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Parent/Carer Information Handbook  
Standard Operating Procedures May 2020 (Coronavirus) 

 

This information booklet is for all members of the school community who have a part 

to play in following the guidance to keep our community safe. It has been written as 

a response to the global coronavirus pandemic. The aim of the booklet is to have all 

Standard Operating Procedures (SOPs) in one document so it can be read and 

referenced easily. 

It is everyone’s duty to read, understand and follow the guidance and 

rules in this handbook. Failure to comply might ultimately result in 

sanctions being implemented to safeguard and protect other members 

of the school community. 
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Aims 
In this section: You will read about what we are aiming to achieve in our school. 

 

Our planning and approach to reopening school is underpinned by working towards 

the following aims: 

 

• Provide a safe and happy school for everyone  

• Provide education to all children through school, key workers groups or our 

virtual school 

• Follow Government guidance as a minimum standard 

• Widen access to more groups of children on the best terms that we can for 

our community 

• Teach children how to be responsible when they are in school and how to 

keep themselves and others safe in a world living with coronavirus 

• Provide the best possible teaching that circumstances allow 

• Allow for a safe and planned phasing of groups returning, eventually leading 

to full-time when safe to do so 

• Widen the curriculum as time goes on 

• Give routine to children, parents/carers and staff 

• Recognise that there will be attendance for some children and not all 
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Managing Risk 
In this section: You will read about how we will manage the risk of the virus. 

 

Our planning is underpinned by the Department for Education’s advice on effective 

infection protection and control. The document below contains the first set of guidance 

issued. Other documentation is listed in the ‘Other Information’ section. Updated and 

new guidance is notified to the school’s senior leaders daily through emails from the 

Department for Education and our planning and operating procedures will change to 

reflect any new guidance. 

• Opening schools and educational settings to more pupils from 1 June: guidance 

for parents and carers 

There are important actions that children and young people, their parents and those 

who work with them can take during the coronavirus outbreak, to help prevent the 

spread of the virus. 

In all education, childcare and social care settings, preventing the 

spread of coronavirus involves dealing with direct transmission 

(for instance, when in close contact with those sneezing and 

coughing) and indirect transmission (via touching contaminated 

surfaces). A range of approaches and actions should be employed 

to do this. These can be seen as a hierarchy of controls that, 

when implemented, creates an inherently safer system, where 

the risk of transmission of infection is substantially reduced. 

These include: 

• minimising contact with individuals who are unwell by ensuring that those 

who have coronavirus symptoms, or who have someone in their household who 

does, do not attend childcare settings, schools or colleges 

• cleaning hands more often than usual - wash hands thoroughly for 20 

seconds with running water and soap and dry them thoroughly or use alcohol 

hand rub or sanitiser ensuring that all parts of the hands are covered 

• ensuring good respiratory hygiene - promote the 

‘catch it, bin it, kill it’ approach 

• cleaning frequently touched surfaces often using 

standard products, such as detergents and bleach 

minimising contact and mixing by altering, as much as 

possible, the environment (such as classroom layout) 

and timetables (such as staggered break times) 

  

mailto:bursar@haslingden-pri.lancs.sch.uk
https://www.gov.uk/government/publications/closure-of-educational-settings-information-for-parents-and-carers/reopening-schools-and-other-educational-settings-from-1-june
https://www.gov.uk/government/publications/closure-of-educational-settings-information-for-parents-and-carers/reopening-schools-and-other-educational-settings-from-1-june


 

Haslingden Primary School Standard Operating Procedures 
Email: bursar@haslingden-pri.lancs.sch.uk        Telephone: 01706 215947         

 

Page 4 of 35  Published: Wednesday, 27 May 2020 

 

 

Being Alert 
In this section: You will read about why everyone will need to be alert. 

 

Stay alert 

We can all help control the virus if we all 

stay alert. This means you must: 

• stay at home as much as possible 

• work from home if you can 

• limit contact with other people 

• keep your distance if you go out (2 

metres apart where possible) 

• wash your hands regularly 

• Do not leave home if you or anyone 

in your household has symptoms. 

 

 

Do not go to places like a GP surgery, pharmacy or hospital if you think you might 

have coronavirus. Stay at home. 

Urgent advice: 

Use the 111 online coronavirus service if you have either: 

• 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) 

These are the main symptoms of coronavirus. 

The 111 online coronavirus service will ask 

about your symptoms and tell you what to do. 

Use the 111 online coronavirus service 

Only call 111 if you cannot get help online. 
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What to do if someone is ill 
In this section: You will read about the guidance we will follow. 

 

If someone in your household, or someone you have spent time with, 

becomes ill, it is vital that you follow the following advice: 

Coronavirus (COVID-19) Stay at home: what to do if you or someone 

you share your home with has signs of coronavirus March 2020 

You must not come to school and you must follow the instructions precisely 

and contact the school office immediately to inform the Headteacher or 

Senior Leader on duty. 

What happens if someone becomes unwell at an educational or childcare 

setting? 

If anyone becomes unwell with a new, continuous cough or a high 

temperature in an education or childcare setting, they must be sent 

home and advised to follow the COVID-19: guidance for 

households with possible coronavirus infection guidance. 

If a child is awaiting collection, they should be moved, if possible, 

to a room where they can be isolated behind a closed door, 

depending on the age of the child and with appropriate adult supervision if required. 

Ideally, a window should be opened for ventilation. If it is not possible to isolate them, 

move them to an area which is at least 2 metres away from other people. 

If they need to go to the bathroom while waiting to be collected, they should use a 

separate bathroom if possible. The bathroom should be cleaned and disinfected using 

standard cleaning products before being used by anyone else. 

PPE should be worn by staff caring for the child while they await collection if a distance 

of 2 metres cannot be maintained (such as for a very young child or a child with 

complex needs). 

In an emergency, call 999 if they are seriously ill or injured or their life is at risk. Do 

not visit the GP, pharmacy, urgent care centre or a hospital. 

If a member of staff has helped someone who was unwell with a new, continuous 

cough or a high temperature, they do not need to go home unless they develop 

symptoms themselves (and in which case, a test is available) or the child subsequently 

tests positive (see ‘What happens if there is a confirmed case of coronavirus in a 

setting?’ below). They should wash their hands thoroughly for 20 seconds after any 

contact with someone who is unwell. Cleaning the affected area with normal 

household disinfectant after someone with symptoms has left will reduce the risk of 

passing the infection on to other people. See the COVID-19: cleaning of non-

healthcare settings guidance. 
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What happens if there is a confirmed case of coronavirus in a setting? 

When a child, young person or staff member develops symptoms 

compatible with coronavirus, they should be sent home and advised to self-

isolate for 7 days. Their fellow household members should self-

isolate for 14 days. All staff and students who are attending an 

education or childcare setting will have access to a test if they display 

symptoms of coronavirus and are encouraged to get tested in this scenario. 

Where the child, young person or staff member tests negative, they can return to their 

setting and the fellow household members can end their self-isolation. 

