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Aims: 
This document sets out Hayle Academy’s response to guidance produced by the DfE and Public Health 

England, to support a full return to school for all students from September 2020. At Hayle Academy we plan 

for a phased return of students from Monday 7th September, with all students attending the school site by 

Friday 11th September. 

DfE Expectations 

The DfE expect that, having assessed their risk, schools will develop a system of controls, adopting measures 

in a way that addresses the risk identified in their assessment, works for their school, and allows them to 

deliver a broad and balanced curriculum for their pupils, including full educational and care support for those 

pupils who have SEND. 

Schools are expected to consider the following, with points in bold considered a “must”: 

1) Minimise contact with individuals who are unwell by ensuring that those who have coronavirus 
(COVID-19) symptoms, or who have someone in their household who does, do not attend school. 

2) Clean hands thoroughly, more often than usual. 

3) Ensure good respiratory hygiene by promoting the ‘catch it, bin it, kill it’ approach. 

4) Introduce enhanced cleaning, including cleaning frequently touched surfaces often, using 
standard products such as detergents and bleach. 

5) Minimise contact between individuals and maintain social distancing wherever possible. 

6) Where necessary, wear appropriate personal protective equipment (PPE). 

Hayle Academy Implementation 

Key control measures will be put in place to support a safe and orderly transition to full school reopening for 

staff and students, including: 

• Student allocation to “bubbles” with control measures to minimise social contact, especially between 

bubbles. 

• Pupils advised and supported to stay 1m apart where possible and reasonable. 

• Student classes to generally remain in fixed locations, with staff to move between rooms. 

• Teachers advised to keep 2m away from pupils, at the front of the class. 

• Staff expected to support social distancing in their working practices, and to model this to students. 

• Pupils seated forward facing in the same direction, where possible. 

• Pupils to wear normal uniform and wash hands throughout the day. 

 



 

 

All teachers and other staff can operate across different classes and year groups in order to facilitate the 

delivery of the school timetable. Where staff need to move between classes and year groups, they should 

try and keep their distance from pupils and other staff as much as they can, where practical keeping two 

metres from other adults. 

Segregated Bubbles 

The table below shows which year group are in which bubbles. Where there are two year groups in the 

same bubble (Year 7 and 8, 9 and 10) this only applies to social time. 

Year Group Projected Numbers 20-21 Bubble 

7 100 A1 

8 90 B1 

9 115 A2 

10 120 B3 

11 100 C 

Total 525  

Although bubbles A and B share common timings for the informal times of the day, they have been further 
subdivided into sub-bubbles and will have allocated outdoor spaces, toilet areas and canteen queue and 
seating areas by year group 

Initial Return 

There are two INSET days for staff on Thursday 3rd and Friday 4th September. Students will then be 

returning to the school site the following week. To support a successful transition back to school for students 

we will operate a staggered return for year groups to ensure key information can be shared in a timely and 

effective manner. 

Day Staff / Students on Site 

Thursday 3rd September INSET Day – No Students 

Friday 4th September INSET Day – No Students 

Monday 7th September Year 7 and Year 11 

Tuesday 8th September Year 7, Year 8 and Year 11 

Wednesday 9th September Year 7, Year 8. Year 9 and Year 11 

Thursday 10th September Year 7, Year 8. Year 10 and Year 11 

Friday 11th September All students on site. 



 

 

The Year Group in Bold highlights their first day on site. 

All students will undertake a fire drill by their second day in school. A fire drill will take place on Tuesday for 

Years 7, 8, 11 and Friday for Years 9 and 10. 

Timetabled lessons 

Students will follow their full timetable in September, however where possible students will be allocated to 

fixed rooms, with teachers moving between rooms. The school day will retain the same start and finish 

points however the structure will be varied to support segregation of bubbles.  

8:30 Students can arrive to school 

8:50-10:05 Period 1 (Including AM register) 

10:05-11:20 Period 2 

Lunch / Tutorial rotation 11:20-12:35 Bubble A Bubble B Bubble C 

11:20-11:45 Canteen 
access 

Tutor time Social space 

11:45-12:10 Social space Canteen 
access 

Tutor time 

12:10-12:35 Tutor time Social space Canteen 
access 

12:35-13:50 Period 3 

13:50-15:05 Period 4 

15:05 Students depart site 

The canteen will close prior to the end of each lunchtime to allow a clean before the next bubble comes in. 

 

Support Bubble Room Allocation 

In order to keep students separate, each year group has been allocated a section of the school for the 

majority of their lessons. Where students need specialist resources and rooms, we have tried to meet the 

needs as best as possible. Some adaptions will have to be made in certain subjects to allow teaching in 

different rooms. 

 

 



 

 

Year Group Rooms Entry / Exit Point Toilets 

Year 7 Maths Rooms – Rms 
40-44 (leads straight 
out on to the Year 7/8 
playground) 

PE door in/ out Learning Zone 
toilets 

Year 8 Rooms 6, 7, 8, 10 
(conference room) 

The Hub side entrance and up 
IT3 stairs 

1st floor toilets 

Year 9 Science Rooms - Rm 
26,27,28,30,31 

Science side entrance door Science toilets 

Year 10 Eng Rooms - Rms 12-
16 

Learning Zone Glass Corridor English toilets 

Year 11 Top floor of Humanities 
block - Rms 1-5 

Entrance from canteen end of 
the main building and up 
Inclusion stairs 

Top floor 
toilets 

 

Subjects expected to stay in support bubble 
rooms 

Subjects needing specialist rooming 

English 

Maths 

Science 

Geography 

History 

Spanish 

Global Values 

Film Studies 

Enterprise 

Tutorial 

 

Art 

Music 

Timber 

BTEC Sport (practical) 

Core PE 

Drama/ Performing Arts 

DT 

3D Design 

Food Tech/ Hospitality & Catering 

Computer Science 

Child Development 

Bubble zones are shown on the map overleaf: 

  



 

 



 

 

Arrival and Departure 

We are unable to run a staggered start time due to logistical and practical limitations. However, by ensuing 

that support bubbles have allocated areas of the school we can ensure that the entry to and exit from the 

school site ensure social distancing arrangements are met for all students.  

Students are not to arrive to the school site before 8:30am. When students arrive, they need to follow 

signage to their designated entry points and proceed to their area of the school. Students will use the hand 

sanitiser at their Lesson 1 room when they arrive. 

Transition Between Lessons 

Most lessons will take place in the classrooms allocated per the timetable. A small number of subjects will 

require specialist rooms. At each lesson transition, there will be a staff member present to ensure an orderly 

change over. Many students will not need to move between rooms. 

Seating Plans 

For classroom based lessons, seating plans are to 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. Where possible all classrooms will be set out in rows. 

Social Time Expectations 

To maintain social distance arrangements, as well as the staggered lunchtimes, each bubble will have 

allocated outdoor spaces, wet weather rooms and toilets. Students will be expected to keep to their 

allocated areas; other areas will be ‘Out of Bounds’. 

Duty staff will be allocated to these spaces to ensure expectations are met. Teaching staff / support staff 

will take lunch at the time they are not leading / supporting delivered sessions. 

Uniform 

Students are expected to wear full uniform. Students will be expected to change into their normal PE kit for 

PE lessons. 

Uniforms and kit do not need to be cleaned any more often than usual, nor do they need to be cleaned using 

methods which are different from normal. 

Specialist lessons: Students will remain in their designated classroom base unless they are required to 

move to a specialist facility for a lesson (e.g. art, DT, music, drama, PE and computer science). Additional 

staff will be on hand to ensure that supervision is available between lessons to maintain separation 

between school bubbles as students move through the corridors. Specialist equipment will be cleaned 



 

 

between use by different students to reduce the risk of infection.  Additional classroom cleaning will be 

provided in specialist rooms to reduce the risk of infection between separate school bubbles.  

