behaviour at the same time as 
modifying pupils. 

 Pupils are expected to follow all one-way systems in operation across the school site. 

 Pupils should not move around the classroom without permission from the teacher. 

 Pupils should not approach the teacher’s desk during lessons. 
 
The reflection room will operate as normal, although if a pupil is using a booth that someone has 

recently vacated, the member of staff on duty at that time will have to use the disinfectant spray to 

clean that space. 

Use of toilets 
Toilets do not have to be designated for one year group. We have explained to pupils that all 
cubicles can be occupied, however, there should be no more than three pupils in the wash basin 
area. Any other pupils waiting to use the toilet can queue up outside with social distancing. We must 
continue to reiterate this message and explain why. The only difference is at dinner time which is 
highlighted above. 
 

Equipment 
For individual and very frequently used equipment, such as pencils and pens, it is recommended that 
staff and pupils have their own items that are not shared. Classroom based resources, such as books, 
can be used and shared within a year group. Where possible, such resources should be cleaned 
regularly.  
 
Resources that are shared between year groups, such as sports, art and science equipment should 
be cleaned frequently and meticulously and always between year groups, or rotated to allow them 
to be left unused and out of reach for a period of 48 hours (72 hours for plastics) between use by 
different year groups.  
 
It is still recommended that students limit the amount of equipment they bring into school each day, 
to essentials such as lunch boxes, coats, books, stationery and mobile phones. Bags are allowed. Our 
mobile phone policy is unchanged and we can take them off pupils and ensure we wash our hands 
thoroughly after. Students and teachers can take books and other shared resources home, although 
unnecessary sharing should be avoided, especially where this does not contribute to student 
education and development. Similar rules on hand cleaning, cleaning of the resources and rotation 
should apply to these resources. 
 
Alcohol wipes will be made available in classrooms to wipe down keyboards, mice and other 
equipment where it will be used by more than one member of staff or more than one year group 
that day. These wipes are extremely expensive, so please use them sparingly!  
 

Support for Additional Needs pupils 
We have identified during lockdown that pupils need additional support in addition to those pupils 
who are entitled to statutory support as part of their EHCPs and SEN status. The plan for support for 
identified pupils will run initially for two weeks and be reviewed and amended as appropriate. 
 
Pupils will follow the FPHS Additional Needs curriculum – full curriculum, partially supported 
curriculum, high support curriculum and supplementary curriculum. For pupils identified as high 
support and supplementary curriculum we have identified that in terms of ensuring we maintain 
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bubbles, the additional support has to be by year groups.  However, there may be times when a 
pupil has to go into a different year group due to their need and who they require at a particular 
time. Through the evidence we have gathered, we will focus initially on those pupils who require 
support for their social and emotional wellbeing. Many of these pupils have been in school already 
and so we have a clear picture of how they are coping. Julia and Lou will look at the provision for 
these pupils but a change we will be making is in relation to having mixed groups. Seating plans need 
to be kept. 
 
Louise and Julia will oversee the provision with other leaders in the area. We will stick with teaching 
pairs. This ensures that what we are doing with our additional needs provision is in line with our 
vision, it allows us to go forward, it helps us to share strengths. We know that the best professional 
learning is to work collaboratively and reflect on process as well as outcome and this will help us. It 
will also be supported by the Educational Psychologists who will deliver Zoom professional practice 
groups every other Wednesday. We know that HLTAs have experience of delivering learning 
activities and mentors 
experience of leading targeted Wave 3 sessions.  
 
In the rooms pupils will follow a timetable, for example literacy, numeracy, Humanities and Science 
which will be published nearer the time. In line with our vision the focus will be on skills and 
approaches to learning rather than subject-content.  In each room RFK will be delivered in tutor time 
and Wellbeing and Mindfulness delivered to Years 7-10 daily.  Y7 – 9 pupils will also experience the 
Daily Mile.  
 
Alongside the rooms, two spaces will be used for additional interventions:  Speech and Language, Y8 
and Y10 Talkabout, Y7 Nurture, Y7 and Y8 Wellbeing Dominoes, Drawing and Talking, Emotional 
Regulation.   Our SALT will also provide interventions every Thursday in SEN Room 1.  
We will be providing a space for our ASC pupils and to utilise the skills of our ASC champions. 
 