Where the child, young person or staff member tests positive, the rest of their class 

or group within their childcare or education setting should be sent home and advised 

to self-isolate for 14 days. The other household members of that wider class or group 

do not need to self-isolate unless the child, young person or staff member they live 

with in that group subsequently develops symptoms. 

As part of the national test and trace programme, if 

other cases are detected within the cohort or in the 

wider setting, Public Health England’s local health 

protection teams will conduct a rapid investigation and 

will advise schools and other settings on the most 

appropriate action to take. In some cases, a larger number of other children, young 

people may be asked to self-isolate at home as a precautionary measure – perhaps 

the whole class, site or year group. Where settings are observing guidance on infection 

prevention and control, which will reduce risk of transmission, closure of the whole 

setting will not generally be necessary. 

Will children and young people be eligible for testing? 

When settings open to the wider cohort of children and young people, all those 

children and young people eligible to attend, and members of their households, will 

have access to testing if they display symptoms of coronavirus. This will enable them 

to get back into childcare or education, and their parents or carers to get back to 

work, if the test proves to be negative. To access testing parents will be able to use 

the 111 online coronavirus service if their child is 5 or over. Parents will be able to 

call 111 if their child is aged under 5. 

Will teachers and other staff be able to get tested if they have symptoms? 

Access to testing is already available to all essential workers. This includes anyone 

involved in education, childcare or social work – including both public and voluntary 

sector workers, as well as foster carers. See the full list of essential workers. 

Education settings as employers can book tests through an online digital portal. 

There is also an option for employees to book tests directly on the portal. 
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Cleaning and Hygiene SOPs 
In this section: You will read about how we plan to clean the school and how 

everyone can be hygienic. 

When school is open, we will need to follow the most up-to-date advice on cleaning 

and hygiene. The latest advice is detailed here: 

https://www.gov.uk/government/publications/coronavirus-covid-19-implementing-protective-measures-

in-education-and-childcare-settings/coronavirus-covid-19-implementing-protective-measures-in-

education-and-childcare-settings#how-to-implement-protective-measures-in-an-education-setting-

before-wider-opening-on-1-june 

Keeping cohorts together, where possible, will help in containing the risks and 

promoting hygiene so our approach ensures that: 

• children and young people are in the same small groups (known as ‘bubbles’) 

at all times each day, and different groups are not mixed during the day, or on 

subsequent days 

• the same teacher(s) and other staff are assigned to each group and, as far as 

possible, these stay the same during the day and on subsequent days, 

recognising for secondary and college settings there will be some subject 

specialist rotation of staff 

• wherever possible children and young people use the same 

classroom or area of a setting throughout the day, with a 

thorough cleaning of the rooms at the end of the day. In schools 

and colleges, you may want to consider seating students at the 

same desk each day if they attend on consecutive days 

For cleaning and hygiene: 

• follow the COVID-19: cleaning of non-healthcare settings guidance 

• ensure that sufficient handwashing facilities are available. Where a sink is not 

nearby, provide hand sanitiser in classrooms and other learning environments 

• clean surfaces that children and young people are touching, such as toys, 

books, desks, chairs, doors, sinks, toilets, light switches, bannisters, more 

regularly than normal 

What this means in school: 
• Each classroom will have access within the classroom to 

handwashing facilities. If these are no available, e.g. 
Reception, access to bathroom facilities will be planned for. 

• Classroom kits will provide hand sanitiser, other cleaning 
products and PPE to assist with meeting the guidance to the 
highest standard. 

• Classroom environments will be set up to reduce the number of items children 
can touch and to make cleaning quicker and safer. (see section ‘Classroom 
Environment’) 
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• ensure that all adults and children: 

✓ frequently wash their hands with soap and water for 20 

seconds and dry thoroughly. Review the guidance on 

hand cleaning 

✓ clean their hands on arrival at the setting, before and after 

eating, and after sneezing or coughing 

✓ are encouraged not to touch their mouth, eyes and nose 

 

• use a tissue or elbow to cough or sneeze and use bins for tissue waste (‘catch 

it, bin it, kill it’) 

• ensure that help is available for children and young people who have trouble 

cleaning their hands independently 

• consider how to encourage young children to learn and practise these habits 

through games, songs and repetition 

What this means in school: 
• Staff and children will be taught how to act in a world with coronavirus. 
• Staff will receive training on Infection Control and cleaning. 

• Children will have a curriculum built around key safety topics e.g. social 
distancing, respiratory hygiene, hand washing (see section ‘The Curriculum’) 

 

• ensure that bins for tissues are emptied throughout the day 

• where possible, all spaces should be well ventilated using natural ventilation 

(opening windows) or ventilation units 

• prop doors open, where safe to do so (bearing in mind fire safety and 

safeguarding), to limit use of door handles and aid ventilation 

What this means in school: 
• Bins will be placed in every classroom with lids for the storage of tissues and 

handtowels. Staff should ensure that lids are kept in place and bins are 
emptied at the end of every session. 

• Windows and doors are open where possible without comprising comfort or 
safety. **No external doors to be left open** 
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• get in touch with public sector buying organisation partners (for example ESPO, 

YPO, NEPO) about proportionate supplies of soap, anti-bacterial gel and 

cleaning products if needed 

• there is no need for anything other than normal personal hygiene and washing 

of clothes following a day in an educational or childcare setting 

What this means in school: 
• The Site Supervisor and Business Manager will be responsible for the 

procurement and supply of the appropriate supplies needed for school to 
operate safely. 

• All staff have a responsibility to monitor their supplies and report any 
shortages well in advance to the Site Supervisor or Business Manager. 

 

Particular attention needs to be paid by all staff members to the need to clean a 

classroom after a teaching session i.e. end of the morning and end of the day. This 

is due to the risk of children from two bubbles touching the same surfaces that could 

be infected. 

What this means in school: 
Teaching staff, supplemented by Welfare Staff (midday) and 
cleaners (PM), will need to ensure that the following surfaces 
are wiped in preparation for the next cohort: 

• Tables 
• Chairs 
• Door handles 

• Bathroom taps and handles 
Remember, to reduce the risk of infection, frequent handwashing is part 
of everyone’s routines. 

 

Other guidance used to inform this planning can be found here: 

https://www.gov.uk/coronavirus/education-and-childcare 

Clothing and Uniform 

Guidance recommends daily washing of clothes as a preventative measure. We realise 

that for some parents/carers, daily washing may be impossible, so we have suspended 

the compulsory wearing of uniform. 

Children can attend school wearing their own clothing and footwear including items of 

uniform if desired. This must be practical and suitable for school e.g. flat, comfortable 

shoes. They should bring a coat each day.  

Staff dress code includes staff t-shirts and casual but appropriate clothing during the 

re-opening period. Suitable jeans are permitted.  
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Classroom environment SOP 
In this section: You will read about how the classrooms and school environment is 

to be organised. 

Control and organisation of the classroom environment is an 

important element of the wider range of safety measures. Each 

classroom will be organised to maximise social distancing, 

ensure appropriate hand hygiene, and minimise contact with a 

range of resources.  