Arrangements for PE lessons.  The school considers it vital to the education of students that all students 

are able to participate in active PE lessons. Contact sports (such as rugby) will not take place during the 

Autumn Term and will be reviewed for the Spring Term. PE teachers will adapt the physical activities used 

in their curriculum plans to reduce the risk of infection between students whilst maintaining the high quality 

of education as much as possible. Wherever possible, PE lessons will take place outdoors and students 

should bring appropriate PE clothing (e.g. PE coats) to maintain their comfort during outdoor PE lessons 

during the Autumn Term. The PE team will communicate with parents to ensure parents are clear about 

what PE kit is essential for the Autumn Term.  

Students within the same bubble do not need to maintain social distancing in changing rooms but will be 

encouraged to do so where possible. Changing rooms will be cleaned between use by students in different 

bubbles.  Equipment used in PE lessons will be thoroughly cleaned between use by students and between 

use by students in different bubbles.  

  



 

 

Appendix 1:  Risk Assessment 
 

This risk assessment has been completed following current government guidelines. The coronavirus outbreak is a rapidly 
developing situation and this risk assessment will be updated as the guidance changes.              

RISK ASSESSMENT:  Returning To School    

      

Establishment 
Name Hayle Academy 

 

     

Persons at risk Adults and pupils     

Date of assessment Jun-20     

Review Date Weekly     

      

Description Of 
Hazard 

Current Control Methods  
(Including Safe Working Practice) 

Severity Likelihood Risk 

Are 
Control 

Methods 
Adequate 

Evacuation 
procedures during 
resumed full 
occupancy of the 
school 

DQU and KHA reviewed evacuation procedures 
taking into consideration social distancing measures 
where possible, access to emergency equipment and 
assembly points.  During 'familiarisation/induction 
week for staff' include evacuation briefing.  New 
muster point for fire evacuation  A full evacuation to 
be timetabled for all students on their second day in 
School.  Within the September re-opening plan this 
would be Tuesday 8th September and  Friday 11th 
September.  Invacuation (lockdown procedures 
remain in place but areas need to be reassigned with 
new roles in SLT) KHA/DQU 

Death 
Very 

Unlikely 
Low 6 Yes 

Premises not checked 
to ensure it is safe to 
open 

Complete the re-opening checklist and ensure all 
issues are actioned   Checklist completed 4th June 
2020 and revisited weekly.  Site is in use everyday 
and checks carried out as per normal routine. 

Major 
Injury/Long 

Term 
Absence 

Unlikely 
Medium 

11 
Yes 

Lack of up to date 
information for staff 

Organise daily staff briefings for at least the 1st week 
back, including any health and safety updates. These 
should be held in the largest possible space.  Daily 
Briefing notes will be emailed to all staff each 
morning.  Staff to be advised to check emails daily . 
KHA/ADA   

Major 
Injury/Long 

Term 
Absence 

Very 
Unlikely 

Low 4 Yes 

Lack of up to date 
information for 
students and 
parents/guardians 

Newsletter to be sent to all parents/guardians before 
the school opens. Weekly updates on school website 
and FB page. Ensure all contact details are up to date. 
Communicate all new working / school arrangements 
to parents and any updates to those arrangements as 
soon as possible.  Pick up and Drop off instructions, 
new school day arrangements need to be clearly 
disseminated to parents.  During Summer holidays 
need to determine if access to website/social media 
required if so who?.   SHO/EGA   

Major 
Injury/Long 

Term 
Absence 

Very 
Unlikely 

Low 4 Yes 



 

 

Failure to maintain 
supervision levels if 
staffing levels drop 

Long-term contingency plans should be put in place. 
Staffing levels to be checked each day by SLT.  Staff 
Absence procedure revert to the Absence Line for 
September so arrangements can be made for 
another member of staff to cover.  Always a Teaching 
member of SLT on site if staffing level drops during 
the day.  Protocol to close classroom and call parents 
if insufficient staff to cover the lessons.  Zero 
tolerance to misbehaviour - protocol to call parents 
to collect student(s) misbehaving.  Key staff must be 
in place for school to open including safeguarding, 
first aid and fire wardens. Daily review of staffing 
levels by HoS and Business Manager: in case of 
insufficient staffing capacity, school will not open to 
students. KHA/HOS 

Major 
Injury/Long 

Term 
Absence 

Unlikely 
Medium 

11 
Yes 

Staff who are 
identified as clinically 
vulnerable coming 
into contact with 
Coronavirus 

Vulnerable staff are to work from home or kept on 
leave. Refer to HR guidance for options with regards 
to taking leave etc. Staff self-assessments have been 
reviewed and staff have been asked to notify KHA of 
any changes every fortnight.  Any changes to 
Government advice will be reviewed accordingly.  
Any updated Self Assessment forms issued by TPAT 
to be issued to staff at the time.   KHA holds copy of 
HR Guidance.  Likely to be updated information pre 
opening.  Risk Assessments for individual staff 
members are being completed as appropriate when 
they wish to come on site. KHA 

Major 
Injury/Long 

Term 
Absence 

Very 
Unlikely 

Low 4 Yes 

Students who are 
identified as shielded 
or clinically 
vulnerable coming 
into contact with 
Coronavirus 

Schools should proactively communicate with 
parents to remind them to inform the school of any 
vulnerable students. This should be done daily at 
first. Each to be assessed on a case by case basis. 
Shielding and clinically vulnerable students should 
not come to school.  Shielding advice for all adults 
and children will pause on 1 August, subject to 
continued decline rates of community transmission 
of Covid-19.  Any pupil who requires specialist care or 
is receiving treatment may need a separate risk 
assessment and advice from Health care professional 
prior to return.  Procedure letter to parents regarding 
opening should reiterate the message around 
shielding and clinically vulnerable students.  Include 
same message on website.  SHO/EGA 

Major 
Injury/Long 

Term 
Absence 

Very 
Unlikely 

Low 4 Yes 

Staff or students who 
live with someone 
who is identified as 
shielded or clinically 
vulnerable to 
Coronavirus 
attending site 

Assessed on a case by case basis and government 
guidance followed Homeworking should always be 
the first consideration. If homeworking is not 
possible for staff the complete the 'Staff Living with 
Vulnerable or Extremely Vulnerable Person' Risk 
Assessment  Risk Assessments to be completed for 
staff in this category although likely to be updated 
guidance in this area prior to re-opening.  KHA has 
details of staff in this category and can update RAs as 
appropriate.  KHA 

Major 
Injury/Long 

Term 
Absence 

Very 
Unlikely 

Medium 
13 

Yes 



 

 

Member of staff 
displaying symptoms 
of Coronavirus 

Staff reminded at briefings of the requirements to 
immediately isolate if displaying symptoms and 
advised to get tested.  Reminder to be included at 
the bottom of every daily briefing.  Protocol in place 
for notifying parents.  If symptoms develop whilst in 
work, member of staff will immediately report to 
First Aid and be isolated in the First Aid room until 
they are able to leave school. No other member of 
staff or student needs to leave the School Site. 
Detailed procedures for First Aiders are displayed in 
the room and will be emailed to all First Aiders prior 
to the start of term.  Details are also included in the 
September Re-Opening plan.  KHA/BSP 

Major 
Injury/Long 

Term 
Absence 

Unlikely Low 8 Yes 

Student displaying 
symptoms of 
Coronavirus 

Medical room to be set aside for the affected student 
- and cleaned after use.  Staff providing support to be 
provided with PPE. Area used by student to be 
thoroughly cleaned.   Pupil to be collected by First 
Aid on call and taken to First Aid Room to be used.  
Windows to remain open as well as hatch to allow 
maximum ventilation.  First Aid staff are provided 
with PPE and have been given safety 
familiarisation/induction.  Back up isolation room if 
needed is the room next door to First Aid  KHA /BSP 

Major 
Injury/Long 

Term 
Absence 

Unlikely Low 8 Yes 

Student/member of 
staff unwell (non 
Covid-19 related)  or 
injured 

First Aider to use PPE and, if appropriate,  body fluid 
spillage kit..  First Aid Room to be used, however if, 
unavailable due to Covid-19 isolation or awaiting 
deep clean, then Inclusion Room to be used.  Grab 
bag kit including PPE and body fluid spillage kit in 
place.  Parents to be notified prior to re-opening, if 
child feels at all unwell to keep them at home.  Staff 
to be notified of the same protocol.  SHO/KHA.   