At dinner time, we will encourage the pupils to use these specific areas. These pupils will go with 
their staff members for their lunch at 12.45 and will take their lunch back to their area. Due to 
ensuring that we don’t mix bubbles, if a pupil is receiving support period 4, they will have to follow 
this pattern for lunch. In line with Test and Trace requirements, a record of who has been in the 
room is important, this is particularly important if the groups have been mixed. 
 
Any resources that are shared should be cleaned regularly along with frequently touched surfaces. 
 
Teaching Assistants will be allowed to move between classrooms but will be attached to a year 
group. They can work alongside a pupil if they cannot keep 1m distancing, but aim to limit this to 15 
minutes and to maintain 2m distance from the other adult in the room. 
 
There is further guidance on how Additional Needs pupils are supported during remote learning 
earlier in this document. 
 

EAL teachers 
As with teaching assistants, EAL teachers will be attached to a year group with the similar rules 
applying: they can work alongside a pupil if they cannot keep 1m distancing but aim to limit this to 
15 minute and to maintain 2m distance from the other adult in the room. They can take a pupil out 
to the multi-lingual room or break out space if they can. They can deliver Race to English or ESOL in 
the Multi-lingual room. We will have to ask at break time and dinner time that we do follow a rota in 
terms of year groups. This has changed and is now: 
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Monday Y11 
Tuesday Y9 
Wednesday Y10 
Thursday Y7 
Friday  Y8 
 
It is important for NHS Test and Trace that we keep a record of pupils who access the provision in 
the multi-lingual room at break and dinner. 
 

Curriculum, teaching, learning and assessment 
It is important that all subject leaders and teams identify the key curriculum constructs that need to 
be taught in order to help pupils progress. It is important that we use the science of learning which 
we have been studying as a school for the last two years to maximize the strategies that are the 
most effective. We will also use our partnership with Evidence Based Education and the 
International Review of What Makes Great Teaching to identify the best strategies which maximize 
learning. 
 
In line with the guidance, we will ensure, where possible, all desks are facing forward. Teachers stay 
2m away from pupils unless they are briefly supporting pupils. This needs to be for no more than 15 
minutes if they are less than 1m apart. 
 
Seating plans need to be made and kept with pupils sat in alphabetical order unless it is not 
conducive to learning with any changes made. Remember to use surnames. 
 
We will continue to use our two books: compelling learning books and expert books. These can be 
taken home. 
 
We have a range of data which is benchmarked nationally and expectations related to assessment. 
This will be shared in a separate document about teaching and learning, assessment and curriculum. 
Please make sure that all staff have access to each other’s classes on Google Meet in the case of a 
member of staff being absent.  
 

Staff work rooms 
Whilst I have made changes regarding staff bubbles on page 17, I think it is important that we stick 
to our workroom rule. You will note that I have added in the word, working as I think it is reasonable 
to go in and speak to someone as long as you keep yourself in there for no longer than 15 minutes. 
 

 In all offices there can be no more than two people working – the exceptions are Maths 
office 3 people, Science office 3 people, Staff room 4, English office 4 people (with the 
balcony door kept open) , IT server room 4 people. 

 Meet on Zoom still for big meetings. We can’t meet in groups of more than 6. 

 We are sensible in terms of our mixing within our teams – please don’t go crazy and spend 
an hour with everyone in your team.  

 Think about the impact of what would happen if staff within your team are all off. If this 
happens because we’ve mixed too much then I will have to stop it and make a decision to 
go back to small bubbles within your team. 

 Don’t all sit in a classroom – use well ventilated spaces. 

 If you haven’t had the vaccine – be more cautious. 

 Continue to take your lateral flow tests. 
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Where possible, please use a vacant classroom and wipe down the keyboards before and after use. 
We can also use the Heartspace and G1. Please try and keep your desktop and chair to individuals 
where possible. This is another reason why we cannot have a staggered dinner, in addition to the 
impact on learning. 
 