Chairs and tables will be laid out to maximise social distancing as far as possible, 

aiming for the greatest distance, although this may not always be a 2m distance 

when 15 children are in the group. Tables will face the 

front of the room where there will be a teaching space for the 

teacher to work from, and teach the class, usually using the 

interactive tv screens. Children will be facing the screens and 

seated individually at a designated table that is kept by that 

child for the duration. The Curriculum section of this guidance 

contains more information about the content of teaching and 

the teaching style.  

Equipment for children will be kept in their own trays or boxes and will be assigned to 

them, with no inter changing of equipment between children, wherever possible. Upon 

arrival, children will collect their own tray and take it to their table. At the end of the 

session, children will return their trays to the storage area. Children 

will not need any equipment from home aside from a labelled 

water bottle. Their water bottle will be kept on their table. It will 

go home each day and should be washed thoroughly before 

children return the next day. Children may bring in a pocket -sized 

snack each day from home. Snacks will not be provided by school.  

Children will use books and some minimal work sheets which will be stuck in by them. 

Books will not be marked or collected in and all feedback to children will be verbal. 

Minimal books will be used to ensure children have adequate space to store them. 

Other resources may be used e.g. class readers, but these will 

be kept in individual children’s boxes / trays and will not be used 

by other groups until a later date. Teachers will use a limited 

number of books that children already have from this year. 

The layout will allow for children to move from their seats to the door when exiting 

the classroom but there will be minimum movement during lessons. Furniture in 

classes will be minimised to allows more space to be available. In Reception classes, 

movement around the room will be greater but controlled by minimising the number 

of children in an area, whilst still promoting social distancing.  
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Where possible, social distancing will be implemented through one-

way systems. This means that children will be directed to move in a 

way, in order to avoid close social contact with other groups. These 

systems will be devised by staff, based on the layout of individual 

rooms, taking into account, location of doors, sinks, tables etc.  

Cleaning procedures for classes are laid out in the section ‘Cleaning and Hygiene’ and 

all classes will be equipped with their own cleaning materials. Hand gel will be 

available.  

Children will be asked to wash their hands, on arrival and 

following a break. Sink areas will be cleared and managed to 

allow children enough time to rub in their soap and then rinse 

with warm water, before going to their seat. Paper towels will 

be placed in a bin with a lid. Class teachers will manage the 

process of hand washing whilst socially distancing, as far as 

possible.  

Classroom doors will be kept open at all times, to allow for ventilation, 

and windows will also be kept open.  

Children will leave the room to go to the toilet. They will be taught 

how to do this safely. However, with younger children they will need 

support with this, especially to begin with. Flow of children to and 

from the toilet will need to be managed. Teachers will design 

procedures for their toilets as each set is designed differently. 

Teachers will need to strike a balance between teaching children 

independence and maintaining dignity, and adequate safety measures and 

supervision. 
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Plan for phased opening to groups 
In this section: You will read about how we will manage the risk of the virus. 

 

Proposed timetable for year groups to return 

 

The timetable below has been agreed by the Governing Body of the school on the 26th 

May 2020 at an extraordinary meeting called to discuss and decide upon the opening 

of the school to more groups of children. 

 

The plan is subject to change as there are factors that are being continually monitored 

by the school’s leadership and Governing Body, the Local Authority, and the 

Government. If circumstances beyond the school’s control forces a delay or closure, 

we will communicate this quickly and factually. 

 

Proposed date Group Notes 

1st June Priority Group Parents and carers of 
these children will be 

contacted directly by the 
school. 

8th June 2020 Year 1 and Year 6 The school’s Governing 
Body to review timetable. 

15th June 2020 Reception (EYFS) Still awaiting guidance on 
specific areas of EYFS 

provision. 

22nd June 2020 Year 3 and Year 5  

29th June 2020 Year 2 and Year 4  

 

All parents and carers will be sent further information the week before the planned 

return of their child’s year group. 

For details of sessions and staffing, please see the next section. 
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Timetable and staffing 
 

In this section: You will read about how we are planning for each class. 

There will be a maximum of 15 children in each group, known as a “bubble”. Children 

and staff will remain with their bubble and there will be no crossover between bubbles.  

The entry of year groups will be phased to allow time for a planned induction of 

children. Further information about timings will be given once it is clear who will be 

attending school. Each group will be allocated a morning or afternoon session.  

Morning session 9.00 to 11.30 (AM staff team to leave before 12.15pm) Drop-off 

times 8.50 to 9.00 

Afternoon session 1.00pm to 3.30pm (PM staff team to arrive after 12.15pm) 

Drop-off times 12.50 to 13.00 

 

Starting 1st June 2020 (proposed) 

 Priority Group 1 Priority group 2 

Early Morning Mrs Lonsdale  

Morning session Miss Fildes 
Mrs Brooks 

Mrs Alom 
Miss M. Bibi 

Afternoon session Mrs Coyle 
Miss Schofield 

Mrs Horsfield 
Mrs Dowling 

After School Mrs Lonsdale 
Mrs Coyle 

 

 

Starting 8th June 2020 (proposed) 

Morning session 
 

Class 1T (Mr Taylor) 
Mr Taylor/Mrs Murray 
Mrs Murphy 

Afternoon session Class 1U (Mrs Umerju*) 
Miss Taylor 
Miss Clegg 

*Please note that due to risk assessments, not all staff are able to work in school. 

 

Morning session Class 6L (Mr Langan) 
Mr Langan/Mr Oates 
Mrs Lundy 

Afternoon session Class 6H (Mrs Harcombe) 
Mrs Harcombe 
Miss Wilson 
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Starting 15th June 2020 (proposed) 

Morning session 
 

Class RC (Mrs Cameron) 
Mrs Cameron 
Mrs Derrett 
Mrs Queen 

Afternoon session Class RH (Miss Hodges) 
Miss Hodges 
Mrs Bentham 
Miss Kitchen 

 

Starting 22nd June 2020 (proposed) 

Morning session 
 

Class 3B (Mrs Boyle) 
Mrs Boyle 
Mrs Woodcock 
Mrs Ali 

Afternoon session Class 3S (Mrs Stansfield) 
Mrs Stansfield 
Mrs Henderson 

 

Morning session Class 5N (Mr Newton) 
Mr Newton 
Miss J. Bibi 

Afternoon session Class 5R (Mrs Robinson*) 
Mr Peyton 
Miss Griffiths 

*Please note that due to risk assessments, not all staff are able to work in school. 

 

Starting 29th June 2020 (proposed) 

Morning session 
 

Class 2F (Mrs Fowler) 
Mrs Halliwell 
Miss T. Bibby 

Afternoon session Class 2T (Mrs Taylor) 
Mrs Taylor/Mrs Fowler 
Miss Dowling 

 

Morning session Class 4L (Mrs Leach) 
Mrs Leach 
Mrs Nuttall 

Afternoon session Class 4G (Mr Gelder) 
Mr Gelder 
Mrs Whitehead 
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Arrival and departure SOP 
 

In this section: You will read about how to manage the start and finish of sessions 

and how to deal with parents or carers. 