Major 
Injury/Long 

Term 
Absence 

Likely Low 8 Yes 

Social distancing not 
observed in staff 
areas 

Consider removing furniture in the staffroom to 
promote distancing. Lessons and break time to be 
staggered to reduce the likelihood of staff all using 
staff areas at once.  Staff briefings to be held in 
largest space possible.  Breaks for staff should be 
staggered to allow social distancing in staff room and 
staff toilets.  Anti-bacterial wipes to be provided by 
sink to wipe down taps after use.  Paper towels 
provided for wiping up dishes.  Staff not to leave 
dirty dishes in or around the sink but place them in 
the dishwasher or wash them up if they are personal 
items.  Social distancing reminders and kitchen 
hygiene notice to be displayed.     Main entrance 
used only by staff and marked at 2m intervals.  KHA 

Major 
Injury/Long 

Term 
Absence 

Unlikely Low 8 Yes 



 

 

Social distancing not 
maintained at school 
gate or drop off/pick 
up point 

Additional supervision to be provided at gate and/or 
drop off/pick up point. Stagger opening and closing 
times. Use tape or cones to demarcate the waiting 
area. Display signage prominently within school and 
on the outside of buildings to encourage social 
distancing (employ multiple-language signage where 
necessary). Communicate to parents that only one 
parent should drop off or pick up students. Limit 
parent vehicular access to car parks to essential car-
users only -this will require active management at 
drop-off and pick-up times and potential pre-
arrangements to be made - implications for the 
impact on local; residents resultant from increased 
on-street parking should be considered on an 
individual school basis.  Staff to be advised to 
observe social distancing when walking into and out 
of school.  Supervision at gates to ensure social 
distancing and at students drop off and pick up 
points.  Entrance to school now segregated into in 
and out.  SHO/DQU 

Major 
Injury/Long 

Term 
Absence 

Very 
Unlikely 

Medium 
9 

Yes 

Social distancing not 
maintained during 
home-to-school 
transport if transport 
is boarded directly 
from school premises 

Additional supervision to be provided at gate and/or 
drop off/pick up point. Consider school parking 
arrangement to reduce congestion. Priority must be 
given to disabled users and those identified as having 
health related issues. Provide relevant guidance to 
parents on drop off and pick up arrangements. 
Display signage prominently within school and on the 
outside of buildings to encourage social distancing 
(employ multiple-language signage where 
necessary).   All bus duty staff to be reminded to 
reinforce social distancing requirements.  Signage to 
be made up and displayed on gates.  Parents 
informed of requirements.  KHA seeking advice on 
School operated Shuttle Bus service with regard to 
number of students permitted.  SHO/KHA 

Major 
Injury/Long 

Term 
Absence 

Very 
Unlikely 

Low 4 Yes 

Social distancing not 
maintained by 
students before 
school starts 

Parents to be instructed not to allow students to 
attend before school starts.  Students to be directed 
straight to classrooms. Stagger opening and closing 
times. Use tape or cones to demarcate the route to 
classrooms. Display signage prominently within 
school and on the outside of buildings to encourage 
social distancing (employ multiple-language signage 
where necessary).   Parents to be reminded students 
should not be on site before 8.30 am Students to be 
directed to appropriate entrance and straight to 
classroom on arrival. 

Major 
Injury/Long 

Term 
Absence 

Unlikely 
Medium 

11 
Yes 



 

 

Social distancing not 
maintained in school 
corridors 

Signs to be displayed in corridors instructing students 
to walk on the LEFT and to keep distance in front and 
behind.  Lesson times to be staggered.  Staff to 
supervise. If possible introduce a one-way system 
and ensure staff and pupils are trained in where they 
should go. Ensure that fire exit routes are not 
compromised. Display signage prominently within 
school to encourage social distancing (employ 
multiple-language signage where necessary). Schools 
that cannot implement a one-way system, 
particularly inside buildings should implement what 
amounts to a “give-way system” with provision of 
safe areas to wait in order to maintain social 
distancing.  Use barrier tape, floor markings and 
signage to clearly identify routes, corridors, access 
stairs and doors temporarily taken out of use.     
Current one way systems including staircases to be 
re-iterated to staff and students during 
induction/familiarisation session.  Social distancing 
signage has been placed on routes already in use, 
remainder will be completed during Summer Break.  
Floor is marked with tape to assist distancing which 
will be in place through remainder of the School 
during Summer break. THE ABOVE MEASURE WILL 
CEASE FOR THE START OF TERM AS STUDENTS ARE 
NOT EXPECTED TO SOCIAL DISTANCE.  STAFF WILL 
BE REQUIRED TO CONTINUE TO FOLLOW SOCIAL 
DISTANCING REQUIREMENTS.  

Major 
Injury/Long 

Term 
Absence 

Unlikely Low 8 Yes 

Social distancing not 
maintained in 
classrooms 

Excess tables and chairs to be removed.  Chairs and 
tables to be spaced out. Staff and pupils should 
remain within their own groups. Use tape to 
demarcate zones within the classroom. Visualisers 
and whiteboards should be kept clear with a clearly 
identified teaching zone. Students should be 
allocated their own chairs/tables and should only use 
these. Class furniture will need to be moved or 
placed in a position to reduce pinch points, ensuring 
that free movement is possible.  2m marked area for 
Teaching area.   Tables and chairs placed in rows 
facing the front of the class.  Space between tables as 
much as possible.  Students not permitted to wander 
around the room.  Staff to adhere to Government 
social distancing guidelines at all times.  SHO/DQU  
THE ABOVE MEASURE WILL CEASE FOR THE START 
OF TERM AS STUDENTS ARE NOT EXPECTED TO 
SOCIAL DISTANCE.  STAFF WILL BE REQUIRED TO 
CONTINUE TO FOLLOW SOCIAL DISTANCING 
REQUIREMENTS.  

Major 
Injury/Long 

Term 
Absence 

Unlikely Low 8 Yes 

Social distancing not 
maintained during 
break-times and 
lunchtimes 

Break and lunchtimes to be taken in class groups to 
minimise  mixing.  Supervision to be provided. 
Stagger breaks and lunchtimes and only provide 
packed lunches to reduce cross-contamination.  No 
formal break - students should bring their own drink 
and snacks.  .  Students will remain in their seats in 
the classroom.  Lunchtime staggered - supervision 
needed in canteen area to support social distancing 
and ensure no bad behaviour.  SHO/KJN (Duties)   
THE ABOVE MEASURE WILL CEASE FOR THE START 
OF TERM AS STUDENTS ARE NOT EXPECTED TO 
SOCIAL DISTANCE.  STAFF WILL BE REQUIRED TO 

Major 
Injury/Long 

Term 
Absence 

Unlikely Low 8 Yes 



 

 

CONTINUE TO FOLLOW SOCIAL DISTANCING 
REQUIREMENTS.  

Social distancing not 
maintained during 
meals 

Lunch times to be staggered to reduce numbers in 
one space.  Less tables put out and spaced further 
apart. Supervision to be provided. Stagger 
mealtimes.  See above - staggered lunchtimes and 
additional supervision.   THE ABOVE MEASURE WILL 
CEASE FOR THE START OF TERM AS STUDENTS ARE 
NOT EXPECTED TO SOCIAL DISTANCE.  STAFF WILL 
BE REQUIRED TO CONTINUE TO FOLLOW SOCIAL 
DISTANCING REQUIREMENTS.  