This does have an implication for meetings in school and I would ask that if there are any meetings 
with parents these are by appointment and after school. I will explain this to parents. We will try and 
use virtual methods with parents. 
 

Water coolers 
Pupils and staff should not use the water coolers to drink from. However, we should be providing 
water for pupils in school. Pupils and staff can fill their water bottles from the water fountain. 
 

Subject specific details 
Guidance will be shared previously with subject staff and does not need to be shared here. In the 
instance whereby a CLP or other member of staff has to cover a class, please can the Director or 
Subject Lead speak to them to explain.  
 

Next steps 13.9.20  
Updated 23.9.20 

 Review the break and dinner time situation and sort out the marquees In place and referred 

to in this document. 

 Develop a plan for an 80:20 offer N/A as remaining with 60:40 for now. 

 Make sure that we have a bank of recorded lessons that we can direct pupils to In the 

process of this. 

 Make a decision about outdoor clothing Made and referred to in this document. 

 Make a decision about how we will capture our school for a virtual open evening Made in 

SLT and will be communicated on Friday 25.9.20. There is no expectation for staff to be here 

for Open Evening or do anything particularly additional. Just needs confirming with SLT. 

 Make a decision about remote parents’ evening Still not decided and will come back to it. 

 Collectively come up with a duty rota which works for everyone We’ve put it out there and 

now for staff to be able to make it work. 

 

Next steps 30.10.20 
November will be difficult. We are going to have to dig deep with increasing disruption and 

potentially more staff absence. We can do it because the biggest challenge we have had was in 

switching to live learning and we have proven we can do that; we always do, the thought of it is 

worse than the actuality. Next steps: 

 Make the duties work as I discussed in our last Zoom meeting. 

 No parents’ evenings over November; no awards evenings. 

 Plan to assess Year 11 in Maths and English through formal exams in case GCSEs are 

cancelled. 

 Plan to capture where every pupil is in their learning and find a suitable way of sharing that 

with parents. 
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 Try our hardest what is going on externally does not affect our determination to improve 

and get better at what we do. Keep the school a positive place. 

 

Next steps 14.12.20 
 We need to make a decision about who we send home in Year 10 and Year 11 in a positive 

case. That will form part of our discussions in the first week back. 

 We need to keep an eye on cover as with having everyone back in there may be difficulties 

in what we have been doing so far. 

 We’ve got to take regular “culture checks” – coming back will be uncertain after Christmas, 

by connecting with each other we will get through – the outcomes are more positive for the 

spring. 

 

Next steps 25.2.21 
 A little more clarity on how we will move pupils from the testing area to the lessons is 

needed. 

 Conversations to take place with practical subjects. 

 Expectations re: assessment. 

 

Next steps 12.5.21 
 Wait until the Year 11 have left before we make some changes to break, dinner, one-way 

systems. 

 Review how staff mixing works by looking at positive cases and address if there is a change. 

 

 

 
 
 
 
 
 
  



Appendix One 
 

Make JA and Lisa Ellis aware. First Aider to 

tell JA in person or text 07966 628604

Office contacts home and tells parent to 

take child for a test. 

First Aider notifies Lisa Ripley who notifies 

Engie that Conference Room needs 

cleaning. If Lisa Ripley is unavailable it is 

Sam Doyle or Lesley Davies.

If the child uses the bathroom in reception 

at any point whilst waiting for their parent, 

the first aider must make sure Lisa Ripley 

passes this information onto Lisa Ripley. 

An out of order sign must be placed on the 

door by the office immediately. 

Member of staff or child presents with 

symptoms.

Member of staff notifies JA, goes home 

and arranges for test. This is classed as 

sickness.

Test comes back as positive; this is classed as sickness 

absence. JA to be kept up to date via staff member 

texting JA 07966 628604

Test comes back as negative; member of staff able to 

come back into work if they are well enough. JA to be 

kept up to date via staff member texting JA 07966 

628604

Pupil presents with symptoms whilst in 

school.

Member of staff sends pupil to pupil 

reception with note saying they have 

symptoms. If possible, phone down.

Pupil goes to Conference Room and is 

attended by First Aider who wears full PPE.
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