The initial plan, for those year groups returning to HPS in the 

first phase, will be for EYFS children to enter the Hazeldene 

Avenue playground  via the top gate situated near the school 

gym (accessed through the Hazeldene Avenue gate) and make 

their way, with their parents, to the designated ramps for 

registration. Parents will continue in a one-way system exiting 

through the other gate leading out onto Ryefield Avenue.   

Once the ‘bubble’ of children have all gathered, they will then be escorted into the 

building.  During these ‘drop off’ times parents will be asked to ensure that social 

distancing rules are applied between themselves and other parents. There will be 

some markings available to help with this.   Staff will not be able to engage in long 

conversations with parents at this point in time.   For this reason, we ask that should 

you have any questions, please email them to homelearning@haslingden-

pri.lancs.sch.uk  so that answers can be provided.  Children will only need their coats 

and water bottles. 

Children and their parent will enter the 

main playground through the gate 

that opens onto East Bank Avenue, 

nearest the Space building. A one-way 

system will be put into operation whereby 

parents will enter the playground, with 

their child, and following the rules of social 

distancing, will make their way in a circuit 

of the playground whilst dropping their 

child(ren) at the agreed location – details 

will be sent the week before the year 

group returns.  Children will be greeted in 

these locations by staff who will register 

and escort their ‘bubbles’ inside.   Due to 

staff numbers, we may be unable to admit late children safely, as once the doors are 

closed all staff will be involved in teaching and learning activities.   Parents will then 

need to continue around the circuit set out on the main playground and leave by 

the gate which is situated nearest the staff car park - again onto East Bank 

Avenue.  

Staff members will be there to help and assist in keeping everyone safe. 
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***It is important that children arrive on time and are not late. *** 

The procedure for the collection at the end of the session 

will mean that children will be escorted to the point where 

parents ‘dropped off’ and then as a parent arrives next in 

line, their child will be handed over.  Again, this makes it 

imperative that parents arrive on time for collection.   For 

this reason, external gates will be opened prior to the start 

and end of these sessions to prevent crowding on the pavement outside the school. 

These procedures will then be rolled out to Y2, Y3, Y4 and Y5 with parents entering 

the one-way system and dropping their children at different entrances (yet to be 

agreed). 

 

Morning session 9.00 to 11.30 (AM staff team to leave before 12.15pm)  

Drop-off times 8.50 to 9.00 

Afternoon session 1.00pm to 3.30pm (PM staff team to arrive after 12.15pm) 

Drop-off times 12.50 to 13.00 

Upon entrance into the school, all children will be escorted to the nearest hand 

sanitising dispenser which must be used prior to sitting at their allocated space.  

Breaktime/Physical Activity SOP 
 

In this section: You will read about the rules to follow to keep everyone safe when 

giving children a break or to a different place for physical activity. 

Breaktime and Physical Activity 

Breaks will be undertaken on a rota basis so as not to overcrowd the 

playground areas.  Weather permitting, ‘bubbles’ will have outdoor 

breaks and even some lessons may be re-designed to be undertaken 

outdoors.  With children being in school for shorter sessions these 

break times will not need to be for long but will become part of the 

daily routine.  

Children will be encouraged to take part in physical activities at this 

point and to also engage in social interaction with their peers through 

other structured playtime games.  Breaks will also make a natural 

break for toileting and handwashing routines to be performed. 
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Keeping everyone safe in school 
In this section: You will read about what we will do to keep everyone safe. 

This guidance (Safe Working in Education Doc, 14th May) applies to staff working in 

education, childcare and children’s social care settings in England, the children, young 

people and learners who attend these settings and their parents or carers. It explains 

the strategy for infection prevention and control, including the specific 

circumstances PPE should be used, and thus work safely during the coronavirus 

(COVID-19) outbreak. 

Effective infection protection and control 

There are important actions that children and young people, their guardians and those 

who work with them can take during the coronavirus outbreak to help prevent the 

spread of the virus. 

Transmission of coronavirus mainly occurs via respiratory 

droplets generated during breathing, talking, coughing 

and sneezing. These droplets can directly infect the 

respiratory tracts of other people if there is close contact. 

They also infect others indirectly. This happens when the 

droplets get onto and contaminate surfaces which are 

then touched and introduced into the mouth or eyes of 

an uninfected person. Another route of transmission is via 

aerosols (extremely small droplets), but this is only relevant to medical procedures for 

a very small number of children in education and social care settings. 

In all education, childcare and children’s social care settings, preventing the spread of 

coronavirus involves preventing: 

• direct transmission, for instance, when in close contact with those sneezing and 

coughing 

• indirect transmission, for instance, touching contaminated surfaces 

A range of approaches and actions should be employed. These can be seen as a 

hierarchy of controls that, when implemented, creates an inherently safer system 

where the risk of transmission of infection is substantially reduced. These include: 

1. Minimise contact with individuals who are unwell 

If you have, or are showing symptoms of, coronavirus (a new continuous cough or 

fever), or have someone in your household who is, you should not be in a childcare 

setting, school or college. You should be at home, in line with the guidance for 

households with possible coronavirus infection. 
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When working with children in residential schools and homes, you should follow 

the guidance on isolation for residential educational settings. 

What this means in school: 
• Parents, carers and members of the school’s community are informed of the 

guidance and the subsequent actions they must make. 
• All staff members are aware of the guidance and know what signs to look for 

and what actions need to be taken in a suspected case. 
• All members of staff have a responsibility for monitoring both themselves, 

their children and other members of staff for symptoms. 
• Senior Leaders and members of the Office Team will have a protocol script 

to follow when talking to family members reporting suspected or confirmed 
cases to ensure that a comprehensive action plan is enacted. 

 

2. Clean your hands often 

Clean your hands more often than usual, particularly after arriving at your setting, 

touching your face, blowing your nose, sneezing or coughing, and before eating or 

handling food. 

To clean your hands you should wash your hands thoroughly for 20 seconds with 

running water and soap and dry them thoroughly, or use alcohol hand rub/sanitiser 

ensuring that all parts of the hands are covered. 

What this means in school: 
• Children are trained in handwashing. 
• Children and staff have easy access to handwashing facilities both within 

classrooms and toilet areas. 
• Handwashing routines are built into the daily timetables. 
• The site and office team ensure adequate supply of soap, alcohol hand rub 

and towels. 
• Posters advertise the importance of handwashing and give instructions on 

the most effective methods. 

 

3. Respiratory hygiene (catch it, bin it, kill it) 

Avoid touching your mouth, eyes and nose. Cover your mouth and nose with 

disposable tissues when you cough or sneeze. If one is not available, sneeze into the 

crook of your elbow, not into your hand. Dispose of tissues into a disposable rubbish 

bag and immediately clean your hands with soap and water or use a hand sanitiser. 