Major 
Injury/Long 

Term 
Absence 

Unlikely Low 8 Yes 

Social distancing not 
maintained during 
physical activities (PE 
etc) 

No activities that require contact.  Equipment should 
not be used. Support social distancing with signage, 
barriers, floor markings and staff supervision.  Refer 
to PE Use of Changing Rooms Risk Assessment. 
Practicals in Science/DT  SHO/MLO 

Major 
Injury/Long 

Term 
Absence 

Unlikely Low 8 Yes 

Moving and handling 
of furniture to 
facilitate social 
distancing 

Site team to move equipment where required. Ask 
for additional help if needed by contacting external 
assistance. Speak to Trust for advice.  Furniture will 
only be moved by staff who have received manual 
handling training.  Classrooms will be set up by Site 
Team prior to re-opening and cleaning undertaken 
once this has been completed ready for use.  
DQU/KHA/Site Team 

Reportable 
Condition 

Unlikely Low 6 Yes 

Storage of furniture 
or equipment 
removed from 
classrooms 
workspaces and other 
areas 

Unused classrooms to be used for extra storage 
space.  All tables and chairs to be stacked safely   At 
end of first week, school will be at full capacity so will 
be little furniture to store.  Site Team will store any 
furniture safely taking in account limited storage 
space available. 

Major 
Injury/Long 

Term 
Absence 

Very 
Unlikely 

Low 4 Yes 

Lack of hand washing 
facilities 

Toilets and classrooms have hand washing facilities.  
Instruct the children where to wash hands and how 
to socially space. All hand wash areas to be provided 
with soap dispensers and will be checked twice daily.  
Paper towels to be provided. Classrooms without 
sinks should have supplies of hand sanitiser and dry 
foaming soap (no water required).  Student toilets  
have hand washing facilities, hand sanitiser will also 
be available on each floor.  Stock of soap and paper 
towels will be checked mid-morning when toilets are 
cleaned.  Staff toilets have hand washing facilities 
and will be cleaned and stocks checked mid-morning.  
DQU 

Major 
Injury/Long 

Term 
Absence 

Unlikely Low 8 Yes 



 

 

Over-use or mis-use 
of hand sanitiser 

Hand sanitiser available at reception for visitors and 
for staff in the kitchen, staffroom and offices etc  
Hand sanitizer dispensers available throughout the 
school.  Staff to supervise students on entry to 
classroom.  Briefing to staff to be aware of students 
displaying skin problems on hands or excessive use of 
personal hand sanitiser and report to First Aid.   
DQU/KHA 

Reportable 
Condition 

Very 
Unlikely 

Low 3 Yes 

Staff and students 
not washing hands 
frequently 

Students to be instructed to wash hands at the 
beginning and end of each lesson. Remind staff about 
need to handwash regularly.  Students asked to wash 
hands/use sanitiser on entry to the classroom and on 
leaving the classroom.  Sanitiser are available in the 
stairwells on both levels of the Tower Block and 
outside IT3.  Reminders in letters to parents/staff 
briefing and notices in student and staff toilets. 

Major 
Injury/Long 

Term 
Absence 

Unlikely Low 8 Yes 

Cross contamination 
of used tissues etc 

Pedal bins with liners in each classroom. This must be 
emptied at least once daily. All waste should be 
double bagged and placed in schools normal refuse 
bins.   Pedal bins provided, marked 'Tissues only' for 
use in the classrooms and ensure Cleaners are 
double bagging them.   Staff to be told at 
induction/familiarisation and students on first day.  
Need to purchase additional lidded bins  KHA 

Major 
Injury/Long 

Term 
Absence 

Unlikely Low 8 Yes 

Disposal of 
potentially 
contaminated waste 

Bin liners double bagged and stored for disposal   
Discussed with Cleaners, Churchills and Site Team are 
aware.   DQU/Churchills 

Major 
Injury/Long 

Term 
Absence 

Unlikely Low 8 Yes 

Cross contamination 
from sharing 
equipment 

Equipment sharing to be discouraged as much as 
possible.  Each classroom to be provided with 
sanitising wipes to clean equipment between usage  
Staff and students to be advised not to share 
equipment.  Basic essential kit will be available for 
staff and students who do not bring their own.  Once 
used these will be left on the desk for collection at 
the end of the day.  They will be wiped down and 
stored for 72 hours before re-use.  School supplied 
Calculators must be wiped down before and after use 
by pupils.  Wipes will be provided in each classroom.  
Spray detergent/wipes will be provided by the staff 
radio bank.  Please wipe them down before and after 
use.  Teaching Staff/KHA 

Major 
Injury/Long 

Term 
Absence 

Unlikely Low 8 Yes 

Cross contamination 
from sharing personal 
possessions (water 
bottles, toys etc.) 

Students to bring own water bottles.  Sharing of 
personal possessions not permitted  Students and 
staff should be advised to only bring essential items 
to school and should not share personal items.  Staff 
to be notified during induction and students via 
parent letter home and text reminder for the first 
week.  DMA 

Major 
Injury/Long 

Term 
Absence 

Unlikely Low 8 Yes 



 

 

Cross contamination 
from contact with 
frequently touched 
surfaces (door 
handles, hand rails, 
tables etc) 

Frequently touched surfaces to be cleaned regularly.  
Wipes and or detergent spray will be available for 
touch cleaning.  Classrooms and touched surfaces 
will be cleaned every day once session is over.     
Doors should be propped open unless they are fire 
doors.  DQU/Churchills 

Major 
Injury/Long 

Term 
Absence 

Unlikely Low 8 Yes 

Cross contamination 
from use of welfare 
facilities - toilets, 
sinks, water fountains 
etc. 

Toilets and sinks etc. to be cleaned regularly. 
Decommission water fountains.   Additional cleaning 
of toilets will take place mid-morning.  Detergent 
and/or wipes will be available in the staff room to 
clean the sink and taps after use.  Staffroom will be 
cleaned daily KHA/Churchills 

Major 
Injury/Long 

Term 
Absence 

Unlikely Low 8 Yes 

Cross contamination 
from food served on 
the premises 

Catering staff or companies to update their hygiene 
risk assessments to take account of Coronavirus. Use 
single use paper bags for providing packed lunches.   
Caterlink providing updated Risk Assessments - draft 
already seen. 

Major 
Injury/Long 

Term 
Absence 

Very 
Unlikely 

Low 4 Yes 

Lack of appropriate 
cleaning materials 
and personal 
protective equipment 
for cleaning and 
catering staff 

Internal cleaning and catering staff to be provided 
with disposable gloves and aprons or ensure their 
fabric PPE is washed daily.  Only one internal cleaner 
and PPE available.  Rest of cleaners under contract to 
Churchills who comply with this guidance.  Caterlink 
are the catering contractors and also comply with 
this guidance. DQU/Churchills 

Major 
Injury/Long 

Term 
Absence 

Very 
Unlikely 

Low 4 Yes 

Visitors to the school 
site 

Any visitors to site including parents and contractors 
should only attend site if pre-arranged.  Visitors 
required to hand-sanitise at reception.   Visitors to 
the School Site are currently limited to essential 
deliveries and services, social care and medical 
professionals.  All requests for visitors must be 
authorised by the Head of School in advance.  SHO 

Major 
Injury/Long 

Term 
Absence 

Very 
Unlikely 

Low 4 Yes 

Provision of first aid 
(including paediatric 
first aid where 
appropriate) support 
to students 

Disposable gloves etc. available in first aid kit. Utilise 
First Aid grab bags. Grab bag to include body fluid 
spillage kits and disposable apron and face mask.  
PPE in place for First Aiders.  Grab bags of PPE 
available with First Aid boxes.)  KHA/BSP 

Major 
Injury/Long 

Term 
Absence 

Unlikely Low 8 Yes 

Providing care 
(dispensing medicines 
etc) for students with 
medical needs 

Disposable gloves etc. available in first aid kit where 
appropriate. Care plan reviewed if appropriate and 
updated alongside current government guidelines. 
Any child who is unwell with symptoms of any kind 
should not attend school.  Medical needs information 
will be reviewed for students with Specific medical 
needs and any medication held on site for pupils 
checked for expiry and parents notified if renewals 

Major 
Injury/Long 

Term 
Absence 

Unlikely Low 8 Yes 



 

 

needed.  PPE available for First Aiders as required.  
KHA/BSP 

Providing care for 
students with specific 
care needs (support 
for toileting etc) 

Individual risk assessment and care plan to be 
reviewed and updated alongside current government 
guidelines.  PPE to be provided where required  - No 
students in this category currently.  Will be reviewed 
if anything changes    JWO/BSP 

Major 
Injury/Long 

Term 
Absence 

Unlikely Low 8 Yes 

Providing care for 
students with specific 
emotional or 
behavioural needs 

Individual risk assessment and care plan to be 
reviewed and updated.  PPE to be provided where 
required. Consider appropriateness of the student 
attending school.   Pastoral Team will provide 
support for those students in this category and will 
update RAs as necessary.  Team has been providing 
support to these students throughout lockdown.  
STR/KHA 

Major 
Injury/Long 

Term 
Absence 

Unlikely Low 8 Yes 

Staff mental health 
issues  

Management to promote mental health & wellbeing 
awareness to staff during the Coronavirus outbreak 
and to offer whatever support they can to help.  
Formal Support from the Trust's partners has been 
signposted through the Heads Bulletin and staff 
newsletters Individuals who have identified as 
needing additional help have been supported by line 
manager and colleagues and, support offered 
through NHS and HR.  Staff are sharing and providing 
wellbeing opportunities regularly via videos and 
emails and guidance is also posted on the staff 
noticeboard.  Positive news is shared in the Head's 
bulletin each week.  TPAT Return to Work Discussion 
Form is available for staff to use for anyone returning 
to School after a long period away during lockdown.   
SHO/KHA 

Major 
Injury/Long 

Term 
Absence 

Unlikely Low 8 Yes 

Staff refuelling cars Remind staff about the heightened risk when using 
fuel stations before attending work. Using gloves or 
tissues when filling cars up with fuel can reduce the 
risk of the spread of Covid19. Always wash hands as 
soon as staff get to school.  Include within Briefing 
notes and Head's bulletin.  SHO 

Major 
Injury/Long 

Term 
Absence 

Unlikely Low 8 Yes 
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Appendix 2:  Management of Suspected and Confirmed Cases of Covid 19 in line 

with Public Health England Guidance  
 

In the event of a suspected case of Covid 19, the following action must be taken: 

• If the member of staff or student becomes ill whilst in school and exhibits symptoms of Covid 19 

infection they should be immediately referred to the first aid team and isolated in the First Aid Room 

until they are able to leave school (the student must be collected by an appropriate adult). Any tissues 

should be double bagged in a bin reserved for this use. The room to be cleaned after use, and before 

any other person uses it. Member of staff cleaning room should wear PPE.  

• No other student or member of staff needs to leave the school site. 

• The child or member of staff must call 111 or PHE and arrange for a Covid 19 test as soon as possible 

and must inform the school of the outcome of the test immediately on receipt. In the meantime, the 

child or member of staff must follow PHE guidance and self-isolate for a minimum period of 7 days.  

 

In the event of a confirmed case of Covid 19 

• The member of staff or child’s parents must inform the school immediately on receipt of the confirmed 

outcome of the test.  

• The Head of School must inform the Executive Headteacher and TPAT Health and Safety Office 

(John Eddy: johneddy@tpacademytrust.org) immediately. An on-line risk assessment will be 

completed by John Eddy and this risk assessment will confirm what further action, if any, is required 

by the school. The following information will be required for the Trust: Full name, address, date of 

birth, school postcode, school URN  

• Further action could include 

o A deep clean of identified areas of the school building 

o Self-isolation of other members of the school community (for 14 days) 

 

The PHE advice regarding steps to be followed in the event of a suspected or confirmed case is summarised 

in the attached flowchart.  

 

 

mailto:johneddy@tpacademytrust.org


 

 
 



 

 

Appendix 3: Arrangements for Staff 
 

All staff are expected to work at school from September. 

Staff must not attend work if they have symptoms of Covid 19: a raised temperature, a new persistent cough, 

or loss of taste/smell. Staff must follow public health requirements for self-isolation and testing if they have 

Covid 19 symptoms or if a member of their household has symptoms or a diagnosis of Covid 19. Staff are 

required to remain up to date with the latest guidance from Public Health England and to ensure that they 

follow this guidance. Should a member of staff develop symptoms in school, they must report to Reception 

immediately and will be isolated in the First Aid Room prior to leaving work.  

Staff are expected to actively engage in the NHS test and trace system to ensure that any absence from 

school and disruption to their education and progress is reduced to a minimum. Tests are available within 

24-48 hours via https://www.nhs.uk/ask-for-a-coronavirus-test and results typically returned within 48 hours. 

The school must be informed at the earliest opportunity of the outcome of the test. Where tests are negative, 

staff should return to school. In the event of a positive test, staff must follow the PHE advice and self-isolate 

for the required period of time. The school will work closely with the Trust in the event of a confirmed case of 

Covid 19 and further advice will be provided in line with PHE guidelines with regards to any further Test and 

Trace or self-isolation requirements for the school staff and students. 

The school’s risk assessment for on-site provision will be shared with all staff. Staff are expected to read this 

guidance and to ensure that they follow the management procedures within it to protect their own safety and 

that of other members of the school community. Staff should raise any questions arising from this risk 

assessment with their line manager.  

Hand Hygiene is an essential element of protection for the school community. All members of the school are 

expected to follow good hand hygiene routines and to wash their hands (or use sanitiser) regularly and 

frequently. Staff should role model this to students and remind students regularly about the importance. Hand 

sanitisers will be available outside each taught classroom in the school and should be used at the beginning 

and end of each lesson. 

Staff dress code: All aspects of the dress code remain unchanged, details of which can be found in the Staff 

Handbook.  Please bear in mind that the site is colder than usual with open doors and windows. 

Arrival and Signing In: Staff should make their own arrangements to travel to school: car sharing is not 

advisable at this time due to national requirements for social distancing. Staff car parks will be open as usual.  

Hand gel is available for staff in Reception and located throughout the school. Hand gel should be used on 

arrival in work and regularly throughout the day. Signing in on the iPad will be contactless via the ID badge 

and staff should avoid touching the screen. Students will not be permitted to use the main entrance, and this 

will be reserved for staff use only. Please note that there is a 2m tape around reception. Please avoid walking 

over this. 

https://www.nhs.uk/ask-for-a-coronavirus-test


 

 

Staff should continue to remain 2m from other staff and students wherever possible, unless there is an 

emergency.   

Use of the Staff Room: please observe social distancing arrangements whilst using the staffroom. Seating 

has been re-arranged at appropriate distances. Any used plates/ mugs or cutlery must be placed in the 

dishwasher and must not be left ‘out’ in the staffroom. Staff are advised to bring their own mug, cutlery etc 

into school and to take this home with them at the end of the day. Tea, coffee, milk and sugar will continue 

to be provided for staff use. There are currently no other catering services available at break or lunchtime: 

staff should provide their own refreshments and food. Disinfectant wipes are provided to clean down tables 

before and after use.  

The library and Science workroom will be used as additional staffrooms to provide staff with access to a 

computer to support their PPA as staff may not be able to use their regular classrooms. The library will still 

be available to students with a detailed plan of the layout and social distancing arrangements to follow. 

Visitors to school: no visitors are currently allowed on school site except for essential deliveries, social care, 

medical professionals, and other essential services. All meetings with parents and external agencies, should, 

wherever possible, continue to be done using online platforms or by phone. All requests for visitors must be 

authorised by the Head of School in advance. Visitors arriving without an appointment will not be admitted to 

the school.  

Staff Toilets: Soap, hand-gel and disinfectant cleaning wipes are provided. Toilets will be cleaned mid-

morning.  