What this means in school: 
• Children and staff will have easy access to tissues and hand washing facilities 

and consumables. 
• Children are taught in the curriculum, from returning to school, the 

importance of good respiratory hygiene and how to follow the methods 
described. 

• Posters advertise the ‘Catch it, Bin it, Kill it’ message. 
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4. Clean surfaces that are touched frequently 

To prevent the indirect spread of the virus from person to person, regularly clean 

frequently-touched surfaces, such as: 

• door handles 

• handrails 

• table tops 

• play equipment 

• toys 

• electronic devices (such as phones) 

When cleaning, use the usual products, like detergents and bleach, as these will be 

very effective at getting rid of the virus on surfaces. 

All education, childcare and children’s social care settings should follow the Public 

Health England (PHE) guidance on cleaning for non-healthcare settings. 

What this means in school: 
• Children and staff are made aware that the virus can survive on surfaces. 
• Child appropriate cleaning procedures may be taught to children as part of 

the curriculum e.g. warm water and soap to wipe tables at the end of a 
session for older children. 

• Staff are taught and can perform basic cleaning procedures for hard surfaces 
in classrooms. 

• The site team have cleaning regimes that ensure frequently touched surfaces 
are cleaned at regular intervals though out the day and especially before 
different groups enter the school. 

 

5. Minimise contact and mixing 

You should, as much as possible, alter the environment of your setting (such as 

classroom layout) and your timetables (such as staggered break time) to minimise 

contact and mixing. 

What this means in school: 
• Children and staff will be allocated to distinct groups, commonly referred to 

as ‘bubbles’. No group shall mix on planned curriculum or breaktime activities. 
Where contact may occur, e.g. toileting, children and staff will be taught to 
keep social distance and minimise the time spent with each other. 

 

6. Personal protective equipment (PPE) 

The majority of staff in education, childcare and children’s social care settings will not 

require PPE beyond what they would normally need for their work, even if they are 

not always able to maintain distance of 2 metres from others. 
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PPE is only needed in a very small number of cases: 

• children, young people and learners whose care routinely already involves the 

use of PPE due to their intimate care needs should continue to receive their 

care in the same way 

• PPE should be worn if a distance of 2 metres cannot be maintained from any 

child, young person or other learner displaying coronavirus symptoms 

Education, childcare and children’s social care settings and providers should use their 

local supply chains to obtain PPE. Where this is not possible, and there is unmet urgent 

need for PPE to operate safely, they may approach their nearest local resilience forum. 

What this means in school: 
• PPE will made available to all members of staff who request it. 
• Training will be given to all staff on the safe use of PPE. 
• Parents and carers wishing their child to wear PPE will be required to supply 

it and ensure that the child is briefed on its safe use. 
• Staff will make allowances for children wearing PPE and create a classroom 

ethos where such a difference in appearances is accepted. 
• Where processes are assessed as requiring PPE, staff must wear it as required 

and will be given enhanced training. 
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Teaching children to be safe 
  

In this section: You will read about how we will teach your children about safety. 

 

Children are returning to school in a time that no one has ever experienced before.  

We will teach them how to keep themselves safe and how to take a shared 

responsibility to enact the steps taught by staff about how to be safe in a range of 

situations. 

In the short term, there will be a greater emphasis on health and hygiene through 

Personal, Social and Health Education (PSHE) lessons. These will help to maintain a 

safe environment in school through practices such as effective 

handwashing and social distancing.  Staff will use e-Bug tasks and 

resources that can be found at https://e-bug.eu/ to teach children 

how to keep themselves safe.  This is broken down into age 

appropriate materials for staff to use in their year groups.  This 

information can also be shared in whole school digital assemblies 

so parents can gain the same knowledge.  The emphasis on this 

will change over time as it will become part of everyday life and 

will also change in line with government guidance. 

Daily expectation for children and staff will be to enter the school building and sanitise 

their hands using the hand sanitiser that will be provided.  Other information regarding 

how children will enter their classroom can be found in the section about  “Classroom 

Environment”. 

Teaching Hygiene 

As part of our hand hygiene procedures all classrooms, corridors and communal spaces 

will have Hygiene Stations.  

These will house the following:  

• Tissues  

• Hand sanitiser – this maybe attached to the wall or be a 

standalone pump  

• Posters to remind children how to dispose of tissues  

• Bins with secure lids (emptied frequently) 

• NHS washing hands guidelines will also be followed 

• Cleaning wipes 

• Spillage kits 

• PPE equipment 
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The use of toilets in EYFS  

There will be an allotted time for both classes to go to the toilet and wash their hands 

during each session.  This will be added to the group timetable.  Children will be 

supervised by the group leader to aid the need for social distancing and correct hand 

washing. 

Children can go to the toilet on request and will have to do so on 

their own.  A walkie talkie system will be used between both 

group leaders to communicate if any other child is in the 

bathroom.  This will help to minimise the cross -over of bubbles.  

There will be sinks and toilets marked with RC and RH and this 

will be indicated by colour and the class teachers’ picture.  

  

Use of toilets in “hubs” 

Children may go to the bathroom on request.  To aid social distancing and to minimise 

cross over of bubbles, systems will be put into place by staff within hubs to ensure 

toilets are never over capacity. Children will be expected to practise social distancing 

within bathrooms and will be taught to do so. This will be done in an age appropriate 

way. 

  

mailto:bursar@haslingden-pri.lancs.sch.uk


 

Haslingden Primary School Standard Operating Procedures 
Email: bursar@haslingden-pri.lancs.sch.uk        Telephone: 01706 215947         

 

Page 23 of 35  Published: Wednesday, 27 May 2020 

 

 

The curriculum 
  

In this section: You will read about how and what we will teach your children. 

Teaching will be planned and delivered with the 

National Curriculum as a framework for Years 1-6 and 

EYFS statutory framework for Reception, combined 

with considerations of preparing children for moving 

into their next year group.  Much of the lesson content 

will be to revise and practise previously taught skills, 

to provide a firm foundation for future progression.  

Each teaching group will be led by a teacher or a teaching assistant: all planning will 

be undertaken by teachers and where relevant, lessons could be presented via video 

link from the teacher’s classroom. 

The National Curriculum will be led through an increased level of teacher talk and 

presentations, with discussions to take place adhering to social distancing.  Where 

possible, we will provide similar activities for all children, both in school and through 

accessing Home Learning: this will allow children to continue with more structured 

education even when they are not in school. 

In the short term, we will place greater emphasis on 

health and hygiene through Personal, Social and Health 

Education (PSHE) lessons.  These will help to maintain a 

safe environment in school through practices such as 

effective handwashing and social distancing.  We will also 

begin rebuilding the classroom lessons by placing 

emphasis on core skills, with reading underpinning much 

of the learning both in school and at home.  English 

lessons (in KS2) will focus on reading comprehension, with spelling, punctuation and 

grammar skills incorporated into these activities; in maths, we will concentrate on 

revisiting key topics and reinforcing methods and strategies.  Children in EYFS, Years 

1 and 2 will access regular reading and phonics sessions.  This will follow the RWI 

model wherever possible.  Reading remains a high priority and tasks will reflect this.  