Face Masks and PPE: Staff may wear a face mask and/or other PPE if they wish to do so. However, Public 

Health England does not (based on current evidence) recommend the use of face coverings in schools. They 

are not required in schools as pupils and staff are mixing in consistent groups, and because misuse may 

inadvertently increase the risk of transmission. There may also be negative effects on communication and 

thus education. In line with current national developments around the routine use of face masks in shops and 

other confined spaces, this aspect of our planning is being kept under close review. All members of the school 

community will respect the decisions of others regarding their use of PPE.   

First Aid: staff who feel unwell in work should report to First Aid as usual. Where possible, f irst aid advice 

and support will be provided without breaching social distancing and the first aider will remain 2m away. 

Additional PPE is available for first aiders and will be used if further first aid treatment is needed which makes 

social distancing impossible.  

Staff meetings and briefings: Social distancing will be maintained during essential team meetings and 

briefings. Face to face meetings are an important aspect of team working and promote effective 

communication, sharing of ideas and best practice. As such, team leaders will provide information about their 

calendar of regular meetings. Whole staff briefings and meetings will not take place unless essential to do 

so. Team meetings will be led by team leaders/ line managers and key actions will be shared by email after 



 

 

the meeting with all team members to ensure all staff are kept updated and informed, including those not 

present at the meeting.  

Movement in Corridors: Please follow and support all one-way systems and social distancing markers. 

These requirements apply to staff as well as students and it is important for staff to model expectations.  

Use of Offices: Office spaces should only be used by allocated staff. Staff must avoid ‘sharing’ keyboards 

and workspaces wherever possible. Disinfectant wipes are available in the main office and from Reception 

should it be essential for a member of staff to use share a keyboard. Social distancing of 2m should be 

observed in all offices and staff must not enter the allocated office space of another member of staff, closer 

than 2m. Social distancing will be indicated with tape: please always observe these distances. Office spaces 

and staffing in offices will be reviewed to ensure social distancing arrangements can be met and to reduce 

the risk of staff absence. 

Classrooms: Groups will be allocated to a year group bubble for the majority of their lessons. Students will 

stay in the rooms of the bubble each day and staff will move between the rooms. A 2m distance will be 

marked out around the teacher desk as a designated ‘safe space’. Teachers should use the allocated 

computer for the classroom. Disinfectant wipes will be provided in classrooms for use on keyboards, the 

mouse and other equipment that was touched. Teachers need to wipe down the equipment at the beginning 

and end of each session. Seating plans for students should be drawn up, allocating their desk and seating 

position. The default seating plan is for students to be taught in rows. 

Where an LSA is assigned to support a student, they should be included in the seating plan, ensuring social 

distancing to other students.  

Students should remain in their seats throughout the lesson. Group work and practical work will not be 

possible as social distancing must be maintained. Practical work will be reviewed after the first two weeks to 

see how this can be supported as part of the curriculum.  

Students should bring their own equipment to school. If a student does not have essential equipment e.g. 

pen, then they should be given one, and should keep this with them. Calculators (or similar) should be wiped 

before and after use and returned at the end of the tutorial. Lack of equipment should not be a barrier to 

learning. Staff are advised not to lend their own equipment to students and to ensure they have their own 

supply of board pens etc to avoid sharing of basic equipment.  

Instances of low-level disruption will result in a warning from a member of staff. Any further instance of 

disruption will result in the student being removed from the lesson. Non-compliant behaviour which breaches 

social distancing arrangements will result in the student being immediately removed from the lesson by on-

call. The leadership team will liaise with parents with regards to the student returning to lessons. Repeated 

non-compliance will be dealt with by following our behaviour policy.   

The transition between lessons will require teachers and some students to move. In the first instance teachers 

will move to ensure social distancing. Then students will move if required. There will be a member of staff to 

support at each transition point in each location. This is not a designated break.  



 

 

Only one student will be permitted to leave a classroom at any time to use the toilet. Students should not 

leave the classroom for any other reason, unless they are with a member of the on-call team.  

Staff and students need to be vigilant about the tidiness of the classrooms. Please ensure that all work 

surfaces are left clean of any objects so they can be cleaned down each day. 

Students will be allowed to drink water during their lessons as usual but should not be given permission to 

leave the lesson to refill water bottles. Students should bring enough water to school with them without 

needing to refill water bottles. Students will also be given permission to leave the lesson for a toilet break if 

they need to and should not leave the classroom for any other reason. Staff should use professional 

judgement and keep toilet breaks to a minimum – where possible, requiring the student to make up the time 

at the end can be a good deterrent. Only one student will be permitted to leave the lesson at any one time. 

Staff will be on duty to supervise corridors and toilets throughout the day to support social distancing. Between 

each lesson, students will have a short period to refresh at their seats whilst their next teacher is setting up 

for their lesson. This short ‘interval’ will also provide an opportunity for students to eat a snack, if they need 

to do this. These arrangements will provide adequate breaks in learning for students to remain alert and 

focussed during their lessons.  

Specialist lessons: Students will remain in their designated classroom base unless they are required to 

move to a specialist facility for a lesson (e.g. art, DT, music, drama, PE and computer science). Additional 

staff will be on hand to ensure that supervision is available between lessons to maintain separation between 

school bubbles as students move through the corridors. Specialist equipment will be cleaned between use 

by different students to reduce the risk of infection.  Additional classroom cleaning will be provided in specialist 

rooms to reduce the risk of infection between separate school bubbles.  

Arrangements for PE lessons.  The school considers it vital to the education of students that all students 

are able to participate in active PE lessons. Contact sports (such as rugby) will not take place during the 

Autumn Term and will be reviewed for the Spring Term. PE teachers will adapt the physical activities used in 

their curriculum plans to reduce the risk of infection between students whilst maintaining the high quality of 

education as much as possible. Wherever possible, PE lessons will take place outdoors and students should 

bring appropriate PE clothing (e.g. PE coats) to maintain their comfort during outdoor PE lessons during the 

Autumn Term. The PE team will communicate with parents to ensure parents are clear about what PE kit is 

essential for the Autumn Term.  

Students within the same bubble do not need to maintain social distancing in changing rooms but will be 

encouraged to do so where possible. Changing rooms will be cleaned between use by students in different 

bubbles.  Equipment used in PE lessons will be thoroughly cleaned between use by students and between 

use by students in different bubbles.  

Homework: In order to support students to transition back to school after a long period of absence our 

homework policy will be suspended for the first 3 weeks of term and teachers will not set homework. 

Following these initial weeks, up until the end of October, homework will only be set in Maths and English 



 

 

to facilitate essential progress. We intend to implement our homework policy in full by the end of the 

Autumn Term and parents will be kept fully informed as this is phased in.  

Social distancing in the event of an evacuation: In the event of a fire evacuation the school’s updated 

evacuation procedures will be followed. The priority will be the safe evacuation of students and staff from the 

building. Social distancing requirements may need to be temporarily lifted to facilitate the prompt and safe 

evacuation of students and staff. Only lift the social distancing if it is essential to do so to facilitate exit from 

the building. As soon as it is safe to do so (at the assembly point and during registration) social distancing 

arrangements should be re-established.  

Leaving Work 

Staff should sign out via Reception when they leave work 

Questions or concerns about social distancing: Staff with any questions or concerns about social 

distancing arrangements should contact their line manager in the first instance, and, if the concern is urgent 

and significant, raise this with the Head of School at the earliest opportunity.  

Risk Assessments: The most up to date risk assessment will be shared with staff. This is reviewed regularly 

with opportunities for feedback from all stakeholders.  

Staff Inductions: During INSET in September there will be a detailed staff briefing on the arrangements for 

the safe return of students in September.  

 

 

 

 

 

 

 

  



 

 

Appendix 4: Arrangements for Students and Parents/Carers 
 

The measures and procedures outlined below have been developed to ensure the safety of all members of 

the school community and to ensure all students can return to school confidently in September. These 

arrangements follow Public Health England and Government guidance and will be reviewed weekly during 

the Autumn Term. They recognise the importance of students returning to school for their education, social 

development and wellbeing and that these factors outweigh the risk to children’s health posed by Covid 19.  

These arrangements work on the basis that students will be grouped into school bubbles: each bubble is kept 

separate to reduce the risk of infection. Within a bubble, students are not required to socially distance, but 

will be encouraged and supported to do so where possible. Our staff team will move between bubbles and 

therefore students must maintain social distancing of 2m wherever possible and a minimum of 1m distance 

from staff at all times. Only where it is essential for the safety of a child, or for their education, will a member 

of staff be in close contact with a child of less than 1m. Where this is the case, the duration of close contact 

will be minimise and additional PPE may be utilised. 

Supporting students to return to school 

Students are expected to return to school, full time, in September.   

Students must not attend school if they have symptoms of Covid 19: 

• a high temperature – this means you feel hot to touch on your chest or back (you do not need to 

measure your temperature) 

• a new, continuous cough – this means coughing a lot for more than an hour, or 3 or more coughing 

episodes in 24 hours (if you usually have a cough, it may be worse than usual) 

• a loss or change to your sense of smell or taste – this means you've noticed you cannot smell or taste 

anything, or things smell or taste different to normal 

Parents must follow public health requirements for self-isolation and testing if their child has Covid 19 

symptoms. Students who develop Covid 19 symptoms during the school day will be referred for first aid 

support via the on-call system and will be isolated until they are collected by a parent. Parents will be required 

to collect their child as soon as possible and without delay.  

Students with an Education Health Care Plan or who have additional vulnerability to infection will have an 

individual risk assessment to ensure that they can safely return to school and this will be written by the 

SENDCo in liaison with parents.   

Students are expected to actively engage in the NHS test and trace system to ensure that their absence 

from school and disruption to their education and progress is reduced to a minimum. Tests are available 

within 24-48 hours via https://www.nhs.uk/ask-for-a-coronavirus-test and results typically returned within 48 

hours. The school must be informed at the earliest opportunity of the outcome of the test. Where tests are 

negative, students should return to school. In the event of a positive test, students and their family must 

https://www.nhs.uk/ask-for-a-coronavirus-test


 

 

follow the PHE advice and self-isolate for the required period of time. The school will work closely with the 

Trust in the event of a confirmed case of Covid 19 and further advice will be provided for parents in line with 

PHE guidelines with regards to any further Test and Trace or self-isolation requirements for the school staff 

and students. Parents will be kept informed of any confirmed cases of Covid 19 infection within the school. 

Students who are self-isolating will continue to have access to online learning on days when they are 

unable to attend school. 

To support prompt and efficient communication, we kindly ask that all parents and carers keep us up to 

date with any changes in contact details. 

Arrival at school 

The school site will open to students at 8:30am. Students should not arrive before 8:30am as staff will not be 

on duty to supervise them.  

Students should maintain social distancing during their journey to and from school, including if they walk to 

school. Students should not walk to school in groups and parents are asked to ensure that their child follows 

this requirement. Car sharing is not advisable currently due to public health requirements for social distancing. 

School transport, if used, will provide appropriately for social distancing to be maintained. Further details will 

be available to parents from the transport provider.  

Staff will be on duty from 8.30am to support students and to ensure that arrangements are followed.  

Students will work in school within segregated bubbles with the school structured to minimise social contact 

between bubbles. Each year group will have designated zones which will be clearly indicated from entry to 

the school site. Year groups will be given specific doors through which to enter and leave the school building 

to ensure social distancing can be maintained. Bubble allocations are as follows: 

Year Group Bubble 

7 A1 

8 A2 

9 B1 

10 B2 

11 C 

 

Although bubbles A and B share common timings for the informal times of the day, they have been further 

subdivided into sub-bubbles and will have allocated outdoor spaces, toilet areas and canteen queue and 

seating areas. Bubble zones and entrances are shown in the map overleaf. 

  



 

  



 

 

 

Hand and Respiratory Hygiene: Good hand and respiratory hygiene is an essential element of protection 

for the school community. All members of the school are expected to follow hand hygiene guidance and to 

wash their hands (or use sanitiser) thoroughly and frequently. Hand gel is available for student use outside 

classrooms and in key locations around the school site. Soap is provided in student toilets to facilitate good 

hand hygiene. Hand gel should be used on arrival in school.  

Students should bring their own supply of tissues to school and these must be disposed of in a hygiene bin, 

labelled for this purpose. Hygiene bins are double bagged for safety and emptied at least daily.  

 

Uniform: Students are expected to wear full school uniform. Further guidance can be found in our uniform 

policy. Students are advised to wear an additional layer beneath their school shirt e.g. a plain tee shirt, as 

windows and doors will be opened to increase ventilation and the school building and classrooms will be 

colder than usual. If this is worn, it should not be visible. 

Out of Bounds Areas: The school’s Reception, Student Reception, The Hub and all offices are not available 

for student use (except by prior arrangement) and are out of bounds at this time.  Students must also follow 

their social distance arrangements at lunchtime and cannot enter an area not designated to their support 

bubble. 

Food and Drink: Students should bring their own water bottle and snack to school, if required. Fizzy drinks 

and chewing gum are not permitted. As part of the control measures, the morning break has been removed, 

however between each lesson, students will have a short period to refresh at their seats whilst their next 

teacher is setting up for their lesson. This short ‘interval’ will also provide an opportunity for students to eat a 

snack, if they need to do this. These arrangements will provide adequate breaks in learning for students to 

remain alert and focussed during their lessons.  

A full lunchtime service will be provided for students. The student areas will be cleaned between sittings of 

different bubbles. Wherever possible, students are asked to bring their own food to school during the initial 

phases of re-opening (in September) to reduce the queues in the dining area and help school staff establish 

the new routines for lunchtime.. All students including those with free school meals entitlement may purchase 

food from the school catering service. Therefore, free school meals vouchers will no longer be provided for 

families from September. 

To maintain hygiene, water fountains have been temporarily decommissioned and students should bring a 

full water bottle with them with sufficient water to last the day. Water and purchased drinks are available via 

the canteen at lunchtime. 

Whilst students do not need to maintain social distancing within their school bubble, they will be 

encouraged to do so where possible. Conduct which deliberately breaches the separation between bubbles 



 

 

will be considered to be very serious and repeated breaches may result in a student losing their privilege to 

socialise within their bubble during lunchtime. 

Students will be encouraged to wash or sanitise their hands before and after eating to maintain good hand 

hygiene.  

 

Visitors to school: no visitors are currently allowed on school site.  All meetings with parents will, wherever 

possible, continue to be completed using online platforms or by phone. Visitors arriving without an 

appointment will not be admitted to the school.  

Student Toilets: these will operate on a ‘one in, one out’ basis and sill be included in our monitoring. Each 

year group will have a designated toilet. Soap is provided to ensure good hand hygiene. Toilets will be 

cleaned mid-morning.  

Face Masks and PPE: In line with current national developments around the routine wearing of face masks 

in shops and other confined spaces, this aspect of our planning is being kept under close review. Staff and 

students may wear a face mask and/or other PPE if they wish to do so. All members of the school 

community will respect the decisions of others regarding their use of PPE. Students using school or public 

bus transport will be expected to sit within their bubbles and will be required to wear a mask which they 

may remove and dispose of in a hygiene bin on arrival in school. Students should wash or sanitise their 

hands after removing a face mask and these should be placed into a hygiene bin for disposal.  

First Aid: students who feel unwell in school should inform their teacher. On-call staff will provide support 

and students will be taken to First Aid if required. Where possible, first aid advice and support will be provided 

without breaching social distancing and the first aider will remain 2m away. Additional PPE is available for 

first aiders and will be used if further first aid treatment is needed which makes social distancing impossible. 

Students who need further medical support will wait in the First Aid Room until they are collected by a parent. 

Parents are asked to be available to collect their child promptly in the event they are unwell in school. 

Assemblies will only take place where essential in the support bubbles. School visits and trips, 

extracurricular activities and the extra-curricular programme are also postponed; this will continue at least 

until October half term and will be kept under review. 