EYFS children will have access to the outdoor learning environment 

and activities will continue to be delivered in line with EYFS 

curriculum.   

In the medium term, both English and Maths lessons will 

continue to prepare children for their next year group (for the 

latter, we advocate White Rose Maths lessons for use in school 

and at home).  For Years 1-6 we will also teach other subjects – 

e.g. science, history and geography – in the form of short topics 

of one to two weeks.  As well as providing opportunities to revisit 

these subjects, this will allow for further practice of important 
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reading skills and, through its short-term nature, ensure that children not in school 

will not miss large sections of direct teaching of one subject.  EYFS will endeavour to 

continue to provide activities and experiences for all seven areas of learning, with the 

understanding that during the COVID-19 outbreak it may not be possible to offer these 

experiences all the time for all the children.  This will continue until the last week of 

term, when the children will focus on their transition to the next year group. 

Feedback and marking will be practised as effectively and safely as possible: although 

there will be no physical marking of work in books by teachers, answers to questions 

and verbal feedback can be given to allow children to self-assess and edit their work.  

Where Home Learning has taken place, teachers can assess and respond via email.  

Teachers can also monitor other online learning, such as Times Table Rockstars, 

MyMaths and Spelling Shed, as part of their assessment procedures. 

 

Education for all:  Ensuring an equal access to the curriculum by all children 

Equality will be delivered to all through the school’s Virtual School (VSchool).  Each 

weekend new lessons will be uploaded for the following week, to the relevant year 

group pages.  These can be accessed at home (by children and their parents); in 

the physical classroom environment alongside our staff; or within our ‘Priority Group’ 

provision that will be running simultaneously.  Irrespective of where you are 

learning, you will have access to the same curriculum through our VSchool platform. 

If you require blank exercise books to record your Home Learning in (when not 

studying in school) then please contact the bursar email account and they will 

arrange for you to be issued a book for this purpose.   
  

mailto:bursar@haslingden-pri.lancs.sch.uk


 

Haslingden Primary School Standard Operating Procedures 
Email: bursar@haslingden-pri.lancs.sch.uk        Telephone: 01706 215947         

 

Page 25 of 35  Published: Wednesday, 27 May 2020 

 

 

Safeguarding, Safety and Wellbeing 
  

In this section: You will read about the duty we all have to safeguard children. 

The safety and well- being of staff and children and their families remains our primary 

concern, currently. The focus for our planning for this next phase, considers new 

procedures that need to be in place to ensure the safety of everyone. This includes 

the physical and emotional safety of all, as we fully recognise the concerns that staff, 

children, and parents / carers may have.  

School policies for safeguarding remain relevant. These include our Child 

Protection Policy, Supervision Policy and Health and Safety Policy. This 

guidance gives additional information as to how we will address 

safeguarding and well-being at this time.  

When the school is open, the Headteacher (HT), Mr Ellis or Deputy Headteacher 

(DHT), Mrs Johnson, will be on site and will monitor the safety and well- being of all 

groups. They will also provide support, as detailed below.  

When staff have a concern about a child, they must raise this by contacting a 

Designated Senior Leader (DSL) by telephone. Staff must also document their concern 

on our electronic system, CPOMS, as normal. This is the same procedure for when 

they are on site or off site. The DSL will address the concern and 

consult with other DSL colleagues when needed, documenting any 

actions taken or outcomes on CPOMS. In school, there is an internal 

telephone system available which can be used for this purpose, which 

minimises contact between staff.  

Staff will support children in groups of up to 15 children. There will be one member of 

staff per group. Groups will be clustered in proximity (e.g. two classrooms next to 

each other) to form “hubs” within the school. The hubs will ensure that staff are not 

working in isolation. There may be times when staff and children need additional 

support e.g. if a child becomes unwell. In this instance, the HT / DHT on duty can be 

contacted via telephone to discuss and support with resolving the issue. They will offer 

support in a way that ensures there is the least amount of direct contact as possible.  

When children require minor first aid, this will be carried out within 

the group by the staff member in most cases. When a staff member 

requires someone with further training to assess or administer first 

aid, they can be called upon from within the hub.  Children will be 

seated outside of the classroom whilst they are assessed by the trained first aider and 

a response is formulated. Inhalers will be kept in classes as normal in separate labelled 

bags within the child’s tray. Other medications will be kept at the school office and 

taken to the child for administration by a member of the senior leadership team.  
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Communicating with parents/ carers will be different to reduce social contact. We 

recognise that parents/ carers may wish to share information that is pertinent about 

their child. Please refer to the section on ‘Contacting the Office’. 

Supervision will be made available for all staff via video conferencing or a 

telephone conversation if requested, as a way of supporting their well-being.  

Staff will offer one another support in the following ways:  

• Groups will be located in classrooms with other groups in close proximity and 

will operate as “hubs”.  

• Classroom doors will be kept open for ventilation and ease of communication 

with other hub members.  

• Each hub will have a “hub leader” who ensures regular “check in” time with 

staff on an informal daily basis 

• Hub leaders will also bring any concerns about operational procedures and 

children or staff well-being to HT / DHT. 

• If support is needed by staff members, this can be offered through supervision, 

mental health first aid sign posting, senior leader on duty available for quick 

response.  

• HT and DHT will have regular and prompt communication with hub leaders.  

 

Safety 

Emergency procedures have been reviewed and have been deemed ‘fit for purpose’ 

with the zoning of school into Hubs and the reduced numbers of children and staffing. 

These include: 

• Emergency Evacuation Plan 

• Emergency Lockdown Plan 

• First Aid Provision 

In the event of an evacuation for fire, the need to socially distance is secondary to the 

priority of evacuating everyone safely. 
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Keeping Visitors Safe 
In this section: You will read about how we keep adults safe in school. 

There will be people who will need to visit the school for a range of purposes. Where 

possible, communication should not be face-to-face and use options as laid out in 

the ‘Contacting the Office’ section. 

Some visitors will need to come to school for a 

range of legitimate reasons. All visitors should be 

made aware of and subject to the guidance laid 

out in the ‘Keeping everyone in school safe’ 

section. 

As always, the best safeguarding practices should 

be followed to ensure that children, staff, and 

visitors are kept safe. Visitors undertaking work on 

the school site should follow all the normal 

protocols including signing the asbestos register, 

induction list and contractor agreement. 

Some visitors will need to meet with children to undertake essential work e.g. 

Educational Psychologist undertaking a SEN assessment. 

 

No visitor will be permitted to enter the site without the express consent of the 

Headteacher or the Deputy Headteacher. 

Using the meeting room 
The meeting room will become the preferred meeting room for visitors in school 
where no other way of communicating is possible. The room will be cleaned prior 
to and post any visit. The windows of the room can be open to allow ventilation. 
Consideration needs to be given by the Headteacher and the visitor to the wearing 
of PPE. 