Classrooms: Groups will be allocated to a year group bubble for the majority of their lessons. Students will 

stay in the rooms of the bubble each day and staff will move between the rooms. Seating plans for students 

should be drawn up, allocating their desk and seating position. The default seating plan is for students to be 

taught in rows. 

Where an LSA is assigned to support a student, they will be included in the seating plan, ensuring social 

distancing to other students.  



 

 

Students should remain in their seats throughout the lesson. Group work and practical work will not be 

possible as social distancing must be maintained. Practical work will be reviewed after the first two weeks to 

see how this can be supported as part of the curriculum.  

The transition between lessons will require teachers and some students to move. In the first instance teachers 

will move to ensure social distancing. Then students will move if required. There will be a member of staff to 

support at each transition point in each location. This is not a designated break.  

Only one student will be permitted to leave a classroom at any time to use the toilet. Students should not 

leave the classroom for any other reason, unless they are with a member of the on-call team.  

Staff and students need to be vigilant about the tidiness of the classrooms. Please ensure that all work 

surfaces are left clean of any objects so they can be cleaned down each day. 

Only one student will be permitted to leave the lesson at any one time.  

Specialist lessons: Students will remain in their designated classroom base unless they are required to 

move to a specialist facility for a lesson (e.g. art, DT, music, drama, PE and computer science). Additional 

staff will be on hand to ensure that supervision is available between lessons to maintain separation between 

school bubbles as students move through the corridors. Specialist equipment will be cleaned between use 

by different students to reduce the risk of infection.  Additional classroom cleaning will be provided in specialist 

rooms to reduce the risk of infection between separate school bubbles.  

Arrangements for PE lessons.  The school considers it vital to the education of students that all students 

are able to participate in active PE lessons. Contact sports (such as rugby) will not take place during the 

Autumn Term and will be reviewed for the Spring Term. PE teachers will adapt the physical activities used in 

their curriculum plans to reduce the risk of infection between students whilst maintaining the high quality of 

education as much as possible. Wherever possible, PE lessons will take place outdoors and students should 

bring appropriate PE clothing (e.g. PE coats) to maintain their comfort during outdoor PE lessons during the 

Autumn Term. The PE team will communicate with parents to ensure parents are clear about what PE kit is 

essential for the Autumn Term.  

Students within the same bubble do not need to maintain social distancing in changing rooms but will be 

encouraged to do so where possible. Changing rooms will be cleaned between use by students in different 

bubbles.  Equipment used in PE lessons will be thoroughly cleaned between use by students and between 

use by students in different bubbles.  

Basic Equipment. Students should bring their own basic equipment to school (pen, ruler, rubber, pencil, 

sharpener, scientific calculator). If a student does not have the equipment they need then they will be provided 

with this by their teacher. Where a student needs to borrow essential equipment e.g. calculator (or similar), 

these will be wiped before and after use and returned at the end of the tutorial. Lack of equipment should not 

be a barrier to learning. Students are advised not to borrow equipment from other students and wherever 

possible, to bring their own.  



 

 

Conduct in School: Time in school is now particularly vital as we work to assess students’ gaps in learning 

and support them to make rapid progress after what has been an extended period of absence for the vast 

majority of students. We therefore expect all students to engage fully in their lessons and support and respect 

other members of the school community so that lessons can proceed without disruption. We ask all students 

to understand and follow our clear expectations for conduct during lessons and at social times and we will 

provide individual additional support where needed so that students can make a positive transition back to 

school.  

Disruption to lessons will not be tolerated. On the first occasion, low level disruption will result in a warning 

from a member of staff. Any further instance of disruption will result in the student being removed from the 

lesson. At this time, lessons are extremely precious and students will not be permitted to disrupt the learning 

of others. Non-compliant behaviour which breaches social distancing arrangements will be considered to be 

extremely serious and will result in the student being referred to the leadership team and/ or removed from 

the lesson by on-call. The leadership team will liaise with parents with regards to the student returning to the 

school. Non-compliance with social distancing arrangements and/or the instructions given by staff is likely to 

result in the student being removed from the school in line with our behaviour policy.   

Transitions between tutorials. Students are asked to wash or disinfect their hands when entering and 

leaving a classroom.  

The transition between lessons will require one teacher to leave, and another to arrive, as well as potential 

student movement. This is not a designated break.  

Movement in Corridors: Students should follow and support all one-way systems and social distancing 

markers. Movement in corridors will be minimised and additional supervision will be provided to ensure that 

the separation between school bubbles is maintained. Students must remain socially distanced from school 

staff in the corridors at a minimum distance of 1m and 2m where possible.  

Timetabled lessons 

Students will follow their full timetable in September, however where possible students will be allocated to 

fixed rooms, with teachers moving between rooms. The structure of the day will change, however the start 

and finish times will not. Timings are given below. 

8:30 Students can arrive to school 

8:50-10:05 Period 1 (Including AM register) 

10:05-11:20 Period 2 

Lunch / Tutorial rotation 11:20-12:35 Bubble A Bubble B Bubble C 

11:20-11:45 Canteen 
access 

Tutor time Social space 



 

 

11:45-12:10 Social space Canteen 
access 

Tutor time 

12:10-12:35 Tutor time Social space Canteen 
access 

12:35-13:50 Period 3 

13:50-15:05 Period 4 

15:05 Students depart site 

The canteen will close between 10 minutes prior to the end of each lunchtime to allow a clean before the 
next bubble comes in. 

Duty staff will be allocated to support good conduct. 

Homework: In order to support students to transition back to school after a long period of absence our 

homework policy will be suspended for the first 3 weeks of term and teachers will not set homework. 

Following these initial weeks, up until the end of October, homework will only be set in Maths and English 

to facilitate essential progress. We intend to implement our homework policy in full by the end of the 

Autumn Term and parents will be kept fully informed as this is phased in.  

Leaving School 

At the end of the day students will leave the site following the same routes that they came in. Classes will be 

informed of which exit to use. Social distancing should be observed by students whilst on the school site and 

on the way home. Students should not walk home from school in groups. The main door through Reception 

should not be used by students. Teachers will be on duty to supervise students leaving the site and to support 

social distancing arrangements.  

Social distancing in the event of an evacuation: In the event of a fire evacuation the school’s revised 

procedures will be followed. The priority will be the safe evacuation of students and staff from the building. 

Social distancing requirements may need to be temporarily lifted to facilitate the prompt and safe evacuation 

of students and staff. The school staff will only lift the social distancing (2m separation) if it is essential to do 

so to facilitate exit from the building. As soon as it is safe to do so (at the assembly point and during 

registration) social distancing arrangements will be re-established: students will line up 2m apart for 

registration. Return to classrooms following a fire evacuation will be managed one group at a time, supervised 

by the tutorial teacher, and social distancing arrangements will be followed.  

Questions or concerns about social distancing: Students with any questions or concerns about social 

distancing arrangements should ask their teacher in the first instance. Parents with questions or concerns 

should contact their child’s pastoral lead for advice in the first instance. For students in Years 7 and 8, Mr 

Wyatt on clive.wyatt@hayleacademy.net; for students in Years 9, 10 and 11, Mrs Parker on 

emma.parker@hayleacademy.net.  
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Initial Return 

There are two INSET days for staff on Thursday 3rd and Friday 4th September. Students will then be 

returning to the school site the following week. To support a successful transition back to school for students 

we will operate a staggered return for year groups to ensure key information can be shared in a timely and 

effective manner. 

Day Staff / Students on Site 

Thursday 3rd September INSET Day – No Students 

Friday 4th September INSET Day – No Students 

Monday 7th September Year 7 and Year 11 

Tuesday 8th September Year 7, Year 8 and Year 11 

Wednesday 9th September Year 7, Year 8. Year 9 and Year 11 

Thursday 10th September Year 7, Year 8. Year 10 and Year 11 

Friday 11th September All students on site. 

The Year Group in Bold highlights their first day on site. 

 

 

 

 

 

 