 

Contractors on Site 
Contractors will be required to access the building for regular maintenance and 
reactive jobs. Where possible, they will socially distance from all people in the 
school. Members of the site team need to aware of the risks of working with 
contractors and should be mindful of the guidance and observing strict social 
distancing measures. Again, if required, the use of PPE should be considered. 
The contractor’s risk assessment for visiting schools will be discussed and a copy 
retained if appropriate. 

  

All visitors to the school 

will be required to read 

the section on ‘Keeping 

everyone safe in school’ 

and declare that they are 

free of symptoms and 

know of no contact with 

others who may have 

symptoms or any 

confirmed infections. 
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Contacting the office/other staff 
 

In this section: You will read about how to contact the school office.  

There will be people who will need to visit / contact the school office for a range of 

purposes. Where possible, communication should not be face-to-face and alternative 

options should be used.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

STAFF: 

- ‘Necessity tables’ will be placed in each class. These will have items including, 

but not restricted to; cleaning kits, reams of paper, stationery and reprographics 

needed for the day ahead. The site team will replenish and add items at the end 

of each day upon the teacher’s request by email / phone to the admin team.  

- Reprographic requests are to be made to the office team via email before 

2.30pm each day for the following day.  

- Signing in and out lists will be attached to each classroom door for staff to sign in 

and out of the school building. This will enable site staff to be clear on who is 

and isn’t in the building. If a fire alarm is to ring, staff are to ensure that this list 

is removed from their classroom door and taken onto the playground with them. 

- A new email address - registration@haslingden-pri.lancs.sch.uk will be set up. 

Each ‘bubble’ will receive a class register. This is to be completed at the start of 

each session and emailed to this email address for attendance purposes.  

- Emails and classroom telephones will need to be accessible at all times to ensure 

that contact can be made if needed.  

 

PARENTS AND CARERS: 

- The school answer machine service is to be used by parents to log any child 

absences that day by calling the school telephone number 01706 215947. 

- The school bursar email is to remain the main point of contact for all parents 

and carers. This is monitored over the hours of 8.30am and 5.00pm.  There will 

be no access at the school office and we politely ask for queries to not be 

telephoned into the school.   

- We encourage home learning queries and photographs to continue to be sent 

into school via the email addresses; homelearning@haslingden-pri.lancs.sch.uk 

or assembly@haslingden-pri.lancs.sch.uk 

- There will be no access for late arrivals to school or early collections from school 

as administration staff will be unable to gain access to the different hubs in 

school. If a child is unable to be at school for the full session, then they will be 

unable to access school on that day.  
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OTHER PEOPLE: 

- The school entrance foyer will be cleaned frequently throughout the school 

day. 

- The signing in process for visitors will be completed by a member of the 

administration team. 

- The glass window at the main office will only be partially opened when 

speaking with visitors.  

- An ‘in and out’ system will remain in place in the entrance area.  

- Any visitors coming into the school must be make an appointment with prior 

notice and this approved by the Headteacher. Guidance will then be issued 

before their visit to school.  

- Signage in the entrance foyer will give directions for deliveries to be left and 

guidance for parents / other visitors to contact school.  

  

Laptops will be used to compliment desktop computers, so administration staff have 

access to TEAMS etc.  
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Office 
 

In this section: You will read about how the school office will be running on a day 

to day basis. The responsibilities of each administration team member are listed below 

to ensure that the office can fully support the school team and that contact can be 

made efficiently.  

Both Natalie and Lisa will initially work every morning in the school office from 8.30am 

to 12.30pm. The office will then be staffed by one member of the team every 

afternoon from 12.30pm until 4.00pm. The other member of the team will remain 

contactable from home.  

Simon will be based in the room prior to entering the Place 2 Be office (opposite the 

windows of Glyn’s office). He will be contactable by email or via the office team / 

walkie talkies.  

Duties/responsibilities: 

 

  

Lisa: 

- Management of text / email & social media communication 

- Ordering systems 

- Collation of ‘necessity table’ resources and reprographics 

- Zoom meetings 

 

Natalie: 

- The management of bursar email. 

- Monitoring of children attendance 

- School finances / Invoicing systems  

- DSL position 

- Home school links – Workbooks & laptop collections along with home 

visits if needed 

- Issuing of FSM Vouchers  

- Admissions for EYFS 2020 

- Human Resources / Payroll 
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Senior Leadership Team 
  

In this section: You will read about how the Senior Leadership will operate. 

When the school is open, the Headteacher, Mr Ellis (HT) or Deputy Headteacher, Mrs 

Johnson (DHT), will be on site and will monitor the safety and well-being of all groups. 

They will also provide support, as detailed below.  

The HT/ DHT will be based in their offices as before lockdown and ensure adequate 

ventilation. 

HT / DHT are contactable via internal telephone systems during their time on site. 

They can be contacted when off site, via mobile phone, email, MS TEAMS. Contact 

with HT / DHT will be minimised, which means that most communication will take 

place via telephone and e mail systems. However, there will be a daily presence and 

regular monitoring taking place in a socially distanced manner.  

Monitoring activities by the HT / DHT and Hub leaders will be as follows:  

• Monitoring arrival and dismissal procedures 

• Monitoring the well-being of children 

• Monitoring toilet protocols 

• Monitoring social distancing in groups 

• Monitoring the movement around school 

• Monitoring breaktimes  

Other duties that the HT / DHT will undertake (in addition to their normal duties) will 

include:  

• Regular, timely and up to date communication with parents and carers 

• Liaison with Lesley Robinson to support the maintenance of the Virtual School 

• Managing children and staff absence procedures 

• Maintaining an up to date understanding of government guidance 

• Liaison with the Governing body  

• Planning for further phases of school re-opening 

• Liaison with Local Authority colleagues 

• Working with teachers to plan the medium and long- term curriculum for when 

the school is fully reopened.  

• Developing a strategic plan for the next phases of development within the 

school  
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Hub leaders will operate within each hub. The HT / DHT will ensure daily 

communication with the hub leaders to identify any issues, support protocols for 

working, and check well- being of children and staff.  

 Hub 1 Hub 2 Hub 3 

Area Reception and Year 1 
corridor 

Year 2 and 3 corridor Year 4, 5 and 6 corridor 
and SPACE 

am Mrs Cameron Mrs Stansfield Mr Newton 

pm Miss Hodges Mrs Fowler / Mrs Taylor Mrs Harcombe 

 

Virtual learning SOP 
  

In this section: You will read about how we will support children who are not 

coming to the school with their learning at home. 

Education for all:  Ensuring an equal access to the curriculum by all children 

Equality will be delivered to all through the school’s Virtual School (VSchool).  Each 

weekend new lessons will be uploaded for the following week, to the relevant year 

group pages.  These can be accessed at home (by children and their parents); in 

the physical classroom environment alongside our staff; or within our ‘Priority Group’ 

provision that will be running simultaneously.  Irrespective of where you are 

learning, you will have access to the same curriculum through our VSchool platform. 

If you require blank exercise books to record your Home Learning in (when not 

studying in school) then please contact the bursar email account and they will 

arrange for you to be issued a book for this purpose.   

 

A ‘Virtual School’ platform has been created by the staff at Haslingden Primary to 

ensure that all children have direction and focus in their learning during these 

unprecedented times. The internet is full of wonderful resources which our staff have 

scourged through so that you do not have to.  We understand that some children will 

not be able to return to the ‘physical’ school building (e.g. due to ‘shielding’ themselves 

or a member of their household) and so we will continue to provide Home Learning 

via the Virtual School (https://virtual.haslingdenprimary.com/). On the Virtual School 

you will find activities that have been planned for your child’s class with a focus on 

what their teachers believe to be the class’s next steps in learning, whilst also 

continuing to consolidate their prior learning so as to fully embed these skills. Teachers 

will prioritise what they think is most important for their children to know and be able 

to do before they reach the next year group. 

Upon the return of your child’s year group, the Virtual School will start to be updated 

on a weekly basis. Teachers will plan their lessons one week in advance and will upload 

their supporting PowerPoint Presentations, worksheets or independent activity 

instructions, allowing children who are not attending the physical school to continue 

mailto:bursar@haslingden-pri.lancs.sch.uk
https://virtual.haslingdenprimary.com/


 

Haslingden Primary School Standard Operating Procedures 
Email: bursar@haslingden-pri.lancs.sch.uk        Telephone: 01706 215947         

 

Page 33 of 35  Published: Wednesday, 27 May 2020 

 

to be given the opportunity to access the same learning materials as their peers. 

Teachers may also add extension or enrichment activities for all children to take part 

in.  

We aim to eliminate any barriers to your child’s learning. Many families have 

already accessed the offer of making use of school’s laptops, and where internet 

access is an issue, we have provided physical printed copies of worksheets or study 

guides as an alternative. We will continue to support families in this way so please 

contact the school bursar email account if your child would benefit from this type of 

support. These resources can be collected from school or we can arrange for them to 

be distributed to your home e.g. when families are ‘shielding’.  

Other information 
 

Main source of guidance used: 

https://www.gov.uk/coronavirus/education-and-childcare 

A list of specific Government Guidance used to inform this document (not 

exhaustive) 

•  Actions for education and childcare settings to prepare for wider opening 

from 1 June 

•  Implementing protective measures in education and childcare settings 

•  Guidance for parents and carers as schools and other education settings in 

England open to more children and young people 

• https://www.gov.uk/government/publications/preparing-for-the-wider-

opening-of-schools-from-1-june/planning-guide-for-primary-schools 

• https://www.gov.uk/government/publications/actions-for-educational-and-
childcare-settings-to-prepare-for-wider-opening-from-1-june-2020/opening-
schools-for-more-children-and-young-people-initial-planning-framework-for-
schools-in-england 

• https://www.gov.uk/government/publications/coronavirus-covid-19-
maintaining-educational-provision/guidance-for-schools-colleges-and-local-
authorities-on-maintaining-educational-provision 

• https://www.gov.uk/government/publications/preparing-for-the-wider-

opening-of-early-years-and-childcare-settings-from-1-june/planning-guide-for-

early-years-and-childcare-settings 

 

Technical notes: 

Priority Groups 

Children of critical workers and those who are deemed vulnerable have access to full 

time provision in school. These Priority Groups will operate within the same 

procedures as class groups, as laid out in this handbook.  
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Parents who require these places have been consulted separately.  

The Priority Groups will be mixed age, have access to extended hours, and will be 

supported to maintain their education through the Virtual School, supplemented by 

elements of lessons being taught in the class groups. Whenever possible, the groups 

will have two staff members to support this approach.  

Children in the priority groups will eat a packed lunch each day. This should be sent 

in from home.  

Two areas of school will be used to accommodate these groups: Space and a 

classroom in the main school.  

Parents will drop off and collect their children at the Space entrance. Parents of 

these children can drop off and collect their children at any time within the specified 

hours. We would encourage parents to only use the Priority Group at present, if it is 

necessary.  

Children who access the Priority Groups will be maintained within these groups 

throughout the period up until Summer, even when their own class groups return.  

For guidance on supporting vulnerable children:  

https://www.gov.uk/government/publications/coronavirus-covid-19-guidance-on-

vulnerable-children-and-young-people/coronavirus-covid-19-guidance-on-vulnerable-

children-and-young-people 

For guidance on the list of critical workers :  

https://www.gov.uk/government/publications/coronavirus-covid-19-maintaining-

educational-provision 

 

Shielded and clinically vulnerable children and young people 

For the vast majority of children and young people, coronavirus is a mild illness. 

Children and young people (0 to 18 years of age) who have been classed as clinically 

extremely vulnerable due to pre-existing medical conditions have been advised to 

shield. We do not expect these children to be attending school or college, and they 

should continue to be supported at home as much as possible. Clinically vulnerable 

(but not clinically extremely vulnerable) people are those considered to be at a higher 

risk of severe illness from coronavirus. A small minority of children will fall into this 

category, and parents should follow medical advice if their child is in this category. 

Shielded and clinically vulnerable adults 

Clinically extremely vulnerable individuals are advised not to work outside the home. 

We are strongly advising people, including education staff, who are clinically extremely 

vulnerable (those with serious underlying health conditions which put them at very 

high risk of severe illness from coronavirus and have been advised by their clinician or 

through a letter) to rigorously follow shielding measures in order to keep themselves 

safe. Staff in this position are advised not to attend work. Read COVID-19: guidance 
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on shielding and protecting people defined on medical grounds as extremely 

vulnerable for more advice. 

Clinically vulnerable individuals who are at higher risk of severe illness (for example, 

people with some pre-existing conditions as set out in the Staying at home and away 

from others (social distancing) guidance have been advised to take extra care in 

observing social distancing and should work from home where possible. Education and 

childcare settings should endeavour to support this, for example by asking staff to 

support remote education, carry out lesson planning or other roles which can be done 

from home. If clinically vulnerable (but not clinically extremely vulnerable) individuals 

cannot work from home, they should be offered the safest available on-site roles, 

staying 2 metres away from others wherever possible, although the individual may 

choose to take on a role that does not allow for this distance if they prefer to do so. 

If they have to spend time within 2 metres of other people, settings must carefully 

assess and discuss with them whether this involves an acceptable level of risk. 

Living with a shielded or clinically vulnerable person 

If a child, young person or a member of staff lives with someone who is clinically 

vulnerable (but not clinically extremely vulnerable), including those who are pregnant, 

they can attend their education or childcare setting. 

If a child, young person or staff member lives in a household with someone who is 

extremely clinically vulnerable, as set out in the COVID-19: guidance on shielding and 

protecting people defined on medical grounds as extremely vulnerable guidance, it is 

advised they only attend an education or childcare setting if stringent social distancing 

can be adhered to and, in the case of children, they are able to understand and follow 

those instructions. This may not be possible for very young children and older children 

without the capacity to adhere to the instructions on social distancing. If stringent 

social distancing cannot be adhered to, we do not expect those individuals to attend. 

They should be supported to learn or work at home. 
